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Introduction

The purpose of this manual is to describe the minimum system of accounting practices and procedures
that is to be followed by all schools under the authority of Kanawha Board of Education. This manual is
supplemental to the Accounting Procedures Manual for the Public Schools in the State of West Virginia.
This manual supersedes the one entitled Manual of Financial Records for Kanawha County Schools —
Seventh Edition. This manual is an integral part of Kanawha County Board of Education Policy and
Administrative Regulation D12.

County boards of education, subject to the provisions of statute and the rules and regulations of the
State Board of Education, have the authority and responsibility to require that records be kept of all
receipts and disbursements of all funds collected or received by any principal, teacher, student, or other
person connected with the school, to audit such funds, and to conserve such funds. All such funds so
collected shall be deemed quasi-public moneys, and shall be expended for the benefit of the students of
the school.

Accountability over school money, which is deemed quasi-public money, is imperative. The Manual of
Financial Records for Kanawha County Schools - Seventh Edition is designed to facilitate accountability
over school money. Proper use of this manual will assist the school principal to achieve the following
for his or her school:

e Compliance with Policy Regulation 1224.1 of the West Virginia Board of Education.

e Compliance with accreditation standards 2.2.3 and 2.2.4 of the West Virginia Board of
Education.

e Compliance with Policy Regulation D12 of the Kanawha County Board of Education.
e Maintain fiscal control over the school.

e Properly record, summarize and report the financial transactions of the school.

e Protect the integrity of the financial records of the school.

This manual is subject to future revisions, in whole or in part, by the Kanawha County Board of
Education.
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Chapter 1

Accounting System

Definition and Functions

An accounting system is comprised of the forms, records, procedures and controls used to process
financial date and produce reliable reports. An accounting system includes three basic functions:

1. The recording of transactions
2.

3. The summarizing of transactions

4. The reporting and interpreting of summary information

Fiscal Control

Fiscal control is a plan of organization designed t safeguard assets, check the reliability of accounting
records, promote operational efficiency and encourage adherence to prescribed policies.

Good fiscal control is a key factor in the effective management of the school.
Good fiscal control includes the following characteristics:
1. Aplan of organization that provides appropriate segregation of duties.

2. A system of authorization and record procedures adequate to provide reasonable accounting
control over assets, liabilities, revenues, and expenses.

3. Sound practices to be followed in the performance of duties.

4. Personnel of a quality commensurate with responsibilities.
A fiscal control checklist is a series of questions designed to identify weaknesses in the administrative
and accounting controls of the school. The Kanawha County Schools Individual School Financial Review
Checklist is a fiscal control checklist that is worded so that “No” answers suggest undesirable practices

relative to achieving good internal control. This checklist is located in Appendix A of this manual, and
must be completed by the principal of each school on an annual basis.
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Separate Accounting Entity

Each school is considered to be a separate and distinct financial accounting entity. As such, a complete
set of accounting records must be maintained for each school in which is recorded all financial activities
of the school.

Only financial activities of the school are to be recorded in the school’s accounting records. Personal
transactions of the staff or other outside sources, such as coffee or flower fund collections are not to be
recorded in the school’s accounting records.

Schools are not legal entities and school personnel, including principals, do not have the statutory
authority to enter into contracts or obligate money belonging to a county board of education.

All money located in the depository accounts of the school must be owned and controlled by the
school. The personal money of outside sources must not be intermingled with money that belongs to
the school.

Fund Accounting

A fund is a separate grouping of receipts and disbursements for specific activities.

The school is permitted to have a General Fund. The General Fund is used to account for the general
operations of the school. All financial activities of the school must be recorded in the General Fund.

The following accounting records must be maintained for the General Fund:

e Receipts Journal

e Disbursements Journal

e Pre-numbered Receipt Tickets
e Pre- numbered Checks

e Bank Deposit Slips

e (Cash Reconciliation Forms

e Investment Control Registers
e School Purchase Orders

e Purchase Order Log

e Monthly Financial Statements
e Annual Financial Statements

The General Fund is divided into activity accounts that serve to classify receipts and expenditures by
type. For example, the school’s General Fund might consist of the following activity accounts:
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Office To account for the general activity of the school

Clubs To account for the activity of student organizations

Faculty Senate — Teachers  To account for the $100 portion of faculty senate funds
allocated to each teacher

Faculty Senate — School To account for the $100 portion of faculty senate funds allocated
to each teacher
Athletics To account for the activity of student athletics

Each General Fund activity account could consist of several sub-accounts to more specifically classify
receipts and expenditures. A sub-account is defined as a group or particular activity with a claim against
the assets of the school without regard to the specific asset (checking, savings, certificate of deposit
(CD), etc.) For example, the Clubs activity account might be divided into the following sub-accounts:

Chemistry Club To account for activity of the Chemistry Club
French Club To account for activity of the French Club
Honor Society To account for activity of the Honor Society

General Fund activity must be recorded utilizing the General Fund and Purchase Order Log software
designed for Kanawha County Schools. Documentation manuals for this software may be obtained
from the Information Systems Department.

Audit of Financial Records

The financial records of the school will be audited on an annual basis.
Criteria for an adverse opinion in the annual School Audit Report include the following findings:

e Fraud in the financial management of the school

e Gross negligence (i.e. — acting or omitting to act in a situation where there is a duty to act, not
inadvertently, but willfully and intentionally with a conscious indifference to consequences) in
the financial management of the school that results in the reprimand, suspension or termination
of the guilty school employee

e Negligence due to a negative net balance on an Annual Financial Statement

e Negligence due to incomplete and/or unauditable financial records that result from a lack of
fiscal control

e Negligence due to the non-implementation of audit recommendations



Retention of Financial Records

All school accounting records are considered property of the Kanawha County Board of Education. All
financial records must be retained at the school for a period of five years. Annual financial statements,
audit reports and responses to audit reports must be retained at the school permanently. The process
of disposing of any financial records must be supervised by the principal to ensure complete
destruction.

Responsibility

The principal is responsible for the financial management of the school. The principal must ensure that
all accounting records are maintained accurately and that all financial reports are submitted timely to
the Kanawha County Board of Education.
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Chapter 2

Receipts

Collecting Receipts

All receipts collected by individuals for the school must be submitted daily to the school office.

All checks submitted to the school must be made payable to the school. Checks that are made payable
to individuals and are subsequently endorsed payable to the school should not be accepted.

The total amount of money delivered to the school office must be reconciled to the detailed records
that support the receipts.

Certain types of receipts will require the school to maintain detailed records for each student (i.e. -
patrol trip collections, yearbook sales, etc.).

Preparing Receipt Tickets

Receipt tickets must be prepared for all receipts. Receipt tickets must be prepared at the time that the
monies are received — not at the end of the day, or when a deposit is being prepared.

Each receipt ticket must contain the following information:

= The date of the receipt

= A pre-printed number

=  The name of the remitter

= The amount of the receipt

= The form of payment (cash/check)
= A brief description of the receipt

= The name of the deliverer

= The signature of the preparer

Every receipt ticket must contain a valid signature. The use of electronic signatures is acceptable if the
signature is password protected. Signature stamps or preprinted signatures are not allowed for use by

the school.

Receipt tickets must be pre-numbered and must be issued in numerical order.
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Receipt tickets must be prepared in duplicate. Original receipt tickets must be given to the actual
sources that remit money to the school. Duplicate receipt tickets must remain in the receipt ticket book
in numerical order to support all receipts of the school.

Receipt tickets must identify the actual sources of receipts. Actual sources who remit money to the
school may not necessarily be the same individuals who deliver money to the school office.

The remitter and the deliverer must be distinguished and listed separately on each receipt ticket.

To explain this further, assume that Scientific Research Co. donates $500.00 to the Chemistry Club of
the school. Bill Poe, sponsor of the Chemistry Club, accepts the check on behalf of the school. Bill Poe
delivers the check to the school office. Scientific Research Co. is listed on the receipt ticket as the
remitter. The name of the Chemistry Club sponsor, Bill Poe, is shown on the receipt ticket as the
deliverer as illustrated below:

Central High School DATE 11/29/XX 22730
RECEIVED FROM Scientific Research Co.
Five Hundred Dollars$  500.00

FOR Donation to Chemistry Club

MONEY DELIVERED BY Bill Poe

AMOUNT OF ACCOUNT S
AMOUNT PAID S
$

BALANCE DUE PREPARED BY (Signature Required)

CASH I:l CHECK E M.O. I:l

Occasionally, the remitter and the deliverer will be the same individual. In these instances, the
individual must be listed as the remitter and as the deliverer on the receipt ticket.

The deliverer must be identified as “Mail Carrier” on the receipt ticket when the school receives money
through the mail.

Receipt tickets must be prepared for interest earned on the depository accounts of the school.

Receipt tickets must be prepared for re-deposits of insufficient funds checks. In these instances, the
description on the receipt ticket should include the phrase “re-deposit of NSF check — refer to receipt
ticket number (insert original receipt ticket number)”. A separate deposit slip is not necessary for re-
deposits of non-sufficient funds checks as long as the re-deposited check is clearly identified on the
deposit slip. For more information on how to account for insufficient funds checks, please refer to
Chapter 5 of this manual.

Receipt tickets are not prepared for the electronic transfer of funds between the depository accounts of

the school. For more information about how to record transfers of funds and investments, please refer
to Chapter 5 of this manual.
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The work “Void” must be written on the face of all receipt tickets not issued due to preparation errors.
The original and all duplicate copies of voided receipt tickets must be retained.

Posting Receipts

Receipt tickets must be posted daily to the receipts journal using the General Fund software for
Kanawha County Schools. Bookkeeping errors are frequently the result of not posting receipt
transactions promptly to the journal.

Receipt tickets must be posted to the journal in numerical order.
Receipt entries are posted to the journal from information listed on receipt tickets.
Receipt tickets must be posted individually to the journal.

Receipts must be classified to activity accounts in the journal based upon the nature of each receipt.
Proper account classification may require that a receipt be posted to more than one activity account in
the journal. The account classification breakdown must equal the total receipt amount.

Documentation manuals with instructions for posting receipts using Kanawha County Schools General
Fund software may be obtained from the Information Systems Department.

Documenting Receipts

Cash is sometimes received from a group for a specific activity. In these instances, the group is listed as
the remitter on the receipt ticket. For example, if a group of 25 fifth grade students had each paid
$10.00 to take a field trip, then one receipt ticket would be issued with “Fifth Grade Students” listed as
the remitter for $250.00. This eliminates the need to issue separate receipt tickets to individual
students. Receipt tickets can only be issued to a group when the cash receipts are for the same
purpose, are posted only to one activity account, and are remitted to the school office at the same
time.

Receipt tickets issued to a group rather than to an individual remitter must be supported by detailed
documentation. Examples of detailed documentation to support receipt tickets include:

e Teachers Cash Receipt Summary Form
e Fund Raiser Profit/(Loss) Statement

e Ticket Reconciliation Form

Detailed instructions on how to complete each of these forms is included in Chapter 7 of this manual.
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Depositing Receipts

All receipts that accumulate to $500.00 or more must be deposited daily. Receipts that accumulate to
less than $500.00 must be deposited at least weekly and preferably more often. The risk of lost or
stolen money is reduced by making frequent bank deposits.

All receipts must be deposited intact. Monies comprising entire receipt tickets or portions of receipt
tickets should not be withheld from bank deposits when the deposits are prepared.

Deposit slips must be prepared for all bank deposits.

Deposit slips must be prepared in duplicate. Original deposit slips must be submitted to the bank at the

time of each deposit. Duplicate deposit slips must be retained to support all bank deposits made by the
school.

Each deposit slip must contain the following information:

The name of the school

The bank account number

The date of the deposit

The receipt ticket numbers comprising the deposit
A list of the individual checks included in the deposit
The total amount of cash included in the deposit
The total amount of the deposit
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When preparing the bank deposit, the receipt tickets for the period (in consecutive order) should be
added and the total noted in pencil on the last receipt ticket. The monies comprising the deposit should
then be counted and listed on the deposit slip. The total of the receipt tickets should equal the total on
the bank deposit slip. If there are differences, they should be resolved at this time to reduce the
possibility of errors in preparing bank deposits.

A restrictive endorsement must be stamped on the back of all checks received by the school. This
restrictive endorsement must include the following information:

The words “For Deposit Only”

The name of the school

The name of the fund — (i.e. — General Fund)
The ban account number

PN E

The bank verification of the deposit must be retained and attached to the school’s copy of the deposit
slip.

Personal checks are prohibited to be cashed from the un-deposited receipts of the school. The risks of
cash shortages and bank deposit errors increase if the school cashes the person checks of outside
sources.

Safeguarding Receipts

All un-deposited receipts of the school must be safeguarded against theft, casualty loss, and
unauthorized use. Un-deposited receipts must be placed in safekeeping and be accessible only by
authorized personnel.
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Chapter 3

Disbursements

Authorized Expenditures

All moneys received by a school are considered quasi-public funds and are to be expended for the
benefit of the students at the school.

Expenditures of school money for private purposes are not permitted. Items for which quasi-public
funds shall not be expended include flowers, gifts, banquets, or service awards for school employees
and/or members of the general public. The purchase of flowers with General Fund monies is permitted
in connection with the death or hospitalization of a student at the school.

Schools and school clubs may not make contributions to charitable or private non-profit organizations
unless a fundraiser is conducted specifically for that purpose. In these instances, the fundraiser purpose
must be clearly stated when the fundraiser is conducted, and a separate activity account must be
established in the General Fund to account for the fundraiser.

The expenditure of General Fund money for food and drink is strictly limited to those items consumed
during student-focused activities that involve the direct participation of the students of the school. The
school is not allowed to use General Fund money to purchase food and drink items for the exclusive
consumption by the public and /or employees of the Kanawha County Board of Education including
members of the school staff. The school is permitted to reimburse the meal expenses of school staff
members who travel for approved school related business. Kanawha County Board of Education
Policies and Administrative Regulations Series: G47 contains more information regarding the
reimbursement of travel expenses to employees.

W. Va. Code §18-5-13 allows schools to expend money for student, parent, teacher and community
recognition programs using monies generated through a fund-raiser or donation-soliciting activity. Prior
to commencing the activity, the school must publicize that the activity will be for this purpose and must
designate the monies generated for this purpose. Any money generated must be accounted forin a
separate activity account in the General Fund and not co-mingled with other school monies.

Preparing Checks

All disbursements must be made by check. The only exception is for petty cash expenditures. Petty
cash procedures are explained in Chapter 5 of this manual.
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Each check must contain the following information:

= The date of the disbursement

= A pre-printed number

= The pre-printed name of the school

= The pre-printed name of the fund (i.e. — General Fund)

= The pre-printed words “Void After Six Months”

= The pre-printed bank account number

= The name of the payee

= The amount of the disbursement

=  The manual signature of the principal

= An additional signature of an individual designated by the principal

Checks must be made payable to the individual or vendor to whom the payment is being made, not to
another party that is subsequently making payment on behalf of the school.

Two signatures are required on every check issued by the school. Both signatures cannot be by the
same individual. One of the required signatures must be either that of the school principal or other
individual(s) officially designated to act in the place of the principal in his/her continued absence. The
second signature is to be that of an individual designated by the principal.

The signing of blank checks is prohibited. The signing of blank checks increases the risk of the
unauthorized use of money that belongs to the school.

The principal must know the checking account balance before signing checks. The signing of checks
without the knowledge of the checking account balance increases the risk of bank overdrafts.

Checks are not permitted to be made payable to “Cash”. A check must be made payable to the
principal if cash is needed by the school. All checks written to the principal must be supported by
detailed documentation.

Checks stubs must be filled out completely and kept up to date at all times. If computer checks are
used rather than the traditional checkbook format, then duplicate copies or stubs
or the computer checks must be retained and filed in numerical order.

The word “Void” must be written on the face of all checks not issued due to preparation errors. All
voided checks must be retained and not discarded. Voided checks should be attached to the check stub
or to the duplicate copy of the check if computer checks are used. All voided checks must be entered in
the disbursements journal with the description listed as “Void” and the amount listed as zero.
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Cancelled checks (checks returned paid with the monthly bank statement) must be retained by the
school. If a checkbook format is used, cancelled checks should be taped to the check stub in the
checkbook after the bank statement is reconciled at the end of the month. If a computer check format
is used, cancelled checks should be attached to the duplicate copy or stub of the computer check. If
check images rather than actual cancelled checks are returned with the bank statement, an image of
both sides of the check is required. If the check images cannot be easily attached to check stubs, the
check stubs must be marked with the word “cancelled” and the bank statement date that the check was
paid. This can be done through the use of a date and phrase rubber stamp. The check images must be
retained by the school and filed with the bank statement.

Posting Disbursements

Checks must be posted daily to the disbursements journal using the General Fund software for Kanawha
County Schools. Bookkeeping errors are frequently the result of not posting disbursement transactions
promptly to the journal.

Checks must be posted to the journal in numerical order.

Checks must be posted individually to the journal.

Disbursements must be classified to activity accounts in the journal. Proper classification is based upon
the nature of each disbursement. Proper account classification may require that a disbursement be
posted to more than one account in the journal. The account classification breakdown must equal the

total disbursement amount.

Documentation manuals with instructions for posting disbursements using Kanawha County Schools
General Fund software may be obtained from the Information Systems Department.

Documenting Disbursements

All disbursement must be supported by detailed documentation. Detailed documentation consists of an
invoice or receipt provided by the vendor. Detailed documentation must include the following:
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= The name of the vendor or person providing the goods or services

= A detailed description of the goods or services provided

= The quantity and unit cost of each item or service provided

= The date that the goods or services were provided

= The total amount due

= The initials of the principal indication approval for payment

= The date of the check that was issued to pay the invoice

= The total amount of the check that was issued to pay the invoice

= The initials of a school staff member indication that the invoice was verified for clerical and
mathematical accuracy

= The signature or initials of a school staff member indication that the school received the goods
or services

All invoices must be approved for payment in writing by the principal.

All invoices must be verified for clerical and mathematical accuracy. Clerical and mathematical errors
found during the verification process must be resolved with the vendor(s).

Occasionally vendors offer cash discounts to customers who pay invoices within a specified period of
time. The school must take advantage of all cash discounts. Lost cash discounts represent an additional
cost to operate the school.

Invoices must be paid in full and not by partial payments. Partial payments increase the risk of making
duplicate payments.

Detailed invoices must support payments made to vendors from monthly statements. Payments must
not be made solely from monthly statements.

All invoices must be cancelled at the time of payment. Effective cancellation is achieved by writing the
check number, the check date, and the check amount on the face of each paid invoice. Invoice
cancellation reduces the risk of making duplicate payments.

A convenient way to include all required information on the face of each paid invoice is to use a
cancellation stamp with the following imprint:

Check Number
Check Date
Check Amount
Verified By
Received By
Approved By

Paid invoices must be filed in check number order in monthly paid invoice files.



Safeguarding Checks

All checks must be safeguarded against theft, casualty loss, and unauthorized use. Checks must be
placed in safekeeping and be accessible only by authorized personnel.

Unlawful Expenditures

All schools under the authority of the Kanawha County Board of Education are subject to West Virginia
Code §11-8-26 which provides in part as follows:

“...a local fiscal body shall not expend any money or incur obligations:
In a unauthorized manner:

For an unauthorized purpose;

In excess of the amount allocated to the fund in the levy order;
In excess of the funds available for current expense.”

PwwnNpE

All schools under the authority of the Kanawha County Board of Education are subject to West Virginia
Code §11-8-29 which provides in part as follows:

“A person who in his official capacity negligently participates in the violations of section twenty-
six (§11-8-26) of this article shall be personally liable, jointly and severally, for the amount
illegally expended.”

All schools under the authority of the Kanawha County Board of Education are subject to West Virginia
Code §11-8-31 which provides in part as follows:

“A person who in his official capacity willfully violates the provisions for the article shall be guilty
of a misdemeanor and, upon conviction, shall be fined not more than five hundred dollars, or

confined in jail not more than one year, or both. Upon conviction he shall also forfeit his office.”

The phrase “this article” refers to Article 11 of the West Virginia Code and thereby includes West
Virginia code §11-8-26, West Virginia Code §11-8-29, and West Virginia Code §11-8-31.
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Chapter 4
Purchasing

Authorization

All purchases made by the school must be approved in writing by the principal.

The school will not be responsible for purchases that are made without proper authorization. School
staff members who make purchases on behalf of the school without proper authorization by the
principal will be held personally responsible for the purchases.

Purchase Order System

The primary objectives of school purchasing are as follows:

1. Obtain the maximum educational value for each school dollar spent
2. Maintain a system of internal control over all purchases made by the school

A School Purchase Order is a purchasing document that requisitions supplies, equipment and/or
services directly from a specific vendor at predetermined quantities and costs. The School Purchase
Order documents the approval of the principal for a purchase to be made on behalf of the school.

A purchase order system is to be maintained at each school whereby all purchases of materials,
equipment, supplies and services are made through a pre-numbered purchase order approved in
writing by the principal or designee before the purchase is made. The purchase orders must be posted
in numerical sequence to a Purchase Order Log.

The purpose for maintaining a purchase order system at each school is to provide the principal with a

means of maintaining control over purchases to ensure that funds are available before the purchase is
made, and that unauthorized purchases are not made.

Preparing Purchase Orders

Purchase orders must be prepared using the Purchase Order software for Kanawha County Schools.
This software generates and prints pre-numbered purchase orders and also interfaces with the General
Fund software to produce the Purchase Order log.

The original copy of the purchase order should be issued to the vendor. The duplicate copy of the
purchase order must be retained by the school, and filed in numerical order in a purchase order file.

4-1



Purchase orders must be prepared prior to the actual purchase being made. The only exception is for
reimbursements from Faculty Senate funds to school staff members who have expended their personal
funds on behalf of the school. Reimbursements such as these are subject to the approval of the
principal and should be held to a minimum.

All purchase orders must be approved in writing by the principal or his/her designee. Approval can only
be made when sufficient funds are available to make the purchase.

Descriptions and prices of items and services to be purchased must be as specific as possible to
eliminate any confusion with the vendor. In some instances, when it is not possible to exactly specify
the item or price, limitations should be used. For example, if a teacher wants to purchase items to
prepare a new bulletin board display, but he/she does not now specifically what items will be
purchased prior to visiting the vendor’s store, the purchase order could be prepared as follows:

Qty Description Price Total
1 Bulletin board materials for Ms. Smith’s $35.00 $35.00
classroom not to exceed $35.00

This type of description, although not specific to each item, limits Ms. Smith and the vendor to a
purchase not exceeding $35.00 and only for bulletin board materials. These limitations help the
principal to maintain control over purchases.

Blanket School Purchase Order

A Blanket School Purchase Order is a purchasing document that requisitions items and/or services
directly from an outside vendor for a specific period of time at estimated prices. Blanket school
purchase orders eliminate the need to prepare individual school purchase orders for consistent and
repetitive purchases from the same vendor on a regular basis.

Blanket school purchase orders must only be issued to outside vendors who deliver items to the school
on a regular week-to-week or month-to-month basis.

The description on blanket school purchase orders must include an estimate of the total amount of
purchases for the school year, and the contract conditions of the blanket school purchase order. The
contract conditions of a blanket school purchase order must specify that the purchase order becomes
void whenever the stated maximum limit is reached or at the end of the school year. If the maximum
limit of a blanket school purchase is reached during the school year, then a new blanket school
purchase order must be prepared for any remaining purchase from the vendor for the year.
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Purchase Order Log

A Purchase Order Log must be maintained to account for all school purchase orders issued during the
school year. The Purchase Order Log must contain the following information:

e School Name

e School Year

e Purchase Order Date

e Vendor

e Purchase Order Number
e Purchase Order Amount
e General Fund Activity Account
e Date Paid

e Check Number

e Check Amount

e Void Date (if applicable)

School purchase orders are automatically posted to the Purchase Order Log when they are prepared
using the Kanawha County Schools Purchase Order software. The Purchase Order Log must be printed
and reviewed on a regular basis. A complete printed Purchase Order Log for the school year must be
maintained in the financial records of the school.

Purchase Requirements and Restrictions

No purchases may be made from a fund or activity account in excess of the funds currently available in
that fund or activity account.

Purchases may not be made which will obligate the funds of a subsequent year.
The school is permitted to make purchases only from outside vendors that have been approved by the
Kanawha County Schools Purchasing Department. These vendors have completed the vendor

registration requirements with the Purchasing Department, and are included on the WVEIS vendor list.

The school is to make purchases in consideration of cost, quality, and service. All reputable outside
vendors must be considered for the business of the school.

Any individual or organization that makes an unauthorized purchase on behalf of the school may incur a
personal obligation to the outside vendor.

No person is permitted to solicit or accept personal gratuities, favors, or anything of a monetary value
as a result of purchases made by the school.



The school is not permitted to purchase supplies, equipment and/or services from any employee of or
any member of the Kanawha County Board of Education.

School personnel and all other individuals are prohibited to purchase items and/or services for personal
use through the school or by the use of the school name.

The school is not allowed to have any type of credit card in the name of the school with which to make
purchases from various outside vendors. Some vendors require that the school be assigned an account
number or account card that identifies the school’s account with that particular vendor. In these
instances, the account card must be issued only to the principal.

The schools must utilize any existing county or state purchasing contracts when making purchases from
the General Fund.

Purchases for $1,000.00 or more are subject to a competitive bidding process before authorization by
the principal. The bidding process consists of obtaining bids (or prices) from at least three competitive
vendors to ensure that the best price is obtained for the school. A file of all bid documentation must be
maintained in the school’s records. If a purchase for $1,000.00 or more is made utilizing a current count
or state purchasing contract price, then the contract number should be noted on the School Purchase
Order. In these instances, it is not necessary for the school to obtain three competitive bids.

The school is to plan purchases so that the scheduled delivery date coincides with the date the items
and/or services are needed.

All items and/or services must be counted and inspected upon delivery to the school.

A cash refund or credit memo must be received from an outside vendor for items returned to that
vendor by the school.



Manual of Financial Records for Kanawha County Schools
Chapter 5
Banking and Investments

Bank Accounts

Every bank account must contain the name of the school, the name of the fund, and the school’s
Federal Employer Identification number (FEIN).

Bank signature cards for individuals that have signature authority on local bank accounts must be
maintained current at all times. The principal must have signature authority for every account in which
schools funds are deposited. In addition, the chief school business official of the county must also have
signature authority on all accounts. This will ensure that the school has access to school funds in
circumstances in which the principal and his/her designee, if applicable, are absent unexpectedly or for
an extended period of time. The use of signature stamps to sign school checks is not acceptable.

The school is permitted to have the following types of bank accounts:
1. Checking account
2. Savings account
3. Certificate(s) of Deposit

The school is permitted to have only one checking account. All checks must have the following
information pre-printed on them:

e the name of the school

e thefund

e the school address

e the check number

e the bank account number

e the words “Void After Six Months”
e two blank spaces for signatures.

The total of all bank accounts should be equal to the total of all activity sub-accounts

All bank accounts must be interest bearing.

Interest

Receipt tickets must be prepared to record the receipt of all interest to the bank accounts.
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In most instances it is not possible to prepare the receipt ticket for interest within the same month that
the interest was earned because of the time lag in receiving the bank statement that lists the interest
amount. The receipt ticket should be prepared as soon as the bank statement is received and the
interest amount is known. The receipt ticket must be dated on the day that it is written and not back
dated to the previous month. Receipt tickets must be issued in numerical sequence. The practice of
leaving a receipt ticket blank to record interest in the previous month is strictly forbidden.

Reconciliation of Bank Statements

The General Fund records must be reconciled to the corresponding bank statement(s) each month using
the General Fund Cash Reconciliation form. The reconciliation should be prepared as soon as possible
after the Bank statement(s) are received. The General Fund Cash Reconciliation form must be signed by
the preparer and presented to the principal for review. The principal must review the General Fund
Cash Reconciliation from and corresponding bank statement(s) for accuracy and any possible
irregularities. The principal must sign the General Fund Cash Reconciliation form to indicate his/her
review. Any differences between the bank statement(s) and the General Fund records must be resolved
prior to issuing the Individual School’s Monthly Financial Statement. Detailed instructions on how to
complete the General Fund Cash Reconciliation form are included in Chapter 7 and Appendix C of this
manual. A blank copy of the General Fund Cash Reconciliation form is located in Appendix B of this
manual.

Investment Control Register

A separate investment control register must be used to maintain control over each savings account and
certificate of deposit. The Investment Control Register must be reconciled to the bank statement for
the corresponding investment in a timely manner. A blank coy of the Investment Control Register is
located in Appendix B of this manual.

KANAWHA COUNTY SCHOOLS
INVESTMENT CONTROL REGISTER

Account Bank
Name Acme Elementary School Savings Name Central Bank
Account School
Number 02112-1 Year 20XX-20XX
Interest Service
Date Description Approval Earned Charges | Deposits | Withdrawls | Balance
9/1/XX Balance Brought Forward $5,833.34
Transfer from Checking
9/17/XX | Account (Signature) $1,300.00 $7,133.34
9/30/XX | Interest Earned $37.36 $7,170.70
Transfer from Checking
10/10/XX | Account (Signature) $500.00 $7,670.70
10/24/XX | Transfer to Checking Account (Signature) $600.00 | $7,070.70
10/31/XX | Interest Earned $40.84 $7,111.54
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Cash Transfers

Transfers of cash between the General Fund checking account and General Fund investment accounts
must be recorded in the General Fund software, as well as in the Investment Control Register(s). The
method of recording the cash transfer in the General Fund software differs depending on how the
transfer of money occurs.

If the transfer of money to/from the General Fund checking account to/from an investment account is
done electronically by the bank, then the transfer is recorded by using the Cash Transfer menu option in
the General Fund software, no other entries are required.

If the transfer of money from the General Fund checking account to an investment account is done by
issuing a General Fund check, then the transfer is recorded by performing the following steps:

1. Post the check to the General Fund software through the Manual/Void check or Computer Check
menu option to record the disbursement of funds from the checking account.

2. Prepare a General Fund receipt ticket for the check and post the receipt ticket to the General
Fund software through the Receipt Entry menu option to record the receipt of money to the
investment account. Deposit the check into the investment account.

If the transfer of money from an investment account to the General Fund checking account is done by
receiving a check from the bank, then the transfer is recorded by performing the following steps:

1. Prepare a General Fund receipt ticket for the check and post the receipt ticket to the General
Fund software through the Receipt Entry menu option to record the receipt of funds to the
checking account. Include the check in the next bank deposit for the checking account.

2. Post a corresponding journal entry in the General Fund software through the Manual/Void

Check or Computer Check menu option to record the corresponding disbursement of funds from
the investment account.

Outstanding Checks

Outstanding checks that become more than six months old must be written off.

It is sometimes necessary to write off a check that has been lost and replace it with a new check. In
these instances, it is prudent to first place a stop payment order on the original check with the bank.
Issue the replacement check only after the stop payment order is in effect at the bank.



The proper procedure for writing off a check is to post a journal entry in the General Fund software
through the Manual/Void Check or Computer Check menu. The journal entry is recorded as a negative
disbursement amount. This reduces the total disbursements for the year and therefore does not
overstate total disbursements on the Individual School’s Annual Financial Report. If a replacement
check is necessary it should be issued in the normal manner.

A notation that the check has been written off should be made on the supporting
invoice/documentation. Replacement checks can be documented through copies of supporting
documentation for the original check and a notation explaining the situation.

A check is no longer listed as outstanding on the General Fund Cash Reconciliation Form after it has
been written off in the General Journal.

Checks Returned for Insufficient Funds

Occasionally checks received by the school from individuals for various school activities are returned by
the bank for insufficient funds. The following procedures should be followed to properly record the
returned check and the subsequent re-deposit of the funds:

1. Post ajournal entry in the General Fund software through the Adjustment Entry menu to record
the returned check. The journal entry should be posted as a negative adjustment entry dated on
the day that the school received the notice from the bank.

2. If there is a ban charge associated with the returned check, post a journal entry for the charge
amount in the General Fund software through the Adjustment Entry menu to record the bank
charge. The journal entry should be posted as a negative adjustment entry dated on the day the
school received the notice from the bank.

3. Contact the remitter of the check to attempt to collect the funds and/or ascertain if the check
can be re-deposited. When the funds are collected or the check is re-deposited, prepare a new
receipt ticket for the check amount and the bank charge (if any). Note on the receipt ticket that
the receipt is for a returned check. Identify the re-deposited amount separately on the bank
deposit slip.



Every bank account in which school funds are deposited must be insured or the bank must provide
adequate bond to cover the maximum amount that may be deposited at any one time.

The Federal Deposit Insurance Corporation (FDIC) is an independent agency of the

United States government that protects the money depositors place in banks. FDIC insurance is backed
by the full faith and credit of the United States government. Since the FDIC was established in 1933, no
depositor has ever lost a single penny of FDIC-insured money.

FDIC insurance covers all deposit accounts, including checking and savings accounts, money market
deposit accounts and certificates of deposit. FDIC insurance does not cover other financial products and
services that banks may offer, such as stocks, bonds, mutual fund shares, life insurance policies,
annuities or securities.

The standard insurance amount is $250,000 per depositor, per insured bank, for each account
ownership category. The FDIC provides separate coverage for deposits held in different account
ownership categories. All deposits that an accountholder has in the same ownership category at the
same bank are added together and insured up to the standard insurance amount. Depositors should
understand their coverage limits and confirm that a financial institution is FDIC-insured. The FDIC sign,
displayed at every FDIC-insured institution, is a symbol of confidence for depositors.

Each depositor insured to at least $250,000
x

Backed by R4
sanal credit 1
of the *
United Stares K,
govermment )

Federal Deposit Insurance Corporation-www fdic gov

There is no need for depositors to apply for FDIC insurance or even to request it; coverage is automatic,
up to the standard insurance limits for each account ownership category, whenever a deposit account is
opened at an FDIC-insured bank.

The FDIC account ownership category for individual schools in a public school system is “Government
Accounts.” Therefore, each individual school under the authority of Kanawha County Board of
Education must ensure the total cumulative deposits in its checking account, savings accounts, money
market deposit accounts, and certificates of deposit do not exceed $250,000.00 at any one bank. Any
individual school that has total cumulative deposits exceeding the $250,000.00 insurance limit at any
one bank must transfer the excessive deposits to other banks to ensure that its deposits are protected
from loss by the Federal Deposit Insurance Corporation. The transfer of excessive deposits must be
done immediately to protect your school from any potential losses of money due to a bank failure.
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Petty Cash

The school is permitted to have a General Fund petty cash box. The use of a petty cash box is not
recommended due to the likelihood of accountability problems. Petty cash cannot exceed $50.00.

A petty cash box is established and replenished by writing a General Fund check to the principal to
obtain cash to place in the petty cash box. Disbursements made to establish and replenish a petty cash
box must be classified to the Office account in the General Fund software.

All petty cash transactions must be fully supported by detailed documentation and must be posted to a
Petty Cash Register. Blank Petty Cash Register forms are located in Appendix B of this manual. An
example of a portion of the Petty Cash Register is shown below:

KANAWHA COUNTY SCHOOLS
PETTY CASH REGISTER

SCHOOL NAME Acme Elementary School SCHOOL YEAR 20XX-20XX

Date Payee Receipts Disbursements Balance Description
9/3/XX | Acme Elementary Ck# 4856 $50.00 S 50.00 | Establish petty cash
11/6/XX | U.S. Post Office S$5.50 | S 44.50 | Certified Letter
1/14/XX | Central Supply $23.98 | S 20.52 | Replacement mop
2/08/XX | Corner Hardware $5.99 | $ 14.53 | Ice melt
2/9/XX | Acme Elementary Ck# 4927 $35.47 S 50.00 | Replenish petty cash
3/21/XX | Mail Carrier $0.26 | $ 49.74 | Postage due on mail delivery
5/15/XX | Kroger $14.82 | S 34.92 | Field trip supplies
6/7/XX Acme Elementary Redeposit $34.92 Close petty cash

Checks written to replenish the petty cash box must be written for the exact total of all petty cash
expenditures since the box was last replenished. The supporting documentation (receipts) for the petty
cash expenditures must be attached to a copy of the Petty Cash Register and filed as supporting
documentation for the replenishment check.

At the end of the school year, a petty cash box must be fully replenished to the original amount set by
the school. This amount must then be re-deposited into the school’s bank account prior to the end of
the school year. Prepare a receipt ticket for the petty cash and note on the receipt ticket that this is a
re-deposit of petty cash for the school year. Prepare a separate bank deposit for the re-deposit of petty
cash.
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Manual of Financial Records for Kanawha County Schools
Chapter 6
Faculty Senate

Faculty Senate Allocation

Annually, the faculty senate of the school will receive a legislative appropriation of $200 per each
professional instructional personnel. These monies must be controlled by the faculty senate in
accordance with the Manual of Financial Records for Kanawha County Schools — 7t Edition.

The receipt and disbursement of all faculty senate money must be fully accounted for in the General
Fund of the school.

Two activity accounts must exist in the General Fund in order to fully account for all transactions that
involve faculty senate money:

1. Faculty Senate — Teachers & Librarian
2. Faculty Senate — School

A $100 portion of each $200 unit of faculty senate allocation for each professional instructional
personnel is to be allocated to the individual teacher, counselor, or librarian. This portion of faculty
senate money is to be accounted for in the Faculty Senate — Teachers & Librarian activity account of the
General Fund.

The remaining $100 portion of each $200 unit of faculty senate allocation for each professional
instructional personnel is to be allocated to the faculty senate of the school as a group. This portion of
faculty senate money is to be accounted for in the Faculty Senate — School activity account of the
General Fund.

Sub-accounts can be established for each of these activity accounts to account for individual teacher
allocations, if necessary.

Authorized Expenditures

The $100 portion of each $200 unit of the faculty senate allocation accounted for in the Faculty Senate
— School activity account of the General Fund must be expended only for academic materials, supplies
or equipment. This portion of faculty senate allotment cannot be used for student travel, field trips, or
incentive items to enhance student behavior or increase academic achievement.
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The $100 portion of each $200 unit of the faculty senate allocation accounted for in the Faculty Senate
— Teachers & Librarian activity account of the General Fund may be expended for academic materials,
supplies or equipment which in the judgment of the individual teacher, counselor, or librarian will assist
him/her in providing instruction. This includes expenditures for programs and materials that, in the
opinion of the teacher, enhance student behavior, increase academic achievement, improve self-
esteem and address the problems of students at risk. Faculty senate money can only be used for
students within the school from which they are received.

All purchases made by the faculty senate must be approved by the principal and supported by General
Fund school purchase orders.

All General Fund checks written for faculty senate expenditures must be fully supported by detailed
vendor invoices or receipts.

Expenditures which would cause an overdraft in a faculty senate activity account or sub-account are not
permitted. The faculty senate of the school must closely monitor spending from faculty senate activity
accounts to prevent overdrafts in these accounts. The faculty senate of the school must also closely
monitor the spending of each individual teacher, counselor, and librarian to prevent overdrafts in
individual sub-accounts.

All expenditures of faculty senate money must be accounted for in the faculty senate activity accounts.
Activity account transfers to/from faculty activity accounts to other activity accounts of the General
Fund are not permitted. If an expenditure is to be made partially from a faculty senate activity account
and partially from another General Fund activity account, then each account should be listed separately
in the General Fund software when the disbursement is recorded.

Annual Budget

The faculty senate of the school is to prepare and approve an annual budget which reflects how the
faculty senate monies are to be expended. This budget must be made a part of the minutes of the
faculty senate meetings. The budget must be prepared and approved no later than the second regular
faculty senate meeting for the school year.

All expenditures of faculty senate funds must be in accordance with the faculty senate budget. The

budget may be revised throughout the year if necessary provided that the revisions are approved by the
membership and are clearly reflected in the minutes of the faculty senate meetings.
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The budget for the current year cannot be prepared and/or approved in the previous year. The current
year membership of the faculty senate must prepare and approve the budget for the current year. This
includes the budgeting of any carryover money remaining from a previous year. All carryover funds
(teacher and school portion of allocations) must be returned to the control of the faculty senate as a
group at the beginning of the current school year. The faculty senate membership can then prepare
and approve the budget which includes how the carryover monies will be allocated and expended. If
the faculty senate membership votes to allow individuals to retain control of carryover money, then the
budget for the current year should be prepared accordingly.

The budget must be prepared using the Kanawha County Schools Individual School Faculty Senate
Budget Summary form. The manually prepared version of the Individual School Faculty Senate Budget
Summary form is located in Appendix B of this manual. Detailed instructions on how to complete this
form are included in Appendix C of this manual.

Transfer of Faculty Senate Allocations

Faculty senate allocations to a school for a specific individual must remain at that school even if the
individual teacher, counselor, or librarian transfers to a different school. Faculty senate allocations are
not to be transferred between faculty senates of different schools.

The $100 portion of each $200 unit of faculty senate allocation which is accounted for in the Faculty
Senate — School activity account must not be transferred to any other General Fund activity account
including the Faculty Senate — Teachers & Librarian account during the school year.

The $100 portion of each $200 unit of faculty senate allocation which is accounted for in the Faculty
Senate — Teaches & Librarian activity account must not be transferred to any other General Fund
activity account during the school year. If there is a previous school year carryover balance in the
Faculty Senate — Teachers & Librarian activity account, and the approved budget includes returning that
carryover balance to the faculty senate as a group, then a transfer to the Faculty Senate — School
activity account can be made to comply with the approved budget.



Vending Machine Profit Allocation

According to §18-2-6A of the West Virginia Code, seventy-five percent of the profits from soft drink
sales and healthy beverages in all schools, regardless of the location of the machine, must be allocated
by a majority vote of the faculty senate of the school. The remaining twenty-five percent of the profits
from soft drink and healthy beverage sales is to be allocated for the purchase of necessary supplies by
the school principal. A convenient way to determine the amount of soft drink and healthy beverage
profits which will be allocated to the faculty senate is to set up a Soft Drinks — Faculty Senate sub
account and a Soft Drinks — Supplies sub account under the Soft Drinks/Healthy Beverage or Snacks
activity account. When profits from soft drink and healthy beverage sales are received, seventy-five
percent of the profits should be posted to the Faculty Senate Soft Drink/Healthy Beverage sub account,
and the remaining twenty-five percent should be posted to the Soft Drink/Healthy Beverage — Supplies
sub account.



Manual of Financial Records for Kanawha County Schools
Chapter 7
Forms, Reports and Reconciliations

General Fund Cash Reconciliation Form

The General Fund Cash Reconciliation form must be prepared each month to reconcile the school’s
bank account(s) to the General Fund financial records. The principal must review the General Fund
Cash Reconciliation form and the accompanying bank statement(s). Both the preparer and the principal
must sign the General Fund Cash Reconciliation form.

The General Fund Cash Reconciliation form can be prepared manually or by utilizing Microsoft Excel.
The manually prepared version of the General Fund Cash Reconciliation form is located in Appendix B of
this manual. Detailed instructions for preparing the General Fund Cash Reconciliation form manually
are located in Appendix C of this manual.

Monthly Financial Statement

The Monthly Financial Statement is a summary of all General Fund activity of the school for the month.
The Monthly Financial Statement must be prepared on or before the 10" working day of the month
following the reported month. The General Fund Cash Reconciliation Form for the reported month
must be completed prior to preparing the Monthly Financial Statement. Both the preparer and the
principal must sign the Monthly Financial Statement. The Monthly Financial Statement must be
prepared using the General Fund software. Documentation manuals for this software may be obtained
from the Information Systems Department.

The beginning book balance listed on the Monthly Financial Statement for the current month must
agree to the ending book balance on the Monthly Financial Statement for the previous month. The
ending book balance must include the total cash resources available in all depository accounts of the
General Fund.

All outstanding obligations must be listed on the Monthly Financial Statement. Outstanding obligations
are unpaid bills and other liabilities for which the school has not yet received an invoice.
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All receivables must be listed on the Monthly Financial Statement. Receivables are amounts due to the
school from outside sources.

All purchases of furniture or equipment that cost $1,000.00 or more must be listed on the Monthly
Financial Statement.

The school must retain the original copy of the Monthly Financial Statement in the financial records of
the school. A copy of the Monthly Financial Statement must be submitted to the Accounting
Department by the 10" of the following month, and a copy must be posted in the school office.

Annual Financial Report

The Annual Financial Report is a summary of all General Fund activity of the school for the school year.
The ending book balance listed on the current Annual Financial Report for the current school year must
agree to the ending book balance listed on the Monthly Financial Statement for June of the current
school year. Both the preparer and the principal must sign the Annual Financial Report. The Annual
Financial Report must be prepared using the General Fund software. Documentation manuals for this
software may be obtained from the Information Systems Department.

The beginning book balance listed on the Annual Financial Report for the current school year must
agree to the ending book balance on the Annual Financial Report for the previous year. The ending
book balance must include the total cash resources available in all depository accounts of the General
Fund.

The school must not report a negative cash balance or a deficit net balance on the Annual Financial
Report. In addition, a negative balance must not be reported for any activity account of the General
Fund. To eliminate a deficit balance, transfers between activity accounts within the General Fund must
be made before closing the books for the school year.

All outstanding obligations must be listed on the Annual Financial Report. Outstanding obligations are
unpaid bills and other liabilities for which the school has not yet been billed.

All receivables must be listed on the Annual Financial Report. Receivables are amounts due to the
school from outside sources.

The school must retain the original copy of the Annual Financial Report in the financial records of the
school. Two copies of the Annual Financial Report must be submitted to the Accounting Department
during checkout, and one copy must be posted in the school office.



General Journal Entries

Occasionally transactions of the General Fund must be recorded by the use of a general journal entry
because no school check or receipt ticket was issued to reflect the transactions. In these instances, a
general journal entry is posted to the General Fund software. Examples of the use of general journal
entries include recording a bank charge for printing checks which was automatically deducted from the
school’s bank account, or recording the charge for a check which was returned to the school for
insufficient funds.

All general journal entries must be posted to the General Fund software using the format JEXXX where
XXX indicates the number of the general journal entry. General journal entries must be numbered
beginning with 001 at the beginning of each year.

General journal entries must be kept to a minimum and must be fully documented and approved by the
principal. Documentation for general journal entries must be retained in the school’s financial records.
A convenient way to document a general journal entry is to print the general journal entry from the
General Fund software, and write a brief explanation on the printed page. The principal must approve
the general journal entry by initialing the documentation.

Teachers’ Cash Receipts Summary Form

The Teachers’ Cash Receipts Summary form must be used when cash is collected from individual
students by a teacher or other staff member and is subsequently remitted in total to the school office.
The Teachers’ Cash Receipts Summary form provides a detailed accounting of monies remitted by each
individual student, eliminates the need to write an individual receipt ticket to each student.

A copy of the Teachers’ Cash Receipts Summary form must be submitted to the school office along with
the monies collected. The individual responsible for collecting the monies must fully complete the
Teachers’ Cash Receipts Summary form, including the total amount collected. Both the individual who
collects the monies and the individual who receives it in the school office must sign the form. The
General Fund receipt ticket number associated with the collection must be listed on the Teachers’ Cash
Receipts Summary form. A copy of the Teachers’ Cash Receipts Summary form must be filed with the
financial records of the school.

A blank copy of the Teachers’ Cash Receipts Summary form is located in Appendix B of this manual.
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Fund Raiser Profit/(Loss) Statement

The Fund Raiser Profit/(Loss) Statement must be completed to summarize an fund raising activity
conducted by the school. A fund raising activity is defined as a school activity which will potentially
generate a profit for the school or a specific school group or club. Typically a fundraiser involves
purchasing and reselling some sort of inventory, however, some fundraisers (such as bake sales or car
washes) might not require the purchase of inventories. Additional examples of fund raising activities
include candy sales, sales of holiday items, and school pictures.

The Fund Raiser Profit/(Loss) Statement contains a section to describe the fund raising activity,
including the type of product sold, the cost of the item sold, and the sales price of the item. In
instances where various items are sold with different costs and sales prices, it is permissible to indicate
“various” in the product sold, item cost and sales price lines, and then attach a list of the items sold with
the associated costs and sales prices.

The Fund Raiser Profit/(Loss) Statement contains a section to list all cash receipts associated with the
fund raiser. Any monies collected for the fund raiser must be listed in this section including any cash
donations. Donations of products sold must be noted in the next section. General Fund receipt ticket
numbers for the fund raiser cash receipts must be listed on the Fund Raiser Profit/(Loss) Statement.

The Fund Raiser Profit/(Loss) Statement contains a section to list all cash disbursements associated with
the fund raiser. Any monies expended for the fund raiser must be listed in this section, including the
cost of prizes awarded to students for fund raiser participation. General Fund check numbers for the
fund raiser cash disbursements must be listed on the Fund Raiser Profit/(Loss) Statement. If products
sold for the fund raiser are donated and therefore there are no disbursements, then a description of the
donation should be listed with the notation “donation” and zero in the amount column.

A convenient way to determine receipts and disbursements associated with a specific fund raiser is to
create a sub account in the General Fund software to account for the fund raising activity prior to the
start of the fund raiser. As fund raiser transactions occur, they should be posted to the fund raiser sub
account in the General Fund software. At the conclusion of the fund raiser, a report can be generated
using the General Fund software listing all of the receipts and disbursements associated with the fund
raiser. This report will be helpful in completing the cash receipts and cash disbursements sections of
the Fund Raiser Profit/(Loss) Statement.

Some fund raisers, such as concession stand sales, are ongoing over a period of time and necessitate
stocking an inventory of merchandise to be sold. In these instances, it is necessary to complete a Fund
Raiser Inventory Reconciliation Form to account for the merchandise, and to assist in the preparation of
the Fund Raiser Profit/(Loss) Statement at the conclusion of the fund raiser.



The Fund Raiser Inventory Reconciliation Form must be prepared, at a minimum, each month after the
sales and purchases for that month are complete. A physical inventory of merchandise must be taken
each time the Fund Raiser Inventory Reconciliation Form is completed to determine if there is an
overage or shortage for sales for the period. The Fund Raiser Inventory Reconciliation Form must be
signed by both the preparer and the principal, and must be filed with the Fund Raiser Profit/(Loss)
Statement. The Fund Raiser Profit/(Loss) Statement must be completed at the conclusion of the fund
raiser and summarize all of the related Fund Raiser Inventory Reconciliation forms.

Both the preparer and the principal must sign the Fund Raiser Profit/(Loss) Statement. All Fund Raiser
Profit/(Loss) Statements must be filed with the financial records of the school.

Fundraising activities must be covered by liability insurance. The school board’s Commercial General
Liability Policy through the Board of Risk and Insurance Management (BRIM) generally includes elected
or appointed officials, faculty members, employees, volunteers and student teachers acting within the
scope of their duties, regardless of whether on school grounds.

Blank copies of the Fund Raiser Profit/(Loss) Statement and the Fund Raiser Inventory Reconciliation
Form are located in Appendix B of this manual.

Ticket Reconciliation Form

The school is required to sell tickets for any event (athletic or otherwise) for which there is a charge for
admission. Tickets must be pre-numbered and issued in sequence. A Ticket Reconciliation Form must
be completed by each ticket seller to summarize ticket sales for each event. Different ticket stock must
be used for each type of ticket (student, adult, advance sales) so that total tickets sold can be reconciled
to total cash collected. Unused ticket stock must be stored in a secure area and issued to ticket sellers
prior to each event. The beginning ticket number for each type of ticket must be listed on the Ticket
Reconciliation Form prior to the event. Whenever practical, separate individuals should be used to sell
and collect the tickets and no individual should be used more than five times per year.

Disbursements are not allowed to be made from the cash collections of school sponsored events. All
cash proceeds from ticket sales of school sponsored events must be deposited intact into the school
checking account.

At the conclusion of the event, ticket sellers must submit Ticket Reconciliation forms to the school office
along with the cash collected from the ticket sales. Ticket Reconciliation forms must be signed by the
ticket seller(s) and by the principal. Ticket Reconciliation forms must be filed with the financial records
of the school.

A blank copy of the Ticket Reconciliation Form is located in Appendix B of this manual. Detailed
instructions for preparing a Ticket Reconciliation Form are located in Appendix C of this manual.
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Vending Machine Inventory Reconciliation Form

The school must ensure that inventory in all vending machines (snack, soft drink, healthy beverage or
other) is properly accounted for in the financial records of the school. The preferred method of
accounting for vending machine inventory is to utilize a full service vendor who has exclusive control of
stocking inventory in the vending machines. With this method the vendor must provide reports to the
school detailing the sales and commissions resulting from vending machine sales. In the event that a
county contract exists for vending machine vendors, the school must utilize the county contract.

Another method of accounting for vending machine inventory is for the school to be responsible for
stocking inventory in the vending machines. With this method, the school must complete a Vending
Machine Inventory Reconciliation Form which provides detailed information about vending machine
inventory, sales, and profits.

A blank copy of the Vending Machine Reconciliation Form is located in Appendix B of this manual.
Detailed instructions for preparing a Vending Machine Inventory Reconciliation Form are located in
Appendix C of this manual.

Individual School Comprehensive Budget Summary Form

The Individual School Comprehensive Budget Summary Form is a required component of the school’s
Unified School Improvement Plan. All funding sources available to the school for the school year are
summarized on the Individual School Comprehensive Budget Summary Form, and are classified by
funding source. All anticipated expenses of the school for the school year are summarized and
classified by expense type.

The principal must use historical data as well as short and long term plans outlined in the school’s
Unified School Improvement Plan to estimate revenues and expenses when preparing the Individual
School Comprehensive Budget Summary Form. The Individual School Comprehensive Budget Summary
form must be filed with the school’s Unified School Improvement Plan, and a copy of the Individual
School Comprehensive Budget Summary Form must be submitted each year to the Office of the Deputy
Superintendent at the beginning of the each school year.

The Individual School Comprehensive Budget Summary Form can be prepared manually or by utilizing
Microsoft Excel. . The manually prepared version of the Individual School Comprehensive Budget
Summary Form is located in Appendix B of this manual. Detailed instructions for preparing the
Individual School Comprehensive Budget Summary Form are located in Appendix C of this manual.



Manual of Financial Records for Kanawha County School
Chapter 8
Miscellaneous

Business License

A current West Virginia Business Registration Certificate is required for all schools. The West Virginia
Business Registration Certificate must be posted in a conspicuous place in the school office. The West
Virginia Business Registration Certificate must be renewed every two years. Schools are not subject to
the renewal fee. Renewal Applications for a West Virginia Business Registration Certificate are usually
mailed to the school by the State; however, blank renewal application forms can be downloaded from
the West Virginia State Tax Department website at
(http://www.state.wv.us/taxrev/forms/2010/brt801a.pdf). An example of the Renewal Application for
West Virginia Business Registration Certificate is shown below:

STATE OF WEST VIRGINIA

State Tax Department, Revenue Division
P. O. Box 2666

Charleston, WV 25330-2666 Ny

Earl Ray Tomblin, Governor Craig A. Griffith, Tax Commissioner

Name
Address
Account #: o
City i State Zip
Location Info: — .

Name

Address S

City State Zip

WV/BRTS01 A v.89-Web
REISSUANCE OF BUSINESS REGISTRATION CERTIFICATE (PERMANENT)

Effective July 1, 2010, the Business Regi

Re Il be permanent. A e found on the reve
side of this return or by vi g wWw specialNotices/2010/s ddt
RETURN TO RECEIVE PERMANENT TAX ID:

BUSINESS REGISTRATION CERTIFICATE

1. If excmpt from the registration fee, ¢ ONE of the a ate boxes:
SPRERp RO themgstin foy chesk AINE of e appeorass Hox Foreign Retailer voluntarily collecting &

[] covernment Agency Agriculture or Farming [] Non-Profit Organization remitting Use Tax on sales to W.Va. customers

2. If out of business, indicate last date business was conducted in W. Va.
MM TBD v
= [ 4. Primary NAICS Code
3. Do you sell cigarettes or other tobacco products? Yes | No | SeeInstructions on Back

5. Registration Fee Due: $30.00 Amount Remitted $ 0 0

Business Name and/or Location Address Change: ves [ ] No If Yes, indicate new name and location address in the space
O provided on the back of this return

Mailing Address Change: Yes [ | No  If Yes, indicate new mailing address in the space provided

‘ﬁ” - ‘
El ] C—

(Signature of Taxpayer) (Phone Number)

(Date)
MAIL TO: WEST VIRGINIA STATE TAX DEPARTMENT
Rev
St 55 Morris | ’II.‘I’ IIII INI‘ “Iri IIIU I‘II‘ NI" II ). II‘I‘ “II IU" II‘
FOR ASSISTANCE CALL (304) 558-3333 TOLL FREE (800) 982-8297
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West Virginia Consumers’ Sales Tax

Consumers’ Sales Tax on Purchases

West Virginia Code §11-15-9 exempts public schools from the payment of consumers’ sales and use
taxes on all purchases of goods and services as long as a properly completed Certificate of Exemption
(Form FO0003) is issued to the vendor.

Each school must issue exemption certificates to vendors listing the unique West Virginia business
registration number of the school. An example of a Certificate of Exemption is shown below:

Streamlined Sales and Use Tax Agreement Certificate of Exemption

This is a multi-state form. Not all states allow all exemptions listed on this form. Purchasers are responsible for knowing if they qualify to
claim exemption from tax in the state that would otherwise be due tax on this sale. The seller may be required to provide this exemption
certificate (or the data elements required on the form) to a state that would otherwise be due tax on this sale.

The purchaser will be held liable for any tax and interest, and possibly civil and criminal penalties imposed by the member state, if the
purchaser is not eligible to claim this exemption. A seller may not accept a certificate of exemption for an entity-based exemption on a sale
made at a location operated by the seller within the designated state if the state does not allow such an entity-based exemption.

1. [] checkifyou are attaching the Multi-state Suppl 1 form.

If not, enter the two-letter postal abbreviation for the state under whose laws you are claiming exemption.

2 [:\ Check if this certificate is for a single purchase and enter the related invoice/purchase order #

3. _Please print
Name of purchaser

Business Address City State Zip Code
Purchaser’s Tax ID Number State of Issue Country of Issue
Ifno Tax ID Number | FEIN | Driver’s License Number/State Issued ID Number | Foreign diplomat number

Enter one of the following: | |
| _State of Issue: Number B
ing or renting

Name of seller from whom you are purchasing.

Seller’s address City State Zip code

4. Type of business. Circle the number that describes your business
01 Accommodation and food services 11 Transportation and warehousing
02 Agricultural, forestry, fishing, hunting 12 Utilities
03 Construction 13 Wholesale trade
04 Finance and insurance 14 Business services
05 Information, publishing and communications 15 Professional services
06 Manufacturing 16 Education and health-care services
07 Mining 17 Nonprofit organization
08 Real estate 18 Government
09 Rental and leasing 19 Not a business
10 Retail trade 20  Other (explain)

5. Reason for exemption. Circle the letter that identifies the reason for the exemption.

A Federal government (department) H Agricultural production #
B State or local government (name) 1 Industrial production/manufacturing #
C Tribal government (name) J Direct pay permit #___ .
D Foreign diplomat # K Direct mail #
E Charitable organization #__ o L Other (explain) _ o ~
F Religious or educational organization #
G Resale # .
6. Sign here. / declare that the information on this certificate is correct and lete to the best of my knowledge and belief.
Signature of Authorized Purchaser Print Name Here Title Date

SSTGB Form F0003 Exemption Certificate  (5/10/11)
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Streamlined Sales and Use Tax Agreement Certificate of Exemption
Multi-state Supplemental

Name of Purchaser

STATE Reason for Exemption Identification Number (If Required)
AR
GA
1A
IN
KS
KY
MI
MN
NC
ND
NE
NJ
NV
OH
OK
RI
SD
™
uT
VT
WA
WI
wv

SSUTA Direct Mail provisions are not in effect for Tennessee.

The following nonmember states will accept this certificate for exemption claims that are valid in their respective state. SSUTA Direct Mail
provisions do not apply in these states.

wYy

SSTGB Form F0003 ~ Exemption Certificate (5/10/11)

Form WV/CST-580 can be downloaded from the West Virginia State Tax Department website at
http://www.state.wv.us/taxrev/sst/f0003.pdf.
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Consumers’ Sales Tax on Sales

West Virginia Code §11-15-9 requires the school to collect and remit state consumers’ sales and service
tax on certain types of sales. Failure to collect and remit state consumers’ sales and service tax on
taxable sales or failure to maintain proper records and documentation with respect to nontaxable sales
will result in the school being held liable for the payment of the tax.

Additional information regarding the tax status of typical school transactions can be found in section 2-
14 of the Accounting Procedures Manual for the Public Schools in the State of West Virginia and in
Publication TSD-312 of the West Virginia State Tax Department. Publication TSD-312 can be
downloaded from the West Virginia State Tax Department website at
www.state.wv.us/taxrev/publications/tsd/tsd312.pdf.

A West Virginia Consumers’ Sales Tax Remittance Form (Form WV/CST-200) must be filed monthly if the
school collects $250 or more in sales tax for that month. If the school collects less than $250 in sales tax
each month, then the West Virginia Consumers’ Sales Tax Remittance From must be filed quarterly. The
West Virginia Consumers’ Sales Tax Remittance Form must be filed before the fifteenth day of the
month succeeding the tax period ending date. An example of Form WV/CST-200 is shown below:

™ MAKE CHECKS PAYABLE TO: MAIL TO: WEST VIRGINIA STATE TAX DEPARTMEN'T
\\’L‘»SI Vll{»(JINIA STATE TAX DEPARTMENT Tax Account Administration Division
FOR ASSISTANCE CALL: (304) 558-3333 P.O. BOX 1826
IF'OLL FREE: (800) 982-8297 CHARLESTON, WV 25327-1826

Visit our web site at: www.state on-line filing information

PLEASE CUT HERE. USE BLUE OR BLACK INK TO CC

CONSUMERS SALES AND T wviesTao0 vas-wen
SERVICE TAX RETURN

Period: Account ID #

Address

City ) State Zip

SIGNATURE DATE

Payments of Wages to Employees

All payments made by the school to Kanawha County Board of Education employees are to be
considered wages and are to be made through the Kanawha County Board of Education payroll system.
The school must issue a school check made payable to Kanawha County Board of Education for the
amount of gross wages and any applicable fringe benefits. This check must be sent with the applicable
payroll forms to the Accounting Department — Payroll Office. Payments to employees will be made
following the regular payroll schedule.
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These payments will be subject to all federal and state withholding deductions, and retirement
deductions when applicable. The only exceptions are payments made to athletic officials as described
in the following section.

Payments to Game Officials

The issuance of school checks as compensation to individuals who are employed by the Kanawha
County Board of Education is only allowed in the specific situation whereby the employee performs
services as a game official for an interscholastic athletic event sanctioned by the West Virginia
Secondary Schools Activities Commission. All other employees who perform compensable services for
the school must be paid through the Kanawha County Board of Education payroll system as described in
the preceding section.

Payments by a school to individuals who perform as game officials must be supported by a Game
Officials Payment Approval Form. Game officials must complete an Internal Revenue Service Form W-9.

The Game Officials Payment Approval Form is included in Appendix B of this manual.

Payments to Independent Contractors

Payments to individuals who are not employed by Kanawha County Board of Education and who are not
acting in the capacity of an employee as determined by Internal Revenue Service regulations are
considered to be payments to independent contractors.

In order for a worker to qualify as an independent contractor, the Internal Revenue Service considers
many facts regarding the degree of control that the employer (school) exercises over the worker. In
general, an individual should be treated and paid as an employee if the school has control over what
work will be done and how it will be done. If any of the following apply to an individual worker, then it
is likely that the Internal Revenue Service would classify that worker as an employee:

e The school sets the work hours of the worker.

e The school provides the tools, supplies, or materials required to perform the work.

e The worker does not provide similar services for other entities.

e The worker attends training provided by Kanawha County Board of Education.

e The worker does not have a personal investment (potential for profit or loss) regarding the work
performed.

Workers that would be qualified as employees by the Internal Revenue Service must be paid as

employees through the Kanawha County Board of Education payroll system. (See Payments of Wages
to Employees section above in this chapter.)
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Workers that would be qualified as independent contractors by the Internal Revenue Service can be
paid directly by the school through the use of a General Fund check. Payments to independent
contractors require the use of a school purchase order and must also be supported by detailed
documentation as described in Chapter 3 of this manual. Independent contractors must first complete
an IRS form W-9 and other appropriate contract forms in the Personnel Department, and be approved
vendors on file with the Kanawha County Schools Purchasing Department before the school can utilize
their services.

Internal Revenue Service Form 1099

An Internal Revenue Service Form 1099 must be issued to any individual that the school pays $600.00 or
more during a calendar year for contracted services. Internal Revenue Service Form 1099 must be
issued to all recipients by January 31° of the calendar year following the year being reported by the
school. An Internal Revenue Service Form 1099 is illustrated below:

[ OMB No. 1545-0115 |
H !
|

KRS Aanaiss
wviisceilat

i
|
{
|
|
|
!

3 Form 1099-MISC |

,,,,,

3
D

|
pol 1
[$

1099-MISC Cat, No. 144254 wwWw.irs.gov/form1099misc Department of the Treasury ernal Revenu r 2
Do Not Cut or Separate Forms on This Page — Do Not Cut or Separate Forms on This Page

A copy of all Internal Revenue Service 1099 forms, along with the Internal Revenue Service Form 1096,
must be mailed to the Internal Revenue Service by February 28™ of the calendar year following the year
being reported by the school. A completed Internal Revenue Service Form 1096 is illustrated below:
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Do Not Staple E9k9

ror 1096 Annual Summary and Transmittal of
U.S. Information Returns

T

For Official Use Only

79
=

1098-8

i

|
|

§
|
|

| o - Lt

!

Return this entire page to the Internal Revenue Service. Photocopies are not acceptable.

Under penalties of perjury, | declare that | have examined this return and accompanying documents, and, to the best of my knowiedge and belief, they are true, correct.
and complete.

Signature » Title > Date >
Instructions When to file. File Form 1096 as follows.
Reminder. The only acceptable method of filing information returns ;8‘/V2812°rm5 1097, 1098, 1099, 3921, 3922, or W-2G, file by February

with Internal Revenue Service/Information Returns Branch is )
electronically through the FIRE system. See Pub. 1220, Specifications * With Form 5498, file by May 31, 2013.
for Filing Forms 1097, 1098, 1099, 3921, 3922, 5498, 8935, and W-2G

Electronically. Where To File

Purpose of form. Use this form to transmit paper Forms 1097, 1098, Send gll information returns filed on paper with Form 1096 to the
1099, 3921, 3922, 5498, and W-2G to the Internal Revenue Service. following:

Do not use Form 1096 to transmit electronically. For electronic If your principal business, office

submissions, see Pub. 1220. or agency, or legal residence in Use the following
Caution. If you are required to file 250 or more information returns of the case of an individual, is three-line address
any one type, you must file electronically. If you are required to file located in

electronically but fail to do so, and you do not have an approved .t ~

waiver, you may be subject to a penalty. For more information, see Alabama, Arizona, Arkansas,

part F in the 2012 General Instructions for Certain Information Returns. Connecticut, Delaware, Florida, Georgia,

Kentucky, Louisiana, Maine,

Department of the Treasun
Massachusetts, Mississippi, New e Y

Internal Revenue Service Center

Who must file. The name, address, and TIN of the filer on this form
must be the same as those you enter in the upper left area of Forms

e Hampshire, New Jersey, New Mexico, =
1097, 1098, 1099, 3921, 3922, 5498, or W-2G. A filer is any person or New York, North Carofina, Ohio, Austin, TX 73301
entity who files any of the forms shown in line 6 above. Pennsylvania, Rhode Island. Texas,

Enter the filer's name, address (including room, suite, or other unit Vermont, Virginia, West Virginia

number), and TIN in the spaces provided on the form.

For more information and the Privacy Act and Paperwork Reduction Act Notice, Cat. No. 144000 Form 1096 (2012)
see the 2012 General Instructions for Certain Information Returns.

Internal Revenue Service 1099 and 1096 forms can be obtained from the Internal Revenue Service by
calling 1-800-TAX-Form (1-800-829-3676). Additional instructions and information regarding Internal
Revenue Service 1099 and 1096 forms are available in the Forms and Publications section of the Internal

Revenue Service website at www.irs.gov.
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Disposition of Property

The school must dispose of all unwanted property (furniture, equipment, and non-consumable supplies)
in one of the following ways:

1. Use the property as a trade-in against the purchase price of another property acquisition.

2. Donate the property to another school under the authority of the Kanawha County Board of
Education.

3. Send the property to the Crede Warehouse for final disposition by the Kanawha County Board of
Education.

The school is not allowed to dispose of property by selling unwanted items.
All dispositions of any property considered to be a fixed asset must be reported to the Purchasing

Department.

Loans

The school is not permitted to make cash loans to any source.

The school is not permitted to accept cash loans from any source.

School Support Organizations

All School support organizations (booster groups, PTQO’s, etc.) must be approved to exist by the school
principal.

School support organizations are separate business entities from the school. Therefore, each school
support organization must obtain a unique federal and state identification number to properly conduct
business. School support organizations may not use the federal or state identification of the school for
any purpose.

School support organizations do not automatically qualify for consumers’ sales and use tax exempt
status on purchases or sales in West Virginia. Specific requirements must be met by school support
organizations to qualify from consumers’ sales and use tax exemptions on purchases or sales. More
information about tax exemptions can be found in sections 1-38 and 1-39 of the Accounting Procedures
Manual for the Public Schools in the State of West Virginia.



Every school support organization must be officially organized with a set of published by-laws and be
governed by an elected board of directors consisting of at least a president, a vice president, a secretary
and a treasurer. Written minutes are to be prepared after each meeting of a school support
organization and must be made available to anyone who is interested in them within a reasonable
amount of time after each meeting. School support organizations must provide an annual financial
report to the school principal at the end of each fiscal year.

School support organizations are responsible for maintaining an accurate and detailed accounting of all
transactions to include, at a minimum, the following financial records:

e Cash receipts journal

e Detailed documentation supporting cash receipts

e Pre-printed checks with two signature lines

e Cash disbursements journal

e Detailed documentation supporting cash disbursements
e Monthly bank reconciliations

e Ticket reconciliation reports

e Fund raiser reports

e Annual financial reports

The Kanawha County Board of Education has the legal authority pursuant to the provisions of WVC §18-
5-13(1), to examine the financial records of any school support organization, or to require the
organization to provide the board with financial statements that have been examined by an
independent accountant.

Additional information regarding school support organizations can be found in Chapter 2 of the
Accounting Procedures Manual for the Public Schools in the State of West Virginia.

Discontinued Operations

All of the financial records of the school must be submitted to the Accounting Department at the end of
the school year if the school is permanently closed by the Kanawha County Board of Education. The
closing school should notify their bank to forward any additional bank statements to the Accounting
Department so that the bank account(s) can be reconciled and subsequently closed.

Any remaining money in the General Fund of the closing school will be equitably distributed by the
Accounting Department to the schools who will receive the students of the discontinued school.
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Individual School Financial Review Checklist



Kanawha County Schools
Individual School Financial Review Checklist

School: Year: July 1, 20 to June 30, 20

Item # Yes No

Is a copy of the Accounting Procedures manual for the Public Schools in the State of
West Virginia maintained on file? .

Is a copy of the Manual of Financial Records for Kanawha County Schools maintained
on file?

Is a copy of the county board's policy(s) related to school finances maintained on file?

Does the principal understand that he/she is responsible for the financial management
of the school?
Does the principal understand the importance of a well designed internal accounting
control structure?
Are monthly and annual financial statements prepared and filed for each fund?
Are copies of the monthly and annual financial statements submitted to the chief school
business official in a timely manner and made available for review at the school?
Are all bank accounts located within the county?
Are all bank accounts maintained by the school (checking and savings) authorized by
the county board?
Do all bank accounts contain the Federal Employer Identification Number (FEIN) of the
10jschool?
11|Do all bank accounts contain the name of the school and the fund?
Do the principal and chief school business official have signature authority for every
12Jbank account maintained by the school?
Are all bank statements presented unopened to the school principal immediately upon
13ltheir receipt at the school?
Does the principal open and review the bank statements and canceled checks for
14jirregularities or unusual items?

’Are reconciliations conducted of all bank accounts as soon as possible after the bank
15|statements are received?
Are any differences noted between the school's checkbook balances and the bank
16|statement balances resolved immediately?
Upon the completion of the bank reconciliations, are the bank statements signed and
dated by both the individual that preformed the reconciliation(s) and the sch ool
17|principal?
Are all bank statements and canceled checks (including voided checks) retainexd and
18ffiled?
lAre all bank accounts in which school funds are deposited insured or has the bank
either provided a bond or pledged securities to cover the maximum amount that is on
19/deposit?
Do all checks have pre-printed on them: the name of the school, the name of the fuind,
20ithe school address, the check number, and the account number?
21|Do the check forms for all funds provide spaces for two signatures?
Are all funds in excess of the funds necessary to meet the schools current obligations
22|invested?
23|Does the school maintain pre-numbered receipt forms?
24]Does the school maintain a transaction journal?

—_

N
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~
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School:

Item #

25|Does the school maintain purchase orders?

Yes

No

26[Does the school maintain bank deposit slips?

27[Does the school maintain monthly financial statements?

28]Does the school maintain annual financial statements?

~Are all accounting records adequately safeguarded against theft, casualty loss or
29\unauthorized use?

30lAre the following transactions posted in all transaction journals:

Il receipts, including those that have been voided?

All disbursements, included all checks that have been voided?

All bank charges?

All transfers between accounts within a fund?

a
b
CAll interest earned?
d
€
f

All transfers between depository and investment accounts?

31jAre all transactions posted to the appropriate transaction journal at least weekly?

32|Does the school have a current business registration certificate?

33|ls consumers sales tax collected on all taxable sales?

N/A

re all sales tax collections remitted to the West Virginia Department of Tax and
34|Revenue in a timely manner?

Has a plan of corrective action for all reportable conditions noted in the school's
35jaudit/review report been submitted to the county board?

Are all reportable conditions corrected as soon as practical and in all cases within six
36|(6) months of receipt of the report?

Are all school records maintained at the school and safeguarded at all times, unless
37)otherwise directed by the county superintendent or his/her designee?

Are all financial records including financial reports, transaction journals, cancelled
38ichecks, deposit slips, and bank statements retained for at least five: (5) years?

39iAre audit reports and annual financial statements retained permanently?

Are all moneys collected from school activities remitted daily to the :school principal or
40tto the individual designated by the principal to be responsible for the: funds?

41Are all monies collected reconciled to the detailed records supporting the collections?

Are all checks received by the school stamped on the back with a restrictive
42lendorsement at the time of receipt?

43|Are receipts written for all monies collected?

44/Are all receipts pre-numbered and used in sequential order?

Are receipts prepared in duplicate with the original provided to the individual from
45whom the monies were received?

o

46/Are the following items included on all receipts written:

The date remitted?

The amount received?

[The name of the individual(s) from whom the monies are received?

The name of the individual who delivered the monies to the school office?

The purpose of the collection?

=% |® |0 0 |O |o®

he fund and account for which the monies were received?

If degailed listings are used for collections from groups of students, are the lists
47lprovided to the principal or his/her designee at the time the monies are remitted?

~

48Are all voided receipts clearly marked "VOID" and retained and filed?
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School:

Yes No N/A

ftem #

Are the making of cash disbursements and the cashing of personal checks considered
50lunauthorized uses of cash collections?

51|If & concession stand is operated by the school:

Have local procedures been established to ensure that items purchased for resale are
adequately safeguarded from theft, casualty loss or unauthorized use and that
proceeds are receipted and deposited properly?

Is a profit and loss statement prepared periodically?

52|If vending machines are maintained at the school:

Does a vendor restock the machine(s) apd remove the sales proceeds; or;

Are vending machine reconciliation forms completed on a regular basis to properly
account for the safeguard of inventory, the deposit of receipts and the profit/loss of
vending machines?

If soft drinks are sold at a high school, have procedures been established to ensure
53[that 75% of the profits are allocated by a majority vote of the faculty senate?

54If fund raising activities are conducted by a school:

Does the principal approve all fundraising activities prior to the conducting of the
activities?

Have local procedures been established to ensure that fundraising activities are
conducted in a proper manner and that all proceeds are receipted and deposited into
one of the schocls depository accounts?

Are payments made to vendors for merchandise purchased for resale made only with a
check issued for that purpose?

Is & fund raising activity report prepared for each fund raising activity?

Are pre-numbered tickets used at school events in which an admission fee is charged
55lor a donation accepted for admittance?

Are reports prepared for each event that reconcifes the fotal number of tickets sold to
56(the totai cash collections?

57lAre deposits made when collections exceed $200 and at least weekly?

Have procedures been established to safeguard undeposited cash receipts from theft,
58|casualty loss or unauthorized use?

59|Do deposit slips contain:

aThe name of the school?

b|The bank account number?

cThe date the deposit slip was completed?

d

g

fl

1)

o

o

o

(W]

o

(%)

o

The series of receipt numbers comprising the deposit?

The total amount of cash included in the deposit?

A listing of the individual checks included in the deposit?

The total amount of the deposit?

Are deposit slips prepared in duplicate and the original remitted to the bank and the
80[copy retained in the school's files?

When deposited checks are returned for insufficient funds (NSF), are adjusting entries
made in the transaction journal to reduce the amount of funds recorded as having been

B1jreceived?

Have procedures been established to provide guidance on the steps to be taken in
62[recovering funds from NSF checks?

Are all checks deemed uncollectible reported annually to the chief school business
B3official and a file maintained for each individual at the school?

Are all purchases made in accordance with the purchasing procedures prescribed by
84ithe county board?
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School:

item # Yes No N/A

Are the purchases from the fund controlled in such a manner that unpaid bills and
635joutstanding obligations never exceed the available resources of the fund?

Are pre-numbered purchase orders that require the signature of the school principal
66lused by the school for all purchases?

67\Are fuily executed purchase orders obtained prior to the ordering of goods or services?
Are purchase orders prepared in duplicate with the original forwarded to the vendor
68jand the second copy maintained in the school's files?

B9)Are purchase orders retained and filed in numeric order?

7QjAre all disbursements made for the educational benefit of the students?

Are school funds never expended for flowers, gifts, banquets or service awards for
71|school employees?

Are contributions to charitable or private non-profit organizations made only if a fund
72jraiser is conducted specifically for that purpose?

Are donations received from private sources accounted for in a separate account within
73lthe school's general fund?

74/Are all disbursements made by a check?
Are checks made payable only to the individual or vendor to whom the payment is

75/being made?

Have procedures been established that ensure that all goods have been received and
76iservices rendered prior to the school making payment for those goods and services?
77|Are checks never made payable to cash? =
Are all checks and check stubs fully completed at the time that the check is being i
78lissued? ==
79/Are Checks never signed in advance? =

Are the words "VOID" written on the face of the voided check and a new check written
80for the disbursement?

81|Are voided checks and check stubs retained and filed?

82/Are two signatures required on alil checks issued; with one being that of the principal?
83|Do all checks contain:

aThe name of the school?
b|The name of the fund?
¢{The school's address?
d[The check number?
e
f
g
4

(o5

]

The account number?

Two authorizing signature lines?

The statement "Void After Six Months'"?

84|ls itemized documentation maintained that supports all disbursements of school funds?
85/Are disbursements made only from invoices and not monthly statements?

Have procedures been established that requires school personnel to verify the clerical
86/and mathematical accuracy of all vendor invoices?

87|Are all invoices approved by the principal prior to payment being made?

After payment has been made, are all invoices stamped with the following information
88[and filed in a systematic manner?

Check Number?

Date Paid?

Amount Paid?

Approved By?

Are all payments made by a school to individuals {other than those that can be clearly
88iidentified as an independent contractor) for services rendered paid through the county

oo |oi®
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School:

Item # Yes

board office?

No

Are all payments made to independent contractors reported if required by IRS
9Qregulations on 1099-MiSC statements?

91|Are all checks issued posted in the transaction journal individually in numeric order?

82|Are all disbursements classified to the appropriate account(s) within the fund?

When a stop payment is made on a check that has been issued, are correcting journal

93lentries posted in the transaction journal?

[4%]

When a stop payment is made on a check that has been issued is the canceled check
S4jremoved from the outstanding check list?

95]is a copy of the county board's travel regulations maintained at the school?

Are travel expense reimbursements made to employees only upon their submission of
96lan itemized statement signed by both the employee and the principal?

Are all payments for travel expenses of students supported by an itemized statement
that includes:

The date and purpose of the trip?

g

~1

o)

N/A

The names of all students and chaperones on the trip?

(=3

The amounts paid?

O

When travel funds are paid directly to students, is a verification form obtained from the
98lstudent certifying their receipt of the funds?

88|Are receipts obtained to support all travel disbursements made directly to vendors?

100)Are all travel statements signed and dated by the staff member in charge of the trip?

Are all travel statements and supporting documentation remitted to the school principal

101Jor his/her designee in a timely manner?

—

For trips in which cash advances are obtained, is the cash remaining at the conclusion
of the trip remitted in a timely manner to the school principal and deposited
102limmediately into one of the schools depository accounts?

103|If & petty cash fund not to exceed $50 is used by the school:
Is the fund adequately safeguarded from theft, casualty loss or unauthorized use?

U]

Do the cash and receipts in the fund always equal to the total amount of the fund
established?

o

Is the fund replenished only with a school check that is supported by itemized receipts
and invoices and that is made payable to the principal?

o]

Does someone independent of the custodian pericdically count the fund and reconcile
the contents to the established amount?

o

If starting change is needed for a cash drawer for a school event, is the check for
change made payable to the principal, and is the change redeposited intact the day
104[following the event?

Are all monies collected for the Child Nutrition Program accounted for in a sub-account
within the school's general current expense fund and remitted to the county board
105|office on a monthly basis?

Does the Faculty Senate prepare and approve a budget annually that details how all
106|faculty senate funds are to be expended?

107Are budget revisions made only with the approval of the faculty senate?

Is the approval of the faculty senate budget and all revisions made a part of the
108minutes of the faculty senate mesting(s)?

Are faculty senate expenditures made only in accordance with an approved faculty
109senate budget?
110fDoes the Faculty Senate utilize the $200 per teacher legislative appropriation as
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School:

Item #

(3]

Make an allotment of $100 to each teacher, counselor and librarian for expenditure during
the instructional year for academic materials, supplies or equipment which, in the judgment
of the individual will assist him/her in providing instruction?

O

Expend the remaining $100 only for academic materials, supplies or equipment?

111

Are teachers counselors and librarians required to submit receipts for all purchases made
with the $100 allotment?

112

If the $100 allotment made to each teacher, counselor and librarian is not fully exhausted
during the instructional year, are the funds returned to the faculty senate?

113

Are faculty senate funds never expended for flowers, gifts, banquets or service awards for
school employees?

114

Have procedures been established to ensure that all school support organizations are
approved by the county board to conduct fundraising activities in the name of the school?

115

Are al school support organizations required to notify the principal prior the their conducting
a fund raising activity?

116

Does the principal receive 2 copies of the annual financial statements prepared by each
school support organization?

117

If booster organizations operate concession stands, are they required to prepare and submit
reports that reconcile sales, inventories, and profits?

118

If the school enters into an agreement with the West Virginia Secondary Schools Athletic
Commission to conduct tournaments on their behalf:

Has the school established a separate sub-account in the transaction journal to account for all
collections and expenditures made as a result of the tournament?

Are all proceeds received from the tournament deposited intact into one of the schools
depository accounts?

O

Are all expenses associated with the tournament paid by check from the appropriate
account?

d

Are all individuals who render services during the tournament paid through the normal
payroll process at the central board office unless it can be clearly shown that the individual is
an independent contractor in accordance with the criteria established by the Internal
Revenue Service?

119

Is an inventory maintained of all athletic uniforms, equipment and other team merchandise?

120

Does the school require that all items provided to athletes and coaches be returned at the
end of the season?

121

Are all persons working at the school (full time, part time, substitute, or otherwise)
supervised by someone other than an immediate family member?

122

Is the Manual of Financial Records for Kanawha County Schools 7th Edition maintained at the
school?

123

Is the yearly audit report maintained at the school?

124

Were all building permits received and approved from Facilities Planning for work done in
your building?

By signing below and initialing each page of this checklist, | indicate that | have provided answers for all of the questions on this
checklist for my school. | understand that | am responsible for the fiscal mana

by questions on this checklist.

Signature of

Principal

Date
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TEACHERS CASH RECEIPTS SUMMARY

School Date

Activity

Name of Club or Organization (If Applicable)

N
-t

N
NS

N
w

)
-

N
o

1 D D $
2 1]
3. (][]
a 1]
5. (][]
6. ][]
7. HEl
8. HER
0. L] ]
10. (][]
it ][]
12. ][]
13. HER
14, (][]
15. D []
16. (][]
17, ][]
18. HEl
19. ][]
20. RN
NN
L
][]
L] O
L]

Total Checks $

Total Cash

Total Collected $

| hereby certify that this is an accurate and complete record
of all transactions for the activity noted above.

Teachers Signature Date Office Personnel Signature Receipt #



SCHOOL NAME

KANAWHA COUNTY SCHOOLS
PETTY CASH REGISTER

SCHOOL YEAR

Date

Payee

Receipts

Disbursements

Balance

Description
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KANAWHA COUNTY SCHOOLS
FUND RAISER PROFIT/(LOSS) STATEMENT

For The Period / / Through / /

SCHOOL NAME:

CLUB OR ORGANIZATION NAME:

PRODUCT TO BE SOLD:

VENDOR PURCHASED FROM:

COST PERITEM: $ SALES PRICE PER ITEM §

Cash Receipts:

Description Amount
Merchandise Sales:

Donations:

TOTAL Cash Receipts

Cash Disbursements:

Description Check Number(s) Amount
Cost of Merchandise Sold:

Cost of Prizes awarded:

TOTAL Cash Disbursements
GROSS PROFIT/(LOSS)
LESS: Sales Tax Collected (If Applicable)

NET PROFIT/(LOSS)

Preparer's Signature Date

Principal's Signature Date
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KANAWHA COUNTY SCHOOLS
INDIVIDUAL SCHOOL FACULTY SENATE BUDGET SUMMARY

SCHOOL NAME SCHOOL YEAR
REVENUES
FACULTY FACULTY
SENATE SENATE
TEACHERS SCHOOL TOTAL

Beginning Balance

Current Year Estimated Revenue

Total Budgeted Revenue

EXPENSES:

Individual Teachers - Academic Materials

Individual Teachers - Miscellaneous Q\&&k\\%\\\\\:

Classroom Supplies 1\&&\\\‘&\&\\\\\

Classroom Equipment §>§\§\§b\\\\\\

Library Supplies &Q\i&\\\\\\

Library Equipment N\:\\\\\\\\

Copier Supplies \\\\\\\k\\\\\\\k

School Office Supplies :\\\\Q\\\\\N\ \\\

N
School Office Equipment \i\\ \\\@\\\\\\

Other ( list)

Other ( list)

Other ( list)

(

(
Other ( list)

(

(

Other ( list )

Other ( list)

Other ( list)

Other ( list)

Total Budgeted Expenses

Revenue - Expenses (must = 0)




KANAWHA COUNTY SCHOOLS
TICKET RECONCILIATION FORM

SCHOOL:
EVENT:

Price Per
Ticket Sales: Tickets Sold Ticket

Reserved Tickets:
Ending Ticket Number
Less: Beginning Ticket Number
Total Reserved Tickets Sold

Adult Tickets:
Ending Ticket Number
Less: Beginning Ticket Number
Total Adult Tickets Sold

Student Tickets:
Ending Ticket Number
Less: Beginning Ticket Number
Total Student Tickets Sold

Other Tickets:
Ending Ticket Number
Less: Beginning Ticket Number
Total Other Tickets Sold

Total Sales

Reconciliation of Ticket Sales to Money Collected:
Money Collected From Ticket Sales

Grand Total Sales - All Tickets
Overage or (Shortage)

Total Money Submitted for Deposit:
Beginning Cash Balance (Change)
Money Collected From Ticket Sales

Total Money Submitted for Deposit

Ticket Seller

Principal




Kanawha County Schools
General Fund Cash Reconciliation Form
Month Year

(A) Beginning of Month Balance Per General Journal

(B) Monthly Receipts Per General Journal

(C) Monthly Disbursements Per General Journal

(D) End of Month Balance Per General Journal (A+B-C)

(E) End of Month Balance Per Checking Account Bank Statement

(F) Deposits in Transit (Total from K)

(G) Outstanding Checks (Total from J)

(H) Reconciling Iltems (Total from L)

(I) End of Month Balance Per Reconciled Checking Account (E+F-G+/-H)

(J) List of Outstanding Checks: (J) Outstanding Checks Continued (K) List of Deposits in Transit:
Check Number Amount Check Number Amount Receipt Ticket No. Amount

(L) List of Reconciling ltems:

Description Amount

(1) End of Month Reconciled Checking Account Balance (must equal item [)

(2) End of Month Reconciled Investment Account Balances

(3) End of Month Reconciled Cash Balance (must equal item D)

Prepared by: Date:

Reviewed by: Date:
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Kanawha County Schools
Instructions for Preparing a General Fund Cash Reconciliation Form

Enter the Month and Year that you are reconciling on the corresponding lines.

Enter the Beginning of Month Balance Per General Journal (Iltem A). The beginning of month
balance is the total of the Beginning Book Balance column on the Monthly Financial Statement (#7
report from General Fund program). This should equal the End of Month Balance Per General
Journal (Item D) from the cash reconciliation from for the previous month.

Enter the Monthly Receipts Per General Journal (Item B). The monthly receipts total is the grand
total of the Net Monthly Receipts column of the General Journal Summary (#6 report from General
Fund program).

Enter the Monthly Disbursements Per General Journal (Item C). The monthly disbursements total is
the grand total of the Net Monthly Disbursement column of the General Journal Summary (#6
report from General Fund Program).

Enter the End of Month Balance Per General Journal (Item D). The ending balance is the grand total
of the Balance column of the General Journal Summary (# 6 report from the General Fund Program).

Verify that this total is equal to Item A + Item B — Item C.

Enter the End of Month Balance Per Checking Account Bank Statement (Item E). This is the ending
balance on the ban statement for the month that you are reconciling.

Enter the Deposits in Transit (Iltem F). This is the total of Section K.
Section K should be completed as follows:

List the receipt ticket numbers comprising the deposits in the Receipt Ticket No. column and the
deposit amounts in the Amount column.

The deposits in transit are determined by comparing deposit slips with deposits that have appeared
on the bank statement. If a deposit does not appear on the bank statement, then it is a deposit in
transit.
Enter the Outstanding Checks (Item G). This is the total of Section J.

Section J should be completed as follows:
List the check numbers in the Check Number column and the check amounts in the Amount
column. If there are more than 36 outstanding checks, list the additional check numbers and

amounts on a separate sheet and attach the list to the cash reconciliation. Enter “List Attached” in
the Check Number column and enter the total amount of the list in the Amount column.
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The outstanding checks are determined by comparing checks written with checks that have
appeared on the bank statement. Checks that have been written but have not appeared on the
bank statement are outstanding.

A convenient method to determine outstanding checks involves the following two steps:

A. Compare the outstanding checks from the cash reconciliation form for the
previous month to the bank statement for the month that you are reconciling. If
the checks do not appear on the bank statements, then they are still outstanding
and should be listed on the cash reconciliation form for the current month.

B. Compare the list of General Journal Disbursements (# 6 report from General Fund
Program) for the month that you are reconciling to the bank statement. If the
checks listed do not appear on the bank statement, then they are outstanding
and should be listed on the cash reconciliation form for the current month.

9. Enter any Reconciling Items (Item H). This is the total of Section L.
Section L should be completed as follows:

List a description of the item in the Description column and the amount of the item in the Amount
column. Enter the amounts as they would apply to the bank statement balance as illustrated in the
following examples:

A. Interest appears on the bank statement which has not been posted to the
General Journal. This interest must be deducted from the bank statement
balance for reconciliation purposes. Therefore, it should be entered in the
Reconciling Items as a negative number.

B. A bank charge for check printing appears on the bank statement which has
not been posted to the General Journal. This charge must be added to the
bank statement balance for reconciliation purposes. Therefore, it should be
entered in the Reconciling Items as a positive number.

10. Enter the End of Month Balance Per Reconciled Checking Account (Item 1). This is calculated as
follows:
Item E + Item F— Item G +/- Iltem H

11. Enter the End of Month Reconciled Checking Balance (Item 1). This is the balance from the
checkbook or check register. Verify that it equals the End of Month Balance per Reconciled
Checking Account (Item 1). If you do not have any type of investment accounts, this will also equal
the End of Month Balance Per General Journal (Iltem D).

12. Enter the End of Month Reconciled Investment Account Balances (Item 2). This is the balance from
the investment control register(s). This balance should also reconcile to the bank statement(s) for
the investment(s). If you do not have any type of investment accounts, you do not need to make an

entry for this item.
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13.

14.

15.

16.

17.

Enter the End of Month Reconciled Cash Balance (Item 3). This is calculated as follows:

Item 1+ Item 2
Compare the End of Month Reconciled Cash Balance (Item 3) with the End of Month Balance Per the
General Journal (Item D). These items must equal. If the items do not equal, there is an error in the
cash reconciliation.
Sign and date the form on the “Prepared by:” line.
Submit the General Fund Cash Reconciliation Form, the bank statement, and the Monthly Financial
Report (# 7 from General Fund program) to the principal. The principal should review the forms and

sign and date the General Fund Cash Reconciliation Form on the “Reviewed by:” line.

File the General Fund Cash Reconciliation Form with the corresponding bank statement in the
records for the current school year.
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Kanawha County Schools
Instructions for Preparing a Ticket Reconciliation Form

Prior to Beginning Ticket Sales for the Event:

Enter the school name, date of the event, and description of the event on the corresponding
lines.

Enter the beginning ticket number for each type of ticket sold in the column labeled Number
of Tickets Sold on the line(s) labeled Less: Beginning Ticket Number.

Enter the price of each type of ticket sold in the column labeled Price per Ticket on the
corresponding line(s) for each type of ticket.

Enter the amount of start-up cash (if any) used to make change for the event on the line
labeled Beginning Cash Balance (Change).

After Ticket Sales are Completed for the Event:

10.

11.

12.

13.

Enter the ending ticket number for each type of ticket sold in the column labeled Number of
Tickets Sold on the line(s) labeled Ending Ticket Number.

Subtract the beginning ticket number from the ending ticket number for each type of ticket
sold and enter the result in the column labeled Number of Tickets Sold on the line(s) labeled
Total (type of ticket) Tickets Sold.

Multiply the total ticket sold (step 6) by the price per ticket (step 3) for each type of ticket
sold and enter the result in the column labeled Sales on the corresponding line(s) for each
type of ticket.

Add the total tickets sold (step 6) for each type of ticket sold and enter the result in the
column labeled Number of Tickets Sold on the line labeled Total Sales.

Add the sales (step 7) for each type of ticket sold and enter the result in the column labeled
Sales on the line labeled Total Sales and also on the line labeled Grand Total Sales — All
Tickets.

Count the total cash on hand and enter the result on the line labeled Total Money Submitted
for Deposit.

Subtract the beginning cash balance (step 4) from the total money submitted for deposit
(step 10) and enter the result on both of the lines labeled Money Collected from Ticket Sales.
Subtract the grand total sales — all tickets (step 9) from the money collected from ticket sales
(step 11) and enter the result on the line labeled Overage or (Shortage).

Sign the ticket reconciliation form on the line labeled Ticket Seller, and submit the form
along with the total cash on hand to the school principal for his/her review and signature.



Kanawha County Schools

Instructions for Preparing the Individual School Faculty Senate Budget Summary Form

10.

11.

12.

13.

Enter the school name and the school year for which the budget is being prepared on the
corresponding lines.

Enter the previous year ending balance on the line labeled Beginning Balance in both the Faculty
Senate Teachers and the Faculty Senate School columns. Beginning Balance amounts for the faculty
senate teachers account and the faculty senate school account are obtained from the School’s
Annual Financial Report for the previous school year.

Enter the estimated revenue on the line labeled Current Year Estimated Revenue in both the Faculty
Senate Teachers and the Faculty Senate School columns. Revenue amounts are calculated by
multiplying the number of eligible teachers by $100 (teacher) and $100 (school).

Enter the total of the beginning balance amount plus the current year estimated revenue amount
on the line labeled Total Budgeted Revenue in both the Faculty Senate Teachers and the Faculty
Senate School columns.

Enter the total of the beginning balance, current year estimated revenue, and the total budgeted
revenue lines in the Total column. Verify that the total of the beginning balance line plus the total
of the current year estimated revenue line equals the total of the total budgeted revenue line.
Enter the amount of either Faculty Senate Teacher money (1%t column) or Faculty Senate School
money (2" column) that has been allocated to individual teachers to spend for academic materials,
supplies, or equipment on the line labeled Individual Teachers — Academic Materials.

Enter the amount of Faculty Senate Teacher money (1°t column) allocated to individual teachers that
will be spent on non-academic items which will enhance student behavior, increase academic
achievement, improve self-esteem, or address problems of students at risk on the line labeled
Individual Teachers — Miscellaneous. Because Faculty Senate School money can only be used to
purchase academic materials, that column is blocked out for this expense line item.

The net 7 estimated expense line items represent the respective total amounts of Faculty Senate
School money to be spent by the Faculty Senate as a group for each of the expense categories.
Enter the amounts budgeted for each category on the corresponding expense line. Because Faculty
Senate Teacher money is allocated to individual teachers to be spent at their discretion, that column
is blocked out for these expense line items.

The remaining estimated expense line items represent other expense items which might be unique
to each school’s Faculty Senate. A description of the expense should be entered on the appropriate
line as well as an amount in the appropriate column(s).

Enter the total of all the expense lines on the line labeled Total Budgeted Expenses for both the
Faculty Senate Teachers and the Faculty Senate School columns.

Enter the total of each expense line in the Total column. Verify that the total of the expense lines
equal the total of the budgeted expenses line.

Verify that Total Budgeted Expenses line equals the Total Budgeted Revenue line in all three
columns.

Subtract the total budged expenses from the total budgeted revenue and enter the result on the
line labeled Revenue — Expenses for all three columns. This lien must equal zero in all columns to
indicate a “balanced” budget.



Kanawha County Schools
Instructions for Preparing a Vending Machine Inventory Reconciliation Form

Column A ITEM DESCRIPTION
Enter a detailed description of each snack item sold through a vending machine.

Column B BEGINNING INVENTORY
Enter the total number of each vending machine snack item on hand at the school at the beginning of
the month.

Column C ITEMS PURCHASED
Enter the total number of each vending machine snack item purchased during the month.

Column D ITEMS AVAILABLE

Enter the total number of each vending machine snack item available for sale during the month. (Add
the amount listed in Column B to the amount listed in Column C for each vending machine snack item.
Enter the result in column D.)

Column E ENDING INVENTORY
Enter the total number of each vending machine snack item on hand at the school at the end of the
month.

Column F ITEMS SOLD

Enter the total number of each vending machine snack item sold during the month. (Subtract the
amount listed in Column E from the amount listed in Column D for each vending machine snack item.
Enter the result in Column F.)

Column G SALES PRICE

Enter the total monthly sales for each vending machine snack item. (Multiply the number listed in
Column F by the amount listed in Column G for each vending machine snack item. Enter the result in
Column H.) All amounts entered in Column H must be added downward to produce total monthly sales
from all vending machine snack items.

Line 1 — Enter the total amount of money collected during the month from the sale of all vending
machine snack items. This amount must be fully supported by identifiable receipt tickets.

Line 2 — Enter the grand total vending machine sales for the month.

Line 3 — Enter the cash overage or the cash shortage from the sale of snack items through vending
machines. (Subtract the amount listed on line 2 from the amount listed on line 1. Enter the result on
line 3.)

NOTE: All money (except money used for change) must be emptied from each vending machine on the
last day of each month in order for the Vending Machine Inventory Reconciliation Form to reconcile. In
addition, all vending machine snack items must be counted at that time.



Kanawha County Schools
Instructions for Preparing the Individual School Comprehensive Budget Summary Form

Step 1 - Beginning Balance

List the beginning balances (if any) for all funding sources on the Beginning Balance line. Beginning balances
for the current year would be equal to ending balances for the prior year. Beginning balances reflect the
“carryover” or excess of revenue over expenses from the previous year.

Step 2 — Current Year Estimated Revenue

Enter the expected revenue for the current year for each funding source on the Current Year Estimated
Revenue line. Expected revenues can be based on estimates from previous years, from projections
developed for the current year, or from actual current year budget or grant documents.

Step 3 — Total Budgeted Revenues
Add the Beginning Balance amount to the Current Year Estimated Revenue amount for each funding source
and record the total on the Total Budgeted Revenues line.

Step 4 — Total Revenues
Record the total for each revenue line in the Total column. Verify that the Total Beginning Balance plus the
Total Current Year Estimated Revenue equals the Total Budgeted Revenues.

Step 5 - Expenses

Determine the types and amounts of estimated expenses for each funding source column and record the
amounts on the appropriate line(s). List additional types of expenses on the “Other” lines as needed.
Estimated expenses can be determined by reviewing current year budget documents or expenditures for the
past year.

Step 6 — Total Budgeted Expenses
Add the expense line item amounts for each revenue source column and record the result on the Total
Budgeted Expenses line.

Step 7 — Total Expenses
Record the total for each expense line in the Total column. Verify that the Total Budgeted Expenses line
total equals the sum of the other expense line totals.

Step 8 — Revenue — Expenses

Subtract the Total Budgeted Expenses line form the Total Budgeted Revenues line for each revenue source
column and record the result on the Revenue — Expenses line. The result should always be zero to indicate a
“balanced budget”.



