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ANNUAL BUDGET 

 

The school district budget will be prepared by the superintendent, with the assistance of 

the business manager, and presented to the Board for review and adoption.  The 

superintendent will establish a time line for budget consideration, subject to the 

provisions of state law. 

 

Administrators will develop and submit budget requests for their administrative units 

after seeking the advice and suggestions of staff members. 

 

The superintendent is authorized to spend money specified in the adopted budget without 

further approval of the Board.  School Board approval must be secured to expend money 

in excess of that allocated to budget functions or to transfer surplus funds among budget 

functions. 

 

Administrators will be responsible for observing budget allocations for their 

administrative units. 
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FISCAL ACCOUNTING AND REPORTING 

 

The business manager will be designated by the Board to be responsible for receiving, 

expending, and properly accounting for all funds of the district. 

 

The Board will receive monthly financial reports from the business manager that will 

include a statement of operating receipts and expenditures, balance on hand in the several 

funds, a budget position report, and any other financial information that should be 

brought to the Board's attention. 

 

At its annual meeting, the Board will authorize the business manager to invest school 

district funds as allowed by state and federal law.  The business manager will be 

designated custodian of trust and agency funds. 

 

All monies belonging to clubs or organizations are to be accounted for by the district 

within the framework of the district's trust and agency fund.  School-connected groups 

may maintain no separate bank accounts.  All monies collected or disbursed by school 

employees, including fines and fees, food service funds, and all student activity accounts 

shall be maintained in accordance with the accounting system required by statute and in 

accordance with regulations issued by the business manager. 

 

An annual audit shall be made of all district financial records. 
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INVENTORIES AND FIXED ASSETS 

 

The school district shall annually cause an inventory of personal property to be made and 

placed on file with the business manager by July 10.  All personal property of the school 

district shall be included in the inventory. 

 

General fixed assets are that part of the inventory in excess of $5,000.00 value and will be 

capitalized.  General fixed assets are divided into five main classes:  land, buildings, 

improvement other than buildings, equipment, and construction work in progress.  Fixed 

assets may be marked by a permanent method of identification.  Personnel designated by 

the superintendent should take periodic inventories. 

 

In the acquisition of or additions to real property, plant, or equipment, any expenditure of 

one thousand dollars or more shall be paid from the capital outlay fund.  The one 

thousand dollar limitation shall apply to the total of each asset type on an invoice.  

Equipment purchases per invoice of less than $1,000 may be acquired from either the 

general or capital outlay fund. 

 

 

 

 

 

Board Approved Updates 8/9/04 



 

 

File:  DJ 

 

PURCHASING 

 

The superintendent will develop and administer the purchasing program for the schools 

with the assistance of the business manager, within the legal requirements and the 

adopted school budget. 

 

School purchases will be requested through requisitions submitted by staff to their 

appropriate administrator for approval and issuance of official purchase orders and then 

signed by the superintendent, with such exceptions as may be made by the superintendent 

for local purchases and for purchases from trust and agency accounts. 

 

Administrators will examine carefully all requisitions submitted by teachers, custodians 

and other employees for supplies, furnishings, equipment and services.  They will be 

responsible for verifying that items requested are needed before signing requisitions and 

sending them to the superintendent. 
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VENDOR RELATIONS 

 

Administrators may grant interviews to representatives of entities doing business or 

desiring to do business with the district, but may determine the time and circumstances of 

the interview. 

 

No member of the Board or employee of the district will accept gifts from any entity 

doing business or desiring to do business with the district.  All business-related gratuities 

are specifically prohibited except nominal value advertising items widely distributed. 
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PAYROLL PROCEDURES 

 

Paydays will be on the 20th day of each month. If the 20th falls on a day when school is 

not in session, the payday will be on the last day school is in session prior to the 20th. 

 

Deductions will be made from the paychecks of all employees for federal income tax, 

Social Security, Medicare, and state retirement.  In addition, deductions may be made for 

employee contributions to group health insurance, group life insurance, deferred 

compensation plans, or any other similar programs that may be approved by the Board. 

 

The business manager may establish minimum participation numbers for specific payroll 

deductions and may designate enrollment periods. 

 

 

 
 

Approved 12/10/13
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EXPENSE REIMBURSEMENTS 

 

The district upon submission of an approved voucher will reimburse personnel who incur 

expenses in carrying out their authorized duties.  Reimbursement will be in accordance 

with Board approved travel allowances and mileage rates. 

 

Travel expenses within budget allocations must be approved by the superintendent.  

Travel expenses in excess of planned budget allocations must be approved by the Board. 

 

The Board will determine travel allowances and mileage rates each year at the annual 

meeting. 
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CASH IN SCHOOL BUILDINGS 

 

Money collected by school district employees and by student treasurers’ will be handled 

with good and prudent business procedures, both to demonstrate the ability of school 

system employees to operate in that fashion, and to teach such procedures to the students. 

 

All moneys collected will be receipted, accounted for, and deposited properly. 

 

The amount retained overnight in schools will be limited to that needed for day-to-day 

operation.  The depository used by the school district will provide for making bank 

deposits regularly in order to avoid leaving large sums of money in the building. 

 

Lunchroom receipts, other than moneys needed for daily operations, will be deposited 

daily.  
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SCHOOL PROPERTIES DISPOSAL PROCEDURE 

 

The Board may sell property of the school district that it considers no longer necessary, 

useful or suitable for school purposes.  All property sold must be appraised by three 

freeholders of the school district. 

 

Property appraised for less than $500 may be sold without advertising for bids.  Property 

appraised for more than $500 will be advertised for sale in the official newspaper for two 

consecutive weeks, at least (ten) 10 days before the sale.  The notice of sale will describe 

the property to be sold and the time when the Board or its representative will open bids.  

Sealed bids will be filed with the business manager and opened at the Board meeting as 

specified in the notice. 

 

The Board will sell the property to the highest bidder.  However, the Board may reject 

any or all bids. 

 

In lieu of the acceptance of bids, school property may be sold at public auction.  The 

auction will be advertised by posting notices and newspaper advertising as described 

above. 

 

The school library may discard over-duplicated, outdated, inappropriate, or worn library 

materials.  The discarded materials may be given to other libraries or to nonprofit 

agencies, destroyed, offered for public sale or traded to a vendor for future library 

material purchasing credits. 

 

If the school property to be sold was a site taken from a farm or tract of land, the owner of 

the farm may purchase the site at the appraised value or at the highest bid if the bid 

exceeds the appraisement.  If the site includes a school building of brick, concrete block 

or other masonry construction appraised at over $1000, the property and building may be 

sold together.  In such a case, the owner of the farm will be required to purchase the 

building in order to purchase the real estate. 

 

The school district may exchange or transfer property to the city, town or county within or 

partly within its boundaries.  The Board and the governing board of the respective 

jurisdiction will determine the terms and conditions of the exchange or transfer.  


