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Three Principles of Sound Financial 
M

anagem
ent 

1.
U

nd
erstand

 financial cond
ition of school 

d
istrict.

2.
O

versee the financial op
erations to p

rotect 
the resources of school d

istrict and
 hold 

adm
inistrative staff accountable for financial 

m
anagem

ent.
3.

Ensure that the necessary financial p
olicies 

are in p
lace to p

revent fraud
, w

aste and
 

m
isap

p
rop

riation.



H
ierarchy

u
Procedures cannot supersede Local Policies

u
Local policies cannot supersede State Law

u
State Law

 cannot supersede Federal Law

M
S Public School A

ccountability Standards, O
ffice of the 

State A
uditor, and other regulations



M
SBA Policy Service

u
M

ost Financial Policies can be found in Sections –

D
 –

Fiscal M
anagem

ent

E-
Business M

anagem
ent

G
 –

Personnel

Legal and cross references are listed
Policy #



A
N

N
U

A
L O

P
E
R

AT
IN

G
 B

U
D

G
E
T
 

P
R

E
PA

R
AT

IO
N

 P
R

O
C

E
D

U
R

E
S

u
D

eadlines &
 Schedules

D
evelop Calendar

W
ork Session w

ith Board

u
Public H

earing
Rules and Procedures

At Least 1 w
eek Before Adoption

u
Required Advertisem

ents
N

otice of Proposed Tax Effort or N
otice of H

earing
D

CC &
 

D
CCA



A
N

N
U

A
L O

P
E
R

AT
IN

G
 B

U
D

G
E
T
 

P
R

E
PA

R
AT

IO
N

 P
R

O
C

E
D

U
R

E
S

u
Budget Adoption

Becom
e Part of the M

inute

u
Required Publications

Budget in N
ew

spaper

u
Required Form

at

D
CC &

 
D

CCA



P
E
R

IO
D

IC
 B

U
D

G
E
T
 R

E
C

O
N

C
ILIAT

IO
N

 &
LIN

E
 IT

E
M

 T
R

A
N

SF
E
R

 

u
Budget to lim

it the expenditures of school funds 
to resources available
37-61-19 –

Personally responsible
u

Policy m
ay delegate am

endm
ents at the object 

level w
ithin m

ajor functions w
ithout im

m
ediate 

school board approval
u

Incorporate revisions in the m
inutes

u
Year end financials statem

ent form
at &

 deadline

D
CH

 &
 D

CI



B
O

R
R

O
W

IN
G

S

u
G

eneral O
bligation Bond 37-59-1 to 37-59-35 

u
Refunding Bond 31-15-1 to 31-15-27

u
Tw

enty Year –
Three M

ill N
ote 37-59-101 to 37-59-115 

u
Transportation Loan 37-41-89 to 37-41-99 

u
Tax/Revenue Anticipation N

ote 37-59-37 

u
Shortfall N

ote 37-57-108 and 27-39-333 

u
Sixteenth Section Principal Loan 29-3-113 

u
Em

ergency School Leasing 37-7-351 to 37-7-359

Authority to issue and spending lim
itations

D
FE, D

FEA, 
D

FEAB &
 D

FEC



IN
V

E
ST

M
E
N

T
 E

A
R

N
IN

G
S &

 
D

E
P
O

SITO
RY

 O
F
 F

U
N

D
S

u
Legal investm

ents
u

16
th

Section Principal funds m
ust be invested

u
Selection of depository or depositories

u
Advertise for one, tw

o or three years
u

Board approval of depositories and accounts
u

Board approval of authorized signatures on all 
accounts

D
FL, D

G
 

&
 D

JAA



Fund Balance –
G

ASB 54

u
M

aintenance of a Fund Balance is essential to the 
preservation of the financial integrity of the 
district.

u
M

inim
um

 unassigned fund balance –
It is the goal of the D

istrict to achieve and m
aintain an 

unassigned fund balance in the general fund at fiscal year 
end of not less than _____% of ______________ revenues 
[o

r
 e

x
p
e
n
d
it

u
r
e
s]. 

D
G

A



BO
N

D
ED

 EM
PLO

YEES

u
S
u
ffic

ie
n
t
 s

u
r
e
t
y
 s

h
o
u
ld

 b
e
 p

a
y
a
b
le

, c
o
n
d
it

io
n
e
d
, a

n
d
 a

p
p
r
o
v
e
d
 

b
y
 s

t
a
t
e
 la

w
 a

s
 fo

llo
w

s
:

S
c
h
o
o
l b

o
a
r
d
 m

e
m

b
e
r
s
-

$
5
0
,0

0
0

S
u
p
e
r
in

t
e
n
d
e
n
t

-
$
1
0
0
,0

0
0

S
c
h
o
o
l p

r
in

c
ip

a
ls

-
$
5
0
,0

0
0

P
u
r
c
h
a
s
in

g
 a

g
e
n
t
s
 -

$
5
0
,0

0
0
 (m

u
s
t
 b

e
 s

e
p
a
r
a
t
e
 fr

o
m

 a
n
y
 o

f t
h
e
 

a
b
o
v
e
 b

o
n
d
s
)

T
h
e
 s

c
h
o
o
l b

o
a
r
d
 m

a
y
 e

x
e
c
u
t
e
 a

 b
la

n
k
e
t
 s

u
r
e
t
y
 b

o
n
d
 fo

r
 e

a
c
h
 

s
c
h
o
o
l d

is
t
r
ic

t
 o

ffic
ia

l a
n
d
 e

m
p
lo

y
e
e
 (in

c
lu

d
in

g
 s

c
h
o
o
l b

u
s
in

e
s
s
 

m
a
n
a
g
e
r
s
 a

n
d
 a

n
y
 o

t
h
e
r
 e

m
p
lo

y
e
e
 w

h
o
 r

e
c
e
ip

t
s
 a

n
d
/
o
r
 

d
is

b
u
r
s
e
s
 s

c
h
o
o
l d

is
t
r
ic

t
 fu

n
d
s
) in

 t
h
e
 p

e
n
a
lt

y
 o

f a
t
 le

a
s
t
 

$
2
5
,0

0
0
.

u
F
ile

d
 a

n
d
 r

e
c
o
r
d
e
d
 w

it
h
 c

o
u
n
t
y
 c

h
a
n
c
e
r
y
 c

le
r
k

D
H



Accounting and Reporting &
Financial Reports and Statem

ents
u

Superintendent shall furnish to the school board a 
financial statem

ent of receipts and disbursem
ents 

on or before the last w
orking day of the follow

ing 
m

onth covering the prior period.

u
Listed as agenda item

, discussed, approved and 
becom

e part of the m
inutes

u
Required statem

ents, claim
s docket and disposal 

of fixed assets

D
I &

 D
IB



M
inim

um
 Required Financial Statem

ents

u
Reconciled bank statem

ents
u

Statem
ent of revenues and expenditures –

m
onthly for each fund

u
Current budget status

u
Cash flow

 statem
ent by m

onth –
district 

m
aintenance fund

u
Com

bined balance sheet –or-
current fund equity 

balances –
at a m

inim
um

 general and special 
revenue funds

D
IB



Contract Approval

u
The board can set a dollar am

ount of construction 
contracts that shall be review

ed by the board 
attorney w

ith final approval reserved to the 
board. 

u
For all other contracts, the superintendent, 
business m

anager, board attorney, and any other 
person involved w

ith the contract shall decide the 
nature and extent of review

 needed. 

u
All contracts m

ust be in w
riting.

D
JAAA



Purchasing Authority

u
Purchasing agent shall be the superintendent and 
any other em

ployee(s) designated by policy

u
Purchasing agents negotiate for and purchase 
com

m
odities and services for their specific areas 

of responsibility w
ithin the lim

its of budget and 
purchasing law

u
M

ust be individually bonded

D
JEA



Acceptance of G
ifts From

 Vendors or Suppliers

u
A
ll e

m
p
lo

y
e
e
s
 s

h
o
u
ld

 m
a
in

t
a
in

 in
t
e
g
r
it

y

u
M

o
d
e
s
t
 e

n
t
e
r
t
a
in

m
e
n
t
 s

u
c
h
 a

s
 a

 m
e
a
l o

r
 r

e
fr

e
s
h
m

e
n
t
s
 in

 

c
o
n
n
e
c
t
io

n
 w

it
h
 a

t
t
e
n
d
a
n
c
e
 a

t
 c

o
n
fe

r
e
n
c
e
s
, t

r
a
in

in
g
 e

v
e
n
t
s
, 

p
r
o
fe

s
s
io

n
a
l m

e
e
t
in

g
s
 a

n
d
 e

v
e
n
t
s
 s

p
o
n
s
o
r
e
d
 b

y
 p

r
o
fe

s
s
io

n
a
l 

o
r
 e

d
u
c
a
t
io

n
a
l a

s
s
o
c
ia

t
io

n
s
 is

 n
o
t
 c

o
n
s
id

e
r
e
d
 a

 g
ift

.

u
P
r
o
h
ib
it
io
n
:

N
o
 b

o
a
r
d
 m

e
m

b
e
r
 o

r
 e

m
p
lo

y
e
e
 s

h
a
ll s

o
lic

it
 a

n
y
 

p
e
r
s
o
n
a
l fa

v
o
r, g

ift
, g

r
a
t
u
it

y, o
r
 o

ffe
r
 o

f e
n
t
e
r
t
a
in

m
e
n
t
 

d
ir

e
c
t
ly

 o
r
 in

d
ir

e
c
t
ly

 fr
o
m

 a
 s

u
p
p
lie

r, v
e
n
d
o
r, o

r
s
e
r
v
ic

e
 

p
r
o
v
id

e
r
s

w
h
o
 is

 d
o
in

g
 o

r
 s

e
e
k
in

g
 t

o
 d

o
 b

u
s
in

e
s
s
 w

it
h
 t

h
e
 

s
c
h
o
o
l d

is
t
r
ic

t
.

B
o
a
r
d
 m

e
m

b
e
r
s
 o

r
 s

c
h
o
o
l e

m
p
lo

y
e
e
s
 s

h
a
ll 

n
e
v
e
r
 a

c
c
e
p
t
 g

ift
s
 d

u
r
in

g
 t

h
e
 b

id
d
in

g
 p

r
o
c
e
s
s
, in

 t
h
e
 w

a
it

in
g
 

p
e
r
io

d
 fo

r
 r

e
n
e
w

a
l o

f a
 c

o
n
t
r
a
c
t
 o

r
 a

g
r
e
e
m

e
n
t
, o

r
 a

t
 a

 t
im

e
 

w
h
e
n
 n

e
g
o
t
ia

t
io

n
s
 w

it
h
 v

e
n
d
o
r
s
, s

u
p
p
lie

r
s
, o

r
 s

e
r
v
ic

e
 

p
r
o
v
id

e
r
s
 a

r
e
 o

n
g
o
in

g
.

D
JEIB



Bill Paym
ent Authorization: Capital 

Equipm
ent, G

oods and Services
u

The board m
ust set the dollar lim

its of w
hat they 

delegate to the superintendent regarding claim
s 

approvalto be ratified by the board at the next 
regularly scheduled m

eeting after paym
ent is 

m
ade.

u
Can also ratify travel related expenses, field trip 
related expenses, utility related expenses, debt 
related expenses insurance paym

ent related 
expenses, etc.

D
JEJA



Student Activities Fund M
anagem

ent

u
Activity funds m

ay only be expended for any 
necessary expenses or travel costs designed by 
state law

 and the school board deem
s beneficial 

to the official or extracurricular program
s of the 

district.
u

The school board is authorized to conduct, or m
ay 

authorize others to conduct, on behalf of the 
school district, fund-raising activities deem

ed by 
the board, in its discretion, to be appropriate or 
beneficial to the official or extracurricular 
program

s of the district.
D

K



Fixed Asset Policy &
School Properties D

isposal Procedure

u
Tagging requirem

ents in accordance w
ith the 

O
ffice of the State Auditor -

Cost over $1,000 and highly w
alkable designated 

by the O
ffice of the State Auditor and the school 

board
u

Physical inventory (at least annually)
u

D
isposal in accordance w

ith state law
 after board 

approval 
u

Accountability requirem
ents

D
M

 &
 D

O



School Facility Rental &
 

U
se of School Property

u
The first priority in the use of its school property is the education of 
children in the district.

H
ow

ever, district can allow
 the public use of 

indoor or outdoor school property during non-school hours for 
purposes of recreation or sport, to support active living, reduce 
obesity, reduce health care costs associated w

ith obesity, increase 
com

m
unity safety, m

axim
ize com

m
unity resources, and prom

ote 
com

m
unity support for schools.

u
Local citizens can also use the property for other reasonable general 
public use including religious, political, literary, com

m
unity, cultural, 

scientific, m
echanical, agricultural, or parental involvem

ent purposes.

u
The board shall exercise its authority to fix and collect rentals, rates, 
and charges for the occupancy or use of school property in such 
am

ounts and in such m
anner as m

ay be determ
ined.

EB
H

 &
 EB

H
A



School Facility Rental &
 

U
se of School Property

u
A public liability insurance policy w

hich insures this school district 
against loss due to bodily injury or property dam

age in the am
ount of 

$(set am
ount) and $(set am

ount) respectively shall be in effect during 
the full term

 of use by you of any facility.

u
Securing the required insurance coverage shall be the responsibility of 
the individual renting the facility at his sole cost and expense.

u
School facility users shall not allow

 sm
oking and shall not serve food 

and/or drink except in those areas that m
ay be designated by the 

school adm
inistrator having responsibility for a facility.

u
School facility users are responsible for any dam

age or theft to the 
facility and/or equipm

ent due to user's occupancy regardless of 
cost.

The superintendent m
ay require a refundable cash deposit to be 

used in case of dam
age or theft.

EB
H

 &
 EB

H
A



School Facility Rental &
 

U
se of School Property

u
Required Application Form

 should include -

Rental Am
ount for rehearsal/event/outdoor venues

Rates for school related/governm
ent/public service/com

m
ercial

Rental am
ount for A/C or outside lighting

Am
ount for supervision/security

Tim
es

Am
ount for tim

e overages

Proof of required Insurance

Accept responsibility for theft/loss

Approval/Signatures
EB

H
 &

 EB
H

A



D
onated Leave

u
Any em

ployee m
ay donate a portion of his or her unused accum

ulated 
personal leave or sick leave to another em

ployee of the sam
e district 

w
ho is suffering from

 a catastrophic injury or
illness

or w
ho has a 

m
em

ber of his or her im
m

ediate fam
ily suffering from

 a catastrophic 
injury or

illness.

u
Before an em

ployee m
ay receive donated leave, he or she m

ust 
provide the school district w

ith a physician's statem
ent that states 

that the
illness

m
eets the catastrophic criteria, the beginning date of 

the catastrophic injury or
illness,

a description of the injury or
illness, 

a prognosis for recovery and the anticipated date that the recipient 
em

ployee w
ill be able to return to w

ork.

u
Before an em

ployee m
ay receive donated leave, the superintendent 

of education of the school district shall appoint a review
 com

m
ittee 

to approve or disapprove the said donations of leave, including the 
determ

ination that the
illness

is catastrophic w
ithin the m

eaning of 
this section.

G
A
D

F



D
onated Leave

u
"Catastrophic injury or

illness" m
eans a life-threatening injury 

or
illness

of an em
ployee or a m

em
ber of an em

ployee's im
m

ediate 
fam

ily that totally incapacitates the em
ployee from

 w
ork, as verified 

by a licensed physician, and forces the em
ployee to exhaust all leave 

tim
e earned by that em

ployee, resulting in the loss of com
pensation 

from
 the local school district for the em

ployee.

u
Conditions that are short-term

 in nature, including, but not lim
ited 

to, com
m

on illnesses
such as influenza and the m

easles, and com
m

on 
injuries, are not catastrophic. Chronic

illnesses
or injuries, such as 

cancer or m
ajor surgery, that result in interm

ittent absences from
 

w
ork and that are long-term

 in nature and require long recuperation 
periods m

ay be considered catastrophic.

u
"Im

m
ediate fam

ily" m
eans spouse, parent, stepparent, sibling, child or 

stepchild, grandparent, stepbrother, or stepsister.
G

A
D

F



Professional Personnel Expenses
u

Professional personnel w
ho have first been authorized by the 

superintendent to travel in the perform
ance of their duties shall be 

advanced/reim
bursed as indicated below

:

u
For each m

ile actually and necessarily traveled in the em
ployee's 

autom
obile or other private m

otor vehicle _____ cents per m
ile.

u
W

hen such travel is done by m
eans of a public carrier or other m

eans 
not involving a private m

otor vehicle, the em
ployee shall receive as 

travel expense the actual fare or other expenses incurred in such 
travel;

u
Em

ployees shall be reim
bursed for other actual expenses such as 

m
eals, lodging, registration and other necessary expenses incurred in 

the course of such travel, subject to lim
itations placed on m

eals for 
official travel by the State D

epartm
ent of Finance and Adm

inistration 
and rules and regulations adopted by the State D

epartm
ent of Audit.

G
B
R
F



Fair Labor Standards Policy
u

Certain em
ployees are exem

pt from
 coverage of the FLSA and are not 

subject to com
pensation for overtim

e w
ork.

Exem
pt em

ployees 
include executive, adm

inistrative and professional 
em

ployees.
Exam

ples include certified professional em
ployees such 

as teachers, counselors, supervisors and adm
inistrators.

Certain non-
certified adm

inistrators are also exem
pt and include business 

m
anagers, transportation directors, m

aintenance directors and other 
sim

ilar adm
inistrative and supervisory positions.

u
Em

ployees in the job classifications listed below
 are generally 

considered to be non-exem
pt and are covered by the FLSA unless a 

specific exception exists.
Exam

ples include secretaries, bookkeepers, 
clerks, m

echanics, janitors, cafeteria em
ployees, assistant teachers, 

substitute teachers, bus drivers, m
aintenance em

ployees, security.

G
C
R
A
A



Fair Labor Standards Policy
u

Each
 e

m
p
loye

e
 su

b
je

ct to th
e
 FLSA sh

all b
e
 p

aid
 for all h

ou
rs 

w
o
r
k
e
d
.

C
om

p
e
n
sab

le
 tim

e
 in

clu
d
e
s all tim

e
 th

at an
 e

m
p
loye

e
 is 

re
q
u
ire

d
 to b

e
 on

 d
u
ty.

C
offe

e
 b

re
aks, w

aitin
g tim

e
 an

d
 m

e
al p

e
riod

s, 
w

h
ich

 are
 fre

q
u
e
n
tly in

te
rru

p
te

d
 b

y calls to d
u
ty, are

 h
ou

rs w
orke

d
 an

d
 

are
 com

p
e
n
sab

le
.

u
H

ou
rs w

orke
d
 sh

all b
e
 accu

rate
ly re

cord
e
d
 b

y e
ach

 e
m

p
loye

e
 on

 th
e
 

m
on

th
ly or w

e
e
kly tim

e
 sh

e
e
t in

 th
e
 form

 w
h
ich

 is p
rovid

e
d
 b

y th
e
 

D
istrict.

Em
p
loye

e
s u

sin
g tim

e
 sh

e
e
ts sh

all fu
rn

ish
 all in

form
ation

 
re

q
u
e
ste

d
 an

d
 sh

all re
cord

 th
e
 e

xact tim
e
 of arrival an

d
 d

e
p
artu

re
 from

 
w

ork.
Em

p
loye

e
s are

 e
xp

e
cte

d
 to arrive

 an
d
 d

e
p
art at th

e
 tim

e
 sp

e
cifie

d
 

b
y h

is/h
e
r su

p
e
rvisor u

n
le

ss re
q
u
e
ste

d
 to w

ork ove
rtim

e
 b

y h
is/h

e
r 

im
m

e
d
iate

 su
p
e
rvisor.

A
ll ove

rtim
e
 sh

all b
e
 re

cord
e
d
 b

y e
ach

 e
m

p
loye

e
 

on
 th

e
 tim

e
 sh

e
e
t.

u
N

o ove
rtim

e
 sh

all b
e
 w

orke
d
 w

ith
ou

t p
rior w

ritte
n
 p

e
rm

ission
 b

y th
e
 

e
m

p
loye

e
's im

m
e
d
iate

 su
p
e
rvisor.

In
 th

e
 e

ve
n
t of e

m
e
rge

n
cie

s re
q
u
irin

g 
w

ork in
 e

xce
ss of 40 h

ou
rs in

 a w
ork w

e
e
k, th

e
 e

m
p
loye

e
 sh

all in
form

 
h
is/h

e
r su

p
e
rvisor as soon

 as p
racticab

le
 re

gard
in

g th
e
 ove

rtim
e
 w

orke
d
.

G
C
R
A
A



Fair Labor Standards Policy
u

O
vertim

e –

The em
ployee shall be paid not less than

1½
tim

es his/her regular 
rate of pay for all hours w

orked over 40 hours in a w
ork 

w
eek.

O
vertim

e pay due an em
ployee shall be com

puted on the 
basis of hours w

orked in each w
ork w

eek.

u
Policy sets w

ork w
eek.

u
M

inim
um

 W
age -

All em
ployees subject to the FLSA shall be paid not less than the 

current m
inim

um
 w

age.

G
C
R
A
A



School Board O
versight Checklist

Task
A

nnually
A

s N
eeded

Each M
tg.

A
p
p
r
o
v
e
: B

a
n
k
 A

c
c
o
u
n
t
 C

h
a
n
g
e
s
, 

F
is

c
a
l P

o
lic

ie
s
 &

 P
r
o
c
e
d
u
r
e
s
, V

e
n
d
o
r
 

C
o
n
t
r
a
c
t
s

R
e
v
ie

w
 S

t
u
d
e
n
t
 E

n
r
o
llm

e
n
t
 &

 A
D

A

R
e
v
ie

w
 F

in
a
n
c
ia

l S
t
a
t
e
m

e
n
t
 P

a
c
k
a
g
e

R
e
v
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School Board O
versight Checklist

Task
A

nnually
A

s N
eeded

Each M
tg.

Review
 Bank A

ccounts: 
O

pening/Closure/Signatory

Review
 &

 Recom
m

end O
perational 

Contracts and A
greem

ents

H
old School M

anagem
ent Team

 A
ccountable 

for Fiscal O
perations

Review
 Financial Statem

ents and Cash Flow
 

Forecast

Review
  Adherence to your  

Fund Balance Policy

U
nderstand  School’s Revenue Sources

Review
 and Discuss Unfunded M

andates by the 
State or Federal Funding Sources

Review
 and U

pdate Fiscal Policies &
 

Procedures



Q
u
e
s
t
io
n
s


