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Section 3:  ACCOUNTING

Internal Financial Controls

The Board expects all board members, employees, volunteers, consultants, vendors, contractors, students and other parties maintaining any relationship with the school district to act with integrity, due diligence, and in accordance with all laws in their duties involving the school district’s resources.  The board is entrusted with public dollars and no one connected with the school district should do anything to erode that trust.

Internal control is the responsibility of all employees of the school district.  The superintendent, directors of finance and board secretary shall be responsible for developing internal controls and procedures designed to prevent and detect fraud, financial impropriety, or fiscal irregularities within the school district subject to review and approval by the board.  Administrators shall be alert for any indication of fraud, financial impropriety, or irregularity within the administrator’s area of responsibility.


Any employee who suspects fraud, impropriety, or irregularity shall report their suspicions immediately to their immediate supervisor or to the superintendent.  The superintendent shall have primary responsibility for any necessary investigations and shall coordinate investigative efforts with the board’s legal counsel, auditing firm, and other internal or external departments and agencies, including law enforcement officials, as the superintendent may deem appropriate.


Employees bringing forth a legitimate concern about a potential impropriety will not be retaliated against and those who do retaliate against such an employee will be subject to disciplinary action up to, and including, discharge.


In the event the concern or complaint involves the superintendent, the concern shall be brought to the attention of the board president who shall be empowered to contact the board’s legal counsel, insurance agent, auditing firm, and any other agency to investigate the concern or complaint.


Upon approval of the board, the superintendent may contact the State Auditor or elect to employ the school district’s auditing firm or State Auditor to conduct a complete or partial forensic/internal control/Statement on Auditing Standards (SAS) No. 99 audit annually or otherwise as often as deemed necessary.  The superintendent is authorized to order a complete forensic audit if, in the superintendent’s judgment, such an audit would be useful and beneficial to the school district.  The superintendent shall ensure the State Auditor is notified of any suspected embezzlement or theft pursuant to Iowa law.  In the event there is an investigation, the Superintendent will maintain records for use in the investigation.  Individuals found to have altered or destroyed records will be subject to disciplinary action up to, and including, termination.
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Internal Financial Controls

Department Area

1. CASH CONTROLS

· Petty Cash – The request to replenish a building’s petty cash fund must have a reconciliation sheet with attached invoices and account codes.  No individual purchase over $ 25 will be allowed. 

· Cash Deposit Policy – All money must be deposited on the last business day of each week as well as the 20th of each month and the last business day of each month.  This is a minimum requirement, as the business office would prefer a daily deposit if possible.

· No District personnel shall exchange cash for a check from the cash deposits or petty cash funds.

· Cash funds should never be left unattended.

· The Assistant Director of Business Services/Finance will review each month’s bank reconciliation.

· The Assistant Director of Business Services/Finance will review the Activities Department accounting ledger for athletic events and concession sales.

· Depository Limit – The Board Secretary will monitor bank balances weekly by reviewing balances online to ensure that the limit is not exceeded.

· Payroll checks are posted and printed by one employee and signed and processed by another.

· An employee who doesn’t print or process checks reconciles the monthly bank statement.

2. FIXED ASSET CONTROLS

· All equipment with a cost of $ 1,000 or more shall be recorded into the fixed asset system and tagged with a District bar code.

· A physical inventory within all District buildings shall be conducted on a four year rotating cycle under the supervision of the Business Office.

3. ACCOUNTS PAYABLE CONTROLS

· The Executive Director of Finance and Business Services will sign all District general fund purchase orders.

· The individual-building principals must approve all student activity purchase orders.

· An original invoice must be received and attached to the purchase order to process for payment.

· The Assistant Director of Business Services/Finance will review all purchase orders for proper account coding before payment. 

4. PAYROLL CONTROLS

· Timecards and attendance cards are approved and signed by a School/Building Administrator.

· Substitute timecards and slips are checked against the employee’s absence on attendance card or timecard.

· Payroll edit list is checked and signed by the Payroll/Benefits Manager before checks are posted.

· Benefits are figured by the Payroll/Benefits Manager and processed by the Payroll/Budget Coordinator.

· Payroll/Benefits department verifies staff recommendations and contracts from the Human Resources department.

· W-4’s are checked against social security card information when employees are set up.

· Insurance premiums are paid by what is processed in the Payroll/Benefits department not by what is billed by the companies; company billings are updated to our records.
5. CREDIT CARDS/PROCUREMENT CARDS (P-CARDS)

· District credit cards and P-cards may only be used to purchase goods and services for District use.

· Employees using credit cards or P-cards must submit an original receipt, or other acceptable documentation of goods or services purchased, to the District’s Finance and Business Department.
