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Great Expectations School
Financial Policies & Procedures 

Approved by the Great Expectations Board of Directors on 2-24-2009.
1st Revision approved 4-12-2010.

2nd Revision approved 2-15-11.

The intent of this document is to outline the process by which Great Expectations School ensures its finances are handled in a manner so as to limit the chance of material misstatement of funds.  This document combines both policies and procedures which are reviewed annually by the Finance Committee.  Any changes to this document must be approved by the Board of Directors.

I. GENERAL

1. The Board of Directors formulates financial policies, delegates administration of the financial policies to the Director, and reviews financial operations and activities.

2. The Director has management responsibility including financial management.

3. Current job descriptions will be maintained for all employees, and Board Officers indicating financial duties and responsibilities.

4. Financial duties and responsibilities must be separated so that no one person has sole control over cash receipts; disbursements; payroll; or reconciliation of bank accounts.

5. Professional financial service providers will be established annually by the Board of Directors and documented in its minutes.
6. The Treasurer will maintain a current and accurate log of the chart of accounts.

7. These policies and procedures will be reviewed annually by the Finance Committee and any updates will be approved by the Board of Directors.

II. BOOKS OF ORIGINAL ENTRY

1. Great Expectations School will utilize a double entry system for accounting for all funds.

2. Great Expectations School will maintain adequate documentation to support all accounting entries.

3. At the end of each month, the Bookkeeper will prepare a Statement of Activities, which will be sent to the contracted accounting agency.

4. After monthly reports, including a comparison to budget, are received from the accounting agency, the Treasurer and/or Director will review them for accuracy and present them to the Finance Committee and Board of Directors.
5. Consistent with Minnesota Department of Education practices, Great Expectations School will maintain its accounting records using fund accounting and the modified accrual basis of recording revenue and expenditures.

III. BUDGETS

1. The Director, in conjunction with the Treasurer, will annually prepare one- and three-year financial budgets for all fund accounts.

2. The Board Secretary will ensure that budgets are on file.

3. The Board of Directors must approve proposed changes in the current budget, should expected total  revenues or total  expenses change  by more than 3%. 

4. The Board of Directors will review the budget each January.

IV. CASH RECEIPTS (Including Checks)

1. The Office Administrator opens any correspondence, whether delivered to the Post Office Box, or hand delivered, addressed to Great Expectations School or without specific addressee.  
2. The receipt of checks or cash will be recorded in the Deposit Log.

3. The Deposit Log will include the source and amount of each receipt as well as a deposit total, date of deposit, and account(s) to be credited.

4. The Office Administrator, Director, or Bookkeeper will endorse all checks with a stamp stating the funds are for deposit only.

5. The endorsement stamp will specify into which account (savings, checking) the deposit will be made.

6. Deposit slips will be filled out in duplicate.  Bank receipts will be attached to the duplicate slip and filed chronologically.

7. Receipts will be deposited intact.  No disbursements will be made from cash or check receipts prior to deposit; the only exception being if more supplies are immediately needed at a fundraising event.
8. The Office Administrator, Director, or Bookkeeper will provide a receipt for all cash or checks received.

V. PURCHASE ORDERS 

1. Staff members may incur expenses and purchase only items that are within the limitations of the then-current approved budget.
2. Staff members who incur expenses under $25 with their personal funds, will submit a completed Expense Report to the Office Administrator for reimbursement from the Petty Cash fund.
3. Staff members will fill out a Purchase Order for any expenditure request over $25 and submit it to the Director for approval.
4. Purchase Orders must be approved (demonstrated by an initial or signature) prior to incurring an expense by the Director if under $1000.00 or the Board of Directors if over $1000.00.  The Director may approve expenditures verbally when necessary, provided that a Purchase Order is prepared and approved as soon as practical.
5. Staff members who intend to be reimbursed for expenditures over $25 made with their personal funds, are also required to submit a Purchase Order for approval in advance.  After goods are received, an Expense Report will be filled out and submitted to the Bookkeeper with receipts attached for processing.
6. As ordered items are received, they will be inventoried against the packing slip and the pending Purchase Order (demonstrated by initial) and the packing slip attached to the pending Purchase Order.
7. The Bookkeeper will ensure that invoices received in the mail are matched up with the appropriate Purchase Order(s).

8. Once all items on an invoice are received, the Bookkeeper will process it for payment.

VI. CASH DISBURSEMENTS

1. All invoices not generated from a Purchase Order will be immediately forwarded to the Director who will review all invoices for mathematical accuracy, validity, conformity to the budget (or other board authorization) and compliance with bid requirements.

2. All  invoices not generated from a Purchase Order will be approved (indicated by initial or signature) by the Director in a timely manner, be marked with the appropriate account, and be forwarded to the Bookkeeper for further processing.  By approving an invoice, the Director has ensured that all conditions and specifications on a contract or order have been satisfactorily fulfilled, including inventorying items received against packing slip counts.  The Director is responsible for timely follow-up on discrepancies and payments.

3. All approved invoices will be entered into the accounting system using the “Enter Bills” screen.

4. The Bookkeeper, Director, or sufficiently trained volunteer, will prepare checks on at least a bi-weekly basis.

5. Two authorized signers will be required on all Great Expectations School financial transactions.  At least one signer must be an officer of the board.
6. Authorized signers on Great Expectations School accounts will include the Director, the Chief Financial Officer, and officers of the Board of Directors.

VII. CHECKS

1. The Bookkeeper will be responsible for maintaining physical control over all blank checks.

2. The Bookkeeper or sufficiently trained volunteer will generate checks for approved invoices through the accounting system using the “Pay Bills” screen.     

3. In addition to payments for items part of the currently approved budget, any payment obligated as a part of a then current and previously approved budget may be made.

4. The Board will review all check payments monthly.

5. All invoice payments not within budgetary constraints need prior Board approval.

6. Once the checks have been signed, the bookkeeper will distribute checks and file the check stubs and related documentation.
7. Voided checks will have “VOID” written boldly in ink on the face.  Voided checks will be kept on file.

8.  In no event will:

A. Invoices be paid unless approved by an authorized signer

B. Blank Checks (checks without a date or payee designated) be signed in advance

C. Checks be prepared without written documentation, unless approved by the Director or another authorized signer.
9. In the event that it is necessary to issue duplicate replacement for checks in an amount over $100, a stop payment will be ordered on the original check.

VIII. ELECTRONIC FUNDS TRANSFERS

1. The Board of Directors will annually authorize initiators of Electronic Funds Transfers.

2. Authorized initiators may initiate a one time or ongoing Electronic Funds Transfer for payment of any expense within budgetary guidelines.

3. Adequate documentation for all Electronic Funds Transfers will be maintained.

4. Authorized initiators may transfer funds between established bank accounts to avoid a deficit balance, to pay off debt, or to transfer debt to an account which bears a lower interest rate.

5. The Board of Directors will review all Electronic Funds Transfers monthly.

VIII. BANK RECONCILIATIONS

1. Bank statements will be received directly and opened by the Bookkeeper.   Statements may also be retrieved electronically by the Director or the Bookkeeper.

2. The  Bookkeeper will reconcile the bank statement monthly.

3. The Finance Committee shall verify the reconciliation of the bank accounts on at least a quarterly basis.

IX. PAYROLL

1. Each hourly employee will be responsible for completing a time sheet on a semi-monthly basis.

2. Completed time sheets will be dated and signed by the employee, and will be submitted to the Director at the end of the last working day of each pay period. (The 8th and 23rd of each month)

3. No payroll checks will be issued without a completed time sheet.

4. Incomplete time sheets and cards will be returned to the employee for correction.

5. The Director will verify the accuracy of the time sheets for General Education and Administrative personnel and the Special Education Coordinator will provide verification for Special Education personnel.

6. The Bookkeeper will send a summary of completed and reviewed timesheets to the contracted payroll agency for processing.

7. All employees will be paid semi-monthly. (The 15th and  last day of the month)

8. Deductions will be itemized on each paycheck.

9. The contracted payroll agency will enter payroll information, print payroll checks, make direct deposit transfers, process payroll reports, and send reports via e-mail to the Director and Bookkeeper.

10. The Director or Bookkeeper will print payroll reports and file chronologically.

11. The Director or Office Administrator will distribute the payroll checks and direct deposit records to the employees.  Checks or direct deposit records will not be issued to any person other than the employee without written authorization from the employee.

12. The Bookkeeper is responsible for entering payroll reports into the accounting system.

13.   Absent extenuating circumstances, voluntary and involuntary terminations will be paid at regular pay date.

14. The payroll agency will prepare the payroll tax deposits and returns, W-2 forms, and 1099 forms.  The Director or other authorized signer will sign and transmit these documents.
15. Retirement benefits will be prepared and transmitted by payroll agency in accordance with the personnel policies and benefit plan.

X. TRAVEL & EXPENSES

1. Travel and related expenses are covered by the Purchase Order policies and procedures above.

2. Each employee will complete an Expense Report if any traveling is done.  Expense Reports will include all expenses including credit card charges.  Expense Reports will reflect reimbursement sources other than Great Expectations School.

3. The completed Expense Report must be submitted to the Bookkeeper for payment within 30 days of the expenditure.
4. Receipts must be attached to the Expense Report for lodging, common carrier transportation, and meals as applicable.
5. Expense Reports must include a total, the account to be charged, the employee’s signature, and the Director’s approval.  Incomplete Expense Reports will not be processed, but returned to the employee.

6. Employees and board members will be reimbursed for travel and other related expenses at the current rate set by the Board.  
7. The travel reimbursement rate set by the Board of Directors will not exceed the current rate set by the IRS.
XI. CONSULTANTS

1. Staff members may incur expenses for consultants and contracted services only for items that are within the limitations of the then-current approved budget.

2. Consideration will be made of internal capabilities to accomplish services before contracting for such services.

3. Written contracts clearly defining work to be performed, terms and conditions will be maintained for all consultant and contract services.

4. The qualifications of the consultant and reasonableness of fees will be considered in hiring consultants.

5. Contracts for services will be approved by the Director or Special Education Coordinator as appropriate.

6. Consultant and contracted services will be paid for as work is performed or as delineated in the contract.

7. The Board of Directors will approve all contracts for services over $5,000.

8. The Payroll Agency will prepare 1099 returns for consultants at year end.

XII. PROPERTY

1. Equipment shall be defined as all items (purchased or donated) with a unit cost of $1,000 or more and a useful life of more than one year.

2. The Director will maintain an inventory log of all equipment which shall list a description of the item, date of purchase or acquisition, price or fair value of the item, its location, and any disposition.

3. A depreciation schedule shall be prepared at least annually for the audited financial statements.

4. The Bookkeeper will record all equipment in the accounting system.  An entry must be made whenever property is disposed of or acquired.

XIII. LEASES

1. The Director will review leases prior to submission to the Board of Directors for approval.

2. All leases, clearly delineating terms and conditions, will be approved by the Board of Directors and signed by at least two officers of the Board of Directors.
3. The Director will keep a copy of each lease on file.

4. The Accounting Agency will be notified of each lease and lease specifications, and will make proper general journal entries for same.

XIV. INSURANCE

1. Reasonable, adequate insurance coverage will be maintained to safeguard the assets of Great Expectations School.  Such coverage will include property and liability, Worker’s Compensation, employee dishonesty and other risk areas deemed necessary.

2. The Director will carefully review insurance policies before renewal.

3. The Board of Directors will approve insurance contracts annually.

4. The Director will maintain insurance policies in insurance files.

5. Insurance policies will correspond to the fiscal year whenever possible.

XV. LOANS

1. The Board of Directors will approve loans to Great Expectations School.

2. A promissory note will be prepared and signed by the Board Chair and another officer of the Board before funds are borrowed.

XVI. FORM 990

1. The Board of Directors in conjunction with the audit will authorize preparation of Form 990.  Form 990 will be signed by an officer of the Board.

2. Copies of Form 990 will be filed in the Director’s and Secretary’s files, and a copy of Form 990 and Form 1023 shall be located at the front desk for public inspection and/or copying.
XVII. AUDITS

1. The Board of Directors shall annually contract with an independent auditing firm a full audit of the books, to be completed prior to the following first of October.

Audit Preparation List

1. Confirmation letters for all bank accounts.  The auditors should provide a form you can fill out with banking information which allows them to get information from the bank.

2. Attorney letters to confirm a lack of any potential litigation or other potential problems which could substantially affect the school’s operations.

3. A list of all checks written during the year.

4. Year-to-date general ledgers.

5. Trial balances for all funds as of June 30th.

6. Year-end bank reconciliations as well as a copy of the July bank statement.

7. Schedules supporting all balance sheet accounts, including Account Receivable, Accounts Payable, and any other accounts with balances at year end.

8. A detailed list of fixed assets added and removed during the year and the complete listing as of June 30th.

9. Receipts ledgers and check registers for July.

10. A listing of all grant revenue and expenditures for the year.  A single audit will be performed if federal expenditures exceed $300,000.00

11. List of school personnel.

12. Year-to-date payroll reports as well as the payroll register for July.

13. Copies of long-term leases (or other multi-year obligations) entered into during the year.

14. Changes made to personnel or other significant policy changes.

15. Signed Board minutes.

16. Copy of the budget for the fiscal year being audited.

17. PERA  and TRA reports

18. Copies of insurance policies for property, liability, worker’s compensation, employee heath, etc.

19. Information on building debt.

20. Calculations of the required capital/insurance reserve allocation and the capital construction funding.  Documentation of how the money was spent.
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