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INTRODUCTION
School districts operate under “Dillon’s Rule”. School districts have only that authority specifically granted to them through the laws and code of Iowa.  The Iowa Constitution and Iowa Code address the “Public Purpose” concept regarding the use and appropriation of public funds and property and anyone using such public funds/property for private purpose, personal gain, or to the detriment of the public office commits a serious misdemeanor.  The following questions should be considered before using public money – (1) Does the expenditure directly benefit a significant part of the public?  (2)  Is a public purpose served?  (3)  If the local paper headlines stated that public funds were used to pay for “xyz”, how would the community react?  (4)  Can the community see the relationship of the expenditure to the education of children?

Guiding Principle:

This handbook outlines business procedures to use in procuring merchandise, requesting reimbursement for travel expenses and issuance of school district checks.  

General Fund and Student Activity funds are “public funds” governed by state law and Board policy.  Handling funds in the public school is a serious matter.  Auditors for public funds require a strict accounting of all school district funds.  To ensure that the money is managed appropriately, specific procedures have been established.  This document is intended to assist you in conforming to these regulations. 
Please keep in mind that these procedures are established to handle school business efficiently and simply while following the laws established by the Code of Iowa and Board Policy.

All forms referred to in this handbook may be obtained on the District website.

Personal Responsibility:

Failure to follow appropriate fund management procedures may force the District to hold an employee personally responsible for incurred expenses.  Sponsors, coaches and teachers may not operate school business from their personal bank accounts. 
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PURCHASING & BIDDING (Board Policy 705.1)
· The superintendent shall have the authority to authorize purchases without prior board approval and without competitive request for proposals, quotations, or bids for goods and services up to $10,000.

· For goods and services costing at least $10,000 and up to $100,000, the superintendent shall receive proposals, quotations, or bids for the goods and services to be purchased prior to board approval. The quotation process will require written quotations.

· For goods and services exceeding, $100,000 the competitive request for proposal (RFP) or competitive bid process shall be used and received prior to board approval. RFPs and bids are formal, written submissions via sealed process.

· For all purchases of goods and services over $10,000, the district will provide public notice to possible bidders via the local newspaper, the district’s website and/or local radio.
EMPLOYEE PURCHASING

Employees must submit a requisition PRIOR to ANY purchase and must receive an approved purchase order in order to make the purchase.  This includes classroom and office supplies, requests for service work on district equipment, registrations, membership dues, and resale items (t-shirts, band instrument supplies).

Requisition Defined:  
A Requisition is a request that all employees must submit to his/her Administrator/Supervisor prior to making ANY purchase.  With this form, you are requesting to purchase something.  This is just a request and does not become a purchase order until it is approved!
Purchase Order Defined:

Once your Administrator/Supervisor has approved the requisition you submitted, central office staff will create an actual Purchase Order that can be used to order your supplies.  

PURCHASE ORDER PROCESS
1) Employee submits a request for materials/services through WebLink (please see the document titled “Online Requisition Request” for instructions).
2) Requisition is sent through WebLink for approval.
3) A purchase order is created by the Business Office and emailed to the appropriate employee.  Once the purchase order is received, you can then place your order.  When placing an order, always reference the purchase order number on the invoice and instruct the vendor to send the invoice to the Business Office, 1100 Linn St, Atlantic, IA  50022.   Please forward invoices received in the building to the Business Office. 
4) When placing an online order, forward the confirmation e-mail or a printed copy of the invoice created online to acsdinvoice@atlanticiaschools.org.  Please be sure you reference the purchase order number.

5) When merchandise is received, record the date it is received and verify the accuracy of the order.  
6) When the invoice is received, Accounts Payable will match the invoice with the purchase order and process for payment.
NOTES
· The Business Office should never receive an invoice prior to issuance and approval of a purchase order.

· Employees that do not use the purchase order procurement system may be held personally responsible for the purchase.

· The Board of Education strongly supports business transactions with local vendors if the goods/services are of acceptable quality and are price competitive. 

CREDIT CARD PURCHASES FOR ONLINE ORDERING (Board Policy 401.10)
When placing an online order using the credit card:

1) Submit a requisition for the item(s) being purchased.

2) Secure an approved purchase order from the Business Office. 

3) Place your order online, referencing the purchase order number in the special directions or comments section of the order. 

4) Attach supporting copies of invoices, confirmation of order, e-mails or receipts for the purchase to the purchase order.
5) Forward the purchase order and supporting documentation to the Central Office/ Business Office. 

HY-VEE & WALMART CARD PURCHASES (Board Policy 401.10)
The District has credit cards for purchases made at Hy-Vee and Walmart, as they do not accept purchase orders.    It is important to notify the cashier of our tax exempt status, either verbally (Hy-Vee) or by handing them the tax exempt certificate (Wal-Mart), prior to the start of the transaction.  
1) Submit a requisition for the item(s) being purchased.

2) Secure an approved purchase order from the Business Office
3) Hy-Vee & Wal-Mart cards may be checked out from the building secretary upon presentation of an approved purchase order.
4) Upon completion of purchase with a purchase order, return credit card to building secretary, attach receipt to the purchase order and forward to the Business Office.  Do not keep credit cards overnight.
FUNDRAISERS (Board Policy 504.5)
Students may raise funds for school-sponsored events with the permission of the building principal or activities director.  Revenue raised for student activity funds must be used for co-curricular or extra-curricular activities.  It cannot be used for items used in the curriculum.  It cannot be used to purchase classroom supplies, clothing, etc., for staff (Iowa Code 298A.8).  Failure to follow appropriate fund management procedures may force the district to hold you personally responsible for incurred expenses.  

1) Complete the Fundraising Approval form and submit to Building Principal or Activities Director for approval PRIOR to the fundraiser.
2) Students/parents should be informed of the goal of the fundraiser and given the option to write a check to the organization.

3) Each student should be given the “Money Receipted from Fundraisers” form.  All forms should be turned into the Business Office once the fundraiser is complete.

4) Rewards to specific students are not allowed. 
5) During fundraising, an accurate accounting of merchandise and funds must be maintained.  
6) Deposit funds daily with the building secretary for safekeeping.  Do not hold funds in the classroom, desk or file cabinet overnight.

7) Remember you are acting as an agent of the Atlantic Community School District and                                                                            are bound by Iowa law regarding handling of public funds.  Failure to follow appropriate fund management procedures may force the district to hold you personally responsible for incurred expenses.
8) The district wellness policy must be considered when planning a fundraiser.
9) School organizations are not permitted to make donations to other non-profit organizations unless the particular purpose was identified prior to raising the funds.

STUDENT ACTIVITY ACCOUNTS

Revenue raised for student activity funds must be used for co-curricular or extra-curricular activities.  It cannot be used for items used in the curriculum.  It cannot be used to purchase classroom supplies, clothing, etc., for staff.  (Iowa Code 298A.8)
1) Sponsors are responsible for monitoring the revenues and expenses of their activity.  

2) Student treasurers are responsible for accurate accounting records.

3) A receipt must be given for all cash transactions.

4) A deposit sheet is completed by the responsible individual and given to the building secretary with the collected funds.  The building secretary verifies the deposit and takes the deposit to the official school district depository (bank). Use a receipt sheet for each deposit. A copy of the deposit and receipt sheet is sent to the Business Office within three days of being made.   

5) Money collected must be turned in to the appropriate building office for safe keeping.

6) Purchase order procedures must be followed for all purchases; under no circumstances should a student be allowed to charge and pick up merchandise without a signed purchase order.  An adult sponsor or school personnel MUST do all credit card purchases.

7) Student activity accounts may not operate as a negative balance.

8) Expenditures which lack public purpose shall not be made from public moneys.  Student activity moneys are public funds.  (Uniform Administrative Procedures for School Districts.)  Cash payments to students have been determined by the Auditor of State and Department of Education to not be a public purpose.   

9) All activity fund money belongs to the public and is controlled by the Board of Education; it is not personal spending funds of the individual group or sponsor.
RESALE ACCOUNTS

1) Contact vendor for total cost of items including shipping, silk screening and other additional charges to get an estimate of cost. Do not place the order at this time.
2) Submit a requisition for the item(s) being purchased; include on the requisition that this order if for resale.

3) Take orders from students/staff. Collect money at the time of order, give a receipt to each person and complete a “Resale Money Receipted From Students” form.

4) Submit the approved purchase order for materials/services and the collected funds to the building secretary. A deposit sheet is completed by the responsible individual and given to the building secretary with the collected funds. The building secretary verifies the deposit and prepares the deposit to be delivered to the official school district depository (bank).  Use a receipt sheet for each deposit.  A copy of the deposit and receipt sheet is sent to the Business Office within three days of being made.  The amount due to the vendor and the money collected must be equal. 

5) Follow the purchase order procedure to complete the process.

CAMPS/CLINICS

DISTRICT SPONSORED CAMPS/CLINICS

1) Special activities involving Atlantic students sponsored by Atlantic CSD employees should be scheduled through the Activities Director’s office.  

2) The sponsor will arrange for advertisement of the activity through the district purchasing procedure.  

3) All funds are to be paid to the district and deposited in school district accounts.

4) The camp will make a $50 donation for use of the school facility either indoor or outdoor.  Submit a requires for facilities through rSchools facility scheduler.  
5) The camp sponsor will recruit, assign and determine payment for all activity coaches, officials and helpers.

6) Current employees of the district will be paid through payroll at a rate determined by the camp organizer.

7) Non-employees will provide name, address and social security number on a W9 form.

8) Funds generated through the camp will be directly used to pay all related expenses and all camp employees, with remaining funds credited to the appropriate activity account.

9) Prior to the event, the sponsor shall submit an estimated budget to the Activities Director for approval.  The budget shall include:

a. Projected revenues from entry fees, t-shirt sales, etc.

b. Itemized expenditures including wages paid to all camp staff

c. FICA/IPERS, camp officials, advertising, facility use, camp awards, etc.

d. Fees for the camp should be established to at least break even.

10) Funds placed in the activity account will be used at the direction of the program sponsor for any permissible expense, including but not limited to: camps and clinics for players and/or coaches, travel expenses, supplies, equipment and program appropriate apparel. Coaches’ apparel purchased with activity account funds remain the property of the Atlantic CSD and shall be returned to the Activities Director upon completion of duties.

11) The activities director will approve all planned activities and make provision for the activity fund to pay the costs associated with the camp.

PRIVATELY SPONSORED CAMPS/CLINICS

(Outside group or affiliated organization)

1) Camp/clinic sponsor will contract with the District, via the Activities Director or appropriate building secretary, to use facilities and equipment.

2) The camp/clinic sponsor will pay $50 for use of the facilities.

3) The camp/clinic sponsor will need to provide a certificate of insurance for liability coverage.

4) All advertisements and other materials related to the camp/clinic must clearly identify whether it is a District-sponsored or privately-sponsored camp or clinic.
ACTIVITY GATE PROCEDURES

1) Cash boxes will be established in cooperation with the Activities Director’s Office the day of the event.

2) The ticket manager will set up gate/ticket stations.

3) Never leave the cash boxes unattended under any circumstances.

4) Workers will verify the amount of money in the cash boxes. 

5) Pre-numbered tickets must be torn off for each paying spectator.

6) At the end of the event, money is counted and reconciled to pre-numbered tickets sold by two or more individuals.

7) A reconciliation form will be completed and signed by the individuals responsible for counting and reconciling the cash.

8) The cash boxes will be given to the Activities Director or administrator on duty upon completion of duties.

9) The Activities Director or administrator on duty will secure the cash boxes in a District vault or take to the night depository at the official school district depository (bank).  The Activities Director or secretary will verify the deposit and complete a pre-numbered receipt, then deposit into the official school district depository (bank) the next business day.  A copy of the deposit and receipt sheet will be submitted to the Business Office within three days of being made.  

    10)  It is strictly prohibited for any individuals to take cash collections home.
ISSUANCE OF CHECKS

1) All payments require Board approval at regular board meetings which take place on the second Wednesday of each month.  
2) All invoices or other requests for payment must be received by the first Monday of the month to be included in the current month’s regular board meeting.  

3) Checks will be distributed following the board meeting.
TIME CARDS/TIME SHEETS
1) Certified Employees

Time cards must be completed for all work performed outside of the regular certified contract.  This includes summer professional development and curriculum, weight room supervision, summer education and/or tutoring, credit recovery, etc.   Time cards are submitted on a monthly basis and should not have hours from previous months listed.  All time cards are due by the 5th of the month following the month in which work was completed (i.e. August hours would be submitted by September 5).  Late time cards will not be processed until the next pay cycle.

2) Substitute Certified Employees

Time sheets must be completed, signed and submitted to Central Office by the 5th of the month following the month in which work was completed (i.e. August hours would be submitted by September 5).  Late time sheets will not be processed until the next pay cycle.  

3) Support Staff Employees

Time cards must be completed according to the payroll schedule given out (and available on the website) at the beginning of each school year. This schedule also shows when time cards must reach Central Office (except during holiday periods, this is by the Tuesday afternoon following the end of a pay period).  It is the employee’s responsibility to make sure their time card is submitted in a timely manner; calls will not be made by Central Office to inquire about a missing time card.  Late time cards will not be processed until the next pay cycle.  

4) Substitute Support Staff Employees

Substitute support staff employees are paid according to the pay schedule for permanent support staff employees. All procedures for the permanent support staff employees also apply to substitute support staff employees.  A copy of the payroll schedule may be obtained from any building secretary, as well as our web site.  In addition, substitute support staff employees need to make sure that they list the name of the person they are subbing for rather than a teacher name, room number, etc.  In addition, if assigned to work with an individual student, the name of the student must also be listed.  The administrator for the building in which you provide services must initial the time card for the day(s) in their building.  It is the responsibility of the substitute employee to make sure their time card is submitted in a timely manner.  Late time cards will not be processed until the next pay cycle.  
TRAVEL 

Employees of the school district may occasionally travel to attend conferences, conventions, training seminars or meetings as deemed necessary for carrying out the duties of their position.  All reasonable and approved travel expenses incurred will be reimbursed according to Board Policy (401.7, 401.7R).

1) Employees can request the use of a district vehicle through the Transportation Request Form on the district website. The Transportation Director will review the online request for assignment of a district vehicle and approve based on need and availability. Please allow sufficient time for this process (a minimum of two days is required).

2) Employees must give permission, via background check authorization, for a DMV record check, and provide a copy of a valid driver’s license to the Business Office prior to driving a school vehicle.
3) Remit a travel claim for mileage, meals, hotel, etc.  Itemized original receipts, showing the date, name and address of the business, and detailing the cost incurred, are required.  Credit card slips that do not itemize what was purchased are not acceptable.  

4) All claims for reimbursement must be completed within thirty (30) days of the date incurred.  

HOTEL ROOM RESERVATIONS

1) Purchase orders are required for hotel room reservations.
2) Direct billing may be established for payment with the District credit card.
3) Contact the building secretary to arrange reservations for an approved activity.
4) Reservations must be in the District’s name; not the name of the employee.
5) Always request the government or state rate.
6) Present the Purchase Order to the desk clerk upon arrival.
7) Request a receipt upon checkout and send to the Business Office for confirmation of hotel stay.
PERSONAL REIMBURSEMENTS

1) Obtain an Employee Reimbursement for Expenses form from the District website.

2) Complete the form and attach all receipts. Expenses without a receipt will not be considered.  In most cases, a cancelled check or credit card charge is not a receipt.  Be sure to obtain a detailed receipt if you intend to ask for reimbursement.

3) Submit expense form to the Principal/Supervisor for approval.

4) Expense form is forwarded to the Business Office to be processed. 

5) Claims for reimbursement must be completed within thirty (30) days of the date incurred.  After thirty (30) days the expense becomes a personal expense.
REVENUE / DEPOSITS / RECEIPTS
1) All revenue received by the school district shall be entered into the official accounting system and deposited in the official school district depository (bank).  (Board Policy 701.1)

2) All checks should be turned in to the appropriate building secretary/office for deposit and should be made out to the Atlantic Community School District or ACSD, not the individual school name.  

3) Checks should be issued for the amount of money owed; checks written for over the amount owed cannot be accepted.  Two-party checks cannot be accepted.  
4) All checks must immediately be restrictively endorsed using an endorsement stamp.
5) All checks and cash receipts should be deposited in the bank weekly or when exceeding $100, whichever occurs first.
6) Whenever possible, cash collections should be received directly from students in the building office by personnel designated by the building administrator.  A receipt must be given for all cash transactions.
7) A deposit sheet must be completed and accompany all funds collected and contain signature of the preparer.  Please provide a detailed description of the source of the funds to allow for proper coding.
8) Keep all funds in a locked drawer until deposited. 
9) Copies of all deposits and receipt sheets are delivered to the Business Office via school mail or in person.  
10) Sponsors/teachers should not personally hold any checks or cash.
11) Sponsors/teachers should personally take all proceeds or fees collected from students directly to the building office personnel on a daily basis.
12) Sponsors/teachers will be expected to give receipts for all cash collected. Do not keep money in classrooms overnight.
13) Do not cash checks for staff/students using school funds.  Staff/students must cash checks through one of the local banks.  The District is not a bank. 

14) The District discourages staff and students from carrying cash in the school building.
15) All elementary, middle school and high school receipts must be delivered to the Business Office, via inter-district mail or in person, no later than three days after a deposit has been made.  
16) All cash and checks coming into the building must be checked by someone other than the person making the deposit.  On a receipt, one person will write down the date, amount, cash or check#, and sign stating this is correct.  The other person will be responsible for doing the deposit.  A copy of the receipt will be attached to the elementary, middle school, or high school deposit going to the Business Office and one copy will be kept for the building’s records. 

17) Copies of checks need to be made for all deposits.  Attach the copies to the receipt coming over to the Business Office (within three days of the deposit being made).

PETTY CASH (Board Policy 702)
1) Petty Cash funds may be established in each building.

2) Each building principal will appoint a custodian of the fund.

3) A reconciliation of the petty cash fund will be done at the end of the fiscal year.    

4) The reconciliation form will be completed with receipts attached and delivered to the District Treasurer in the Business Office, via inter-district mail or in person.  

5) The District Treasurer will verify the reconciliation form and submit to the Board Secretary for approval.

6) Reimbursement will be requested by the building administrator to replenish the fund.

7) The District Treasurer will receive the funds and contact the building administrator to pick-up the funds from the Business Office.  
GIFTS AND DONATIONS (Board Policy 704.4)
1) All gifts and donations given to all buildings, activities and departments become the property of the District and are controlled by the Board of Education governed by the board policy and Code of Iowa. 

2) It is the responsibility of the building principal or designee to maintain an accounting of expenditures for donations received in their respective buildings.  Principals are encouraged to spend donations in the current fiscal year. 

GRANTS (Board Policy 704.4)
When employees receive a grant, they must notify the Central Office and provide a copy of the grant award letter and dollar amount awarded.  All expenditures will be done in accordance with the district purchasing policies and procedures.  
SALARY LANE CHANGES (CERTIFIED STAFF)

1) Course Credit Approval:  

Prior to taking course credit hours, all certified staff must gain approval for the class that they intend to take. Fill out the corresponding Request for Approval form and turn it in to Central Office. Once approval has been granted then you may enroll in the course. Upon completion of the course, official transcripts must be acquired and given to Central Office in order to receive credit for the course. 

2) Lane Change:

If you have completed or will complete enough course credit hours to advance to the next lane on the pay scale for the next school year, fill out the Notification of Salary Lane Change form and return it to Central Office by May 1st. Official transcripts must be turned in to Central Office by August 31st in order to receive credit for the courses and to advance on the pay scale.
3) MA Incentive:

Employees who receive an MA in their assigned teaching area or in an area preapproved by the Superintendent after July 1, 2001 shall receive a one-time payment of $1,000. Please fill out the Request for MA Incentive form in order to receive the incentive.

MISCELLANEOUS

Gift Cards / Certificates:  

Gift cards and certificates are considered cash by the IRS.  Gift cards/certificates cannot be given to staff or students.  Gift cards/certificates given to staff would be considered taxable wages by the IRS and would need to be taxed through payroll.  The only exception allowed by the IRS is for rewards for safety records.  The Auditor of State ad DE has determined cash payments to students not to be a public purpose.

Donations:

School organizations are not permitted to make donations to other non-profit organizations unless that particular purpose was identified prior to raising the fund.

Personal Responsibility:

Failure to follow appropriate fund management procedures may force the district to hold you personally responsible for incurred expenses. 

Questions:

Contact your building administrator or the Business Manager in Central Office.
VENDOR LIST
The vendors listed below are all local and will accept a Purchase Order.

Akins

Atlantic Chamber of Commerce

Atlantic Locker

Atlantic Motor Supply

Atlantic Super 8

Atlantic Theater

Bair Firestone

Bierbaum Electric

Brown Electric

Big D’s Coating

Bonnesen’s

Cappel’s

Choice Printing

Curtis Welding

Denny’s Parking Lot

Designer Portraits

Deter Motor

Ed’s Lawn Equipment

Fish Store, The
Fischer Photography

Frederick Photography

Interior Touch

JJ Graphics

Lindeman Tractor

Pizza Ranch

Lloyd and Meredith

Rex Pharmacy

Safeguard Business Systems

Subway

PETTY CASH BALANCE SHEET

School Year
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	Beginning Balance:
	
	

	PLUS Revenue Received:
	+
	

	LESS Expenses:
	-
	

	Balance at End of Year:
	=
	

	

	(total of cash counted to equal balance at end of year)


GRANT BUDGET/RECONCILIATION FORM

	Date of Grant
	
	Grant Name
	
	Grant Amount
	


	Name of Grant Recipient
	
	Bldg. Administrator
	


GRANT ITEMIZED EXPENSES

	Date of Purchase/Event
	Description of Purchase/Event
	Cost
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ACSD Employee





         Bldg. Administrator
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FUNDRAISING APPROVAL FORM

(Please submit at least two weeks prior to the fundraising activity for which you 

are seeking approval)

Date Submitted ________________ Sponsor ______________________________

Group/Organization __________________________________________________

Fundraising activity for which you are seeking approval _____________________

The activity will take place between (dates) ____________ and _______________

Approximately how many students will be involved in this activity _____________

Vendor Name used for Fundraising ______________________________________

Please explain how students will market/sell this product or solicit donation​
The money generated by this fundraising activity will be used to (explain)

Building Principal _______________________________ Date ________________

Activities Director _______________________________ Date ________________

(If fundraiser is being done by an extracurricular club/ organization)

Superintendent _________________________________ Date ________________

Business Manager _______________________________ Date ________________

The fundraiser is not approved for the following reasons:

ATLANTIC COMMUNITY HIGH SCHOOL

MONEY RECEIPTED FROM FUNDRAISERS

ACTIVITY: _________________________ FUNDRAISER: _________________________________

SPONSOR’S SIGNATURE:
______________________________________________________

STUDENT’S SIGNATURE:
______________________________________________________
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	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	

	20
	
	
	
	
	

	21
	
	
	
	
	

	22
	
	
	
	
	

	23
	
	
	
	
	

	24
	
	
	
	
	

	25
	
	
	
	
	

	26
	
	
	
	
	

	27
	
	
	
	
	

	28
	
	
	
	
	

	29
	
	
	
	
	

	30
	
	
	
	
	

	
	
	
	TOTAL
	$
	$

	
	
	
	
	
	

	
	
	GRAND TOTAL OF PAGE
	$


PAGE _____ OF _____ PAGE(S)

**FOR RECEIPTS FROM STUDENTS PLEASE USE OTHER FORM **

RESALE

MONEY RECEIPTED FROM STUDENTS--CASH & CHECK REPORT
ACTIVITY:





SPONSOR(S) SIGNATURE:






	
	STUDENT NAME
	DATE
	AMOUNT 

RECEIVED
	CHECK NUMBER
	CASH

“x”
	COMMENTS
	STUDENT INITIALS

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	

	8.
	
	
	
	
	
	
	

	9.
	
	
	
	
	
	
	

	10.
	
	
	
	
	
	
	

	11.
	
	
	
	
	
	
	

	12.
	
	
	
	
	
	
	

	13.
	
	
	
	
	
	
	

	14.
	
	
	
	
	
	
	

	15.
	
	
	
	
	
	
	

	16.
	
	
	
	
	
	
	

	17.
	
	
	
	
	
	
	

	18.
	
	
	
	
	
	
	

	19.
	
	
	
	
	
	
	

	20.
	
	
	
	
	
	
	

	21.
	
	
	
	
	
	
	

	22.
	
	
	
	
	
	
	

	
	*TOTAL
	   
	
	
	
	


          NUMBER OF CHECKS COLLECTED                .

         * Include Adding Machine Tape with Checks when submitting to school secretary
Page            of           .
EMPLOYEE REIMBURSEMENT FOR EXPENSES
Submit completed forms to: Mary Beth Fast, Business Manager, Central Office
	Employee Name (Please Print):
	 
	Date Submitted:
	 


	DATE
	MILES
	*TOTAL DOLLARS FOR MILES ($.30/MILE)
	DESTINATION
	MEETING ATTENDED 
(IF ACTIVITY, STATE ACTIVITY)
	EXPENSE AMOUNT
	DESCRIPTION           OF EXPENSE
	SUB TOTAL

	 
	   
	 
	 
	
	
	
	 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	
	
	
	TOTAL
	 


Employee Signature                                                               Administrator/Director Approval Signature
	
	
	Approved
	
	Denied
	


Transportation Director Signature (Approval for Mileage Reimbursement)                                                                               

*Mileage reimbursement for use of personal vehicle, due to lack of availability of district vehicle,

Account Code:___________________________________
will be determined by Transportation Director.

 1. Attach Receipts
 2. When Using School Gasoline Credit Card-Attach Receipts
 3. Other - Professional Materials, Airline Tickets, Etc.
 4. All Expense Vouchers are to be approved by Building Administrator/Department Director
Per Board Policy Regulation 401.7R1
Meals are reimbursed at $30 per day if overnight stay is required. Reimbursement for expenses incurred during approved travel will occur upon submittal of a detailed receipt.  Receipt must be submitted within thirty (30) days from the date of occurrence.  Failure to provide a detailed receipt or submit within thirty (30) days shall make the expense a personal expense



*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *

EMPLOYEE SIGNOFF OF BUSINESS PROCEDURES HANDBOOK
I, ________________________________, HAVE RECEIVED THE ATLANTIC COMMUNITY SCHOOL DISTRICT BUSINESS PROCEDURES HANDBOOK AND HAVE READ AND UNDERSTAND MY RESPONSIBILITIES.

EMPLOYEE SIGNATURE

DATE

1
2
ATLANTIC COMMUNITY SCHOOL DISTRICT


