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Letter of Transmittal

June 20, 2024

Portland Public Schools - Audit Committee
501 North Dixon Street
Portland, OR 97227

The Office of Internal Performance Audit (OIPA) has completed the Student Body Funds
(SBF) Audit of selected schools and SBF activities that occurred during the 2021-2022
school year. The audit was included in the Audit Plan approved by the Portland Public
Schools (PPS) Board of Education on January 12, 2021, resolution number 6227.

The objective of the audit is to determine whether the school district has adequate
internal controls in place to ensure the complete and accurate accounting, tracking, and
safeguarding of SBF.

The results of the audit are detailed in the attached SBF Audit report.

We extend our appreciation to the Accounting Services Department and school staff for
their assistance and cooperation during the course of the audit, especially to Rachel
Spires, Accountant/Analyst, and J Cooper, Confidential Executive Assistant, who were
incredibly responsive to our request for information and documentation needed to
complete the audit. They were also willing to collaborate and provided us feedback that
added value throughout the audit.

We look forward to meeting with you at an upcoming Audit Committee meeting to more
fully discuss the report’s results and recommendations. Thank you for your ongoing
support of the Office of Internal Performance Audit.

Janise Hansen Mary Catherine Moore
Janise Hansen, CIA Mary Catherine Moore
Senior Internal Performance Auditor Internal Performance Auditor
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About the Office of Internal Performance Audit (OIPA)
Purpose and Mission

State and local governments can enhance credibility with the taxpayers by
implementing performance audits to support accountability and ensure that tax dollars
are spent as effectively as possible.

PPS performance auditing, conducted by the OIPA, is an objective and systematic
examination of evidence to provide an independent assessment of a government
organization, program, activity, or function. The goal of these audits is to improve
program effectiveness; improve the equity of service delivery; provide useful, objective,
and timely information; strengthen administrative and management systems and
controls; facilitate decision-making by parties with responsibility for overseeing or
initiating corrective action; and improve student achievement District-wide. The
objectives of performance audits vary, but generally address whether PPS is operating
economically and efficiently, and/or whether it is achieving desired results.

The purpose of the internal performance audit function is to help improve the
accountability and performance of PPS through independent auditing and reporting.

Independence and Objectivity

The OIPA Senior Internal Performance Auditor is hired, evaluated, and may only be
removed by the PPS Board of Education. Reporting directly to the PPS Board of
Education is meant to ensure the work of the OIPA is independent, impartial, and
objective so stakeholders can trust the audit results and recommendations.
Standards

The OIPA adheres to very rigorous and demanding professional auditing requirements
described in Generally Accepted Government Auditing Standards, or more commonly
referred to as GAGAS or the Yellow Book.

Authority and Responsibilities

The authority and responsibilities of the OIPA are defined in its charter and PPS Board
Policy 1.60.040-P, both approved by the PPS Board of Education.
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Executive Summary

Student Body Funds (SBF) represent monies held on behalf of students, which come
from donations, fees, gifts, grants, and other monies primarily from parents, students,
community members, and local businesses. Most are given for designated purposes
and are held in activity accounts that are restricted for the designated use.

PPS Policy and state law require SBF expenditures to be made for goods and services
that provide a direct benefit to students.

The SBF Audit was requested by members of the Portland Public Schools (PPS) Board
of Education to address the high level of risk associated with the handling of SBF. The
SBF Audit was included in the Audit Plan approved by the Portland Public Schools
(PPS) Board of Education on January 12, 2021, resolution number 6227.

The objective of the audit was to determine whether the school district has adequate
internal controls in place to ensure the complete and accurate accounting, tracking, and
safeguarding of SBF.

To meet the objective of the audit, we selected eight schools for testing. To ensure we
had a variety of schools, we selected the schools using the methodology listed below:

One Title 1 (Tl) Elementary School

One Targeted Supports for Improvement (TSI) Middle School

One Comprehensive Supports for Improvement (CSI) High School
School with largest SBF receipts

School with smallest SBF receipts

One new school

Two schools that were identified by Accounting Services Department

Based on the results of the audit, we found the school district’'s internal controls over
SBF need to be strengthened to maintain the overall integrity of SBF. The audit did not
identify any evidence of intentional fraud, but did identify opportunities for improvement,
and some instances of noncompliance. The corresponding audit results and
recommendations are included in this audit report.

The audit made seven recommendations and the Accounting Services Department
agreed with all seven.

Below is a list of the recommendations:

1. We recommend the Accounting Services Department strengthen internal controls
to ensure:
e The required SBF training is completed prior to granting the staff access to
the SBF Accounting systems and appointing them as authorized bank
signers.
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e Access to the SBF accounting system and the authorization at bank
signers is terminated timely when staff change roles or leave PPS
employment.

. We recommend the Accounting Services Department require all staff (including
Principals) with SBF management or oversight responsibilities complete the SBF
training.

. We recommend the Accounting Services Department strengthen internal controls
to ensure SBF transactions are for allowable purposes and are adequately
supported by the required documentation.

. We recommend the Accounting Services Department strengthen internal
controls to ensure SBF Monthly Reconciliation Reports are complete, timely, and
contain all required documents; and deposits of SBF funds are timely.

. We recommend the Accounting Services Department perform the SBF District
Review procedures to provide adequate oversight of SBF funds and ensure
complete and accurate accounting, tracking, and safeguarding of SBF.

. We recommend the Accounting Services Department develop a formal SBF
Training course in the PPS professional development application (Pepper) and
develop internal control procedures to ensure the training module is reviewed
annually and updated when necessary.

. We recommend PPS discontinue the utilization of the SBF account as a

pass-through account for non SBF related revenues and expenditures or update
the SBF policy, administrative directives, SBF manual, and SBF training to
include adequate guidance and oversight of these pass-through funds.
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Background Information
What are Student Body Funds?

Student Body Funds (SBF) are donations, fees, gifts, grants and other monies that
come into a school primarily from parents, students, community members and local
businesses. SBF are raised or collected by and/or for school approved student groups
in which the school district prescribes the purposes for how money is obtained and
used. Most SBF are given for a specific purpose, so funds are held in activity accounts
that are restricted for designated uses.

Examples of SBF revenues include: textbook security deposits, locker deposit, PE attire
fees, towel fee, musical instrument fee, optional course fee, admission fee, optional field
trips, voluntary health and accident insurance plans and fundraisers.

Examples of SBF expenditures include: class activities and field trips, student events,
dances, parties, out-of-town student contests and events, and the purchase of student
supplies for classroom use.

School Year

SBF Revenues

SBF Expenditures

SBF Fund Balance

2021-2022 $4,556,690.97 $3,964,720.24 $5,893,702.94
2020-2021 $1,833,364.45 $1,894,120.01 $5,301,732.21
2019-2020 $5,699,728.45 $6,333,761.37 $5,362,487.77

Who manages SBF?

Each school is responsible for the management of its own SBF. To ensure compliance
with state laws and PPS policy and procedures, the Accounting Services Department
created the SBF Manual. The SBF Manual is designed for secretaries, bookkeepers,
and principals, all of whom have critical roles to play in the successful administration of
SBF.

Secretaries and Bookkeepers are expected to understand requirements for:
e Cash handling

Receiving funds and recording receipts accurately

Making deposits

Issuing checks and direct vouchers

Monthly financial report preparation

Bank reconciliation

File documentation and archiving

Principals, bookkeepers, and secretaries are jointly responsible for running, monitoring,
and reviewing monthly reports together. Each principal is ultimately responsible for the
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oversight and administration of SBF. Bookkeepers and secretaries are responsible for
ensuring that proper documentation and approvals are obtained and retained for all
transactions. This joint responsibility is an integral part of internal control and necessary
to successful financial administration of the school.

Who provides oversight for SBF?

SBF are reviewed by the District Accounting Staff to ensure that cash, receipts,
payments and adjustments are handled in accordance with PPS guidelines.

A SBF District Review function has been established to perform periodic reviews that
assess compliance with the requirements. The frequency of a SBF Internal Review for a
particular school is based on several risk factors which are described in the SBF
Manual.

Why is SBF monitoring important?

SBF are considered high risk because there are limited controls and minimal oversight
coupled with significant reliance on school based staff with potentially little or no
capacity or training to adequately manage or account for these funds, increasing the
risk of theft or loss.

Prior Audit History

In 2016, a PPS District-Wide Risk Assessment was conducted by Talbot, Korvola &
Warwick, LLP (TKW). In the report that was issued by TKW on April 11, 2016, they
stated: A District-wide risk assessment was conducted to identify the business/support
operational programs, program components, activities, overlapping areas and specific
internal and external functions that currently pose the greatest level of risk to PPS in
meeting its defined mission, goals, and objectives.

TKW's risk assessment scoring for the SBF is described below:
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Objective/Goals:
To provide for complete and accurate accounting, tracking and safeguarding of student bady funds.

Inherent Risks:

Unable to complete in a timely manner Hurt public perception Equity in Public Purchasing and Contracting

Exceed budget - Injury Other - misuse/misappropriation of student funds

Inefficient use of dollars - Poor quality

X_|Mon-compliance Potential internal control issue
Criteria Ratin| C
Limited controls and minimal effective oversight coupled with significant reliance on school-based staff with potentially little or no
Likelihood/probability of identified inherent risks occurring 3 . 8 P e! A P v
capacity, training, or competence to adequately manage or account for these funds, increases the risk of theft or loss.
Risk Mitigation: Degree of Risk associated with the ability of defined criteria to miti identified inherent risks
Criteria igl Rating | Score C

Owner Identified? 10% 5 0.50|School principals have the ultimate responsibility for the complete and accurate accounting of funds. They may or
may not have capability or capacity to appropriately exercise that responsibility.

Process Maturity (Lessons Learned, Policies/Procedures in Place, Experience) 35% 4 1.40|Policies/procedures are in place. Communication and training is annual, but considered ineffective with rates of
turnover in positions at schools and inadequate monitoring.

Implementation (Following Policies/Procedures, Historical Knowledge) 40% 5 2.00|Inadequate oversight and monitoring leads to lack of accountability to the policies and procedures, and
subsequently a divergence in practices. Those with responsibility are ill-prepared and lack capacity and capability
to effectively handle the requirements of student body fund accounting and reporting, and the accompanying
stewardship responsibilities.

External Monitoring? 0% 0 0.00|External monitoring is not a mitigating factor

Internal Q/A or Q/C 10% 4 0.40|District has two employees with responsibility to "audit" and monitor student funds. Insufficient allocation of time
and staff resources to adequately monitor 80 plus schools and their respective funds.

Appropriate Resources 5% 5 0.25|The District has not allocated sufficient resources in terms of time, training, communication, oversight, or
monitoring.

Rating Score 100% .
Rating/Degree of Risk
1 Low Best Practices constantly being monitored, used, and updated.
2 Low-Moderate Best Practices being monitored, used, and updated. Minimal risk.
3 Moderate Some level of risk. Some Best Practices not in place. Potential for negative outcomes.
4 High Patential serious risks likely to occur.

No recognition of any risk, or any procedures in place.

Summary:

Student body funds represent monies held on behalf of students, resulting from a combination of fundraising and fees. Amounts are to be spent by students for students. There is high risk/opportunity for fraud in this area due to

lack of competent accounting skills and lack of effective controls in the schools.

We noted there was no formal response from school district management included in
the TKW Risk Assessment report.

Although the risk assessment was completed over eight years ago, we met with the Sr.
Director of Finance, Accounting Services to gain an understanding of the school
district's response to the risk assessment. According to the Sr. Director of Finance,
Accounting Services, the risk assessment was performed before they were employed
with PPS and they were not familiar with the report.

Roles and Responsibilities

PPS Management has the primary responsibility for establishing, implementing, and
monitoring internal controls in order to have a successful administration of the SBF.
Internal Audit’s function is to assess and test those controls in order to provide
reasonable assurance that the controls are adequate and operating effectively.

We conducted this performance audit in accordance with Generally Accepted
Government Auditing Standards (aka GAGAS). Those standards require that we plan
and perform the audit to obtain sufficient and appropriate evidence to provide a
reasonable basis for our findings and conclusions based on our audit objective. We
believe that the evidence obtained provides a reasonable basis for our findings and
conclusions based on our audit objective. We have implemented an internal quality
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control process to ensure standards are met but have not undergone an external quality
review as required by standards.

Audit Objective

The objective of the audit is to determine whether the school district has adequate
internal controls in place to ensure the complete and accurate accounting, tracking, and
safeguarding of SBF.

To achieve the audit objective, we performed the following procedures:

1. Determine if staff assigned with SBF responsibilities have completed the required
training before being granted access to the SBF accounting systems and
assigned as authorized bank signers, and whether access is terminated timely
when necessary.

2. Determine whether SBF transactions are for allowable purposes and adequately
supported by the required documentation.

3. Determine whether the SBF Monthly Reconciliation Reports are complete, timely,
and contain all required documents; and whether deposits of SBF funds are
timely.

4. Determine whether the SBF District Review provides adequate oversight of SBF
funds to ensure complete and accurate accounting, tracking, and safeguarding of
SBF.

5. Determine whether the SBF policy, administrative directives, SBF Manual and
SBF training material contain adequate instructions and are reviewed and
updated as necessary.

Scope of the Audit

The scope of the audit included SBF transactions that occurred during the 2021-2022
school year (July 1, 2021 - June 30, 2022).

Audit Approach and Methodology

Our audit approach and methodology used to achieve the audit objective included the
following:

e Planned the audit with input and cooperation of the Accounting Services
Department to ensure we had an adequate understanding of the SBF.

e Reviewed applicable state laws, policies, procedures, administrative directives,
and best practices.

e Reviewed the SBF Manual as well as other SBF resources and information
posted on the Accounting Services Department webpages.

e Reviewed the required training for PPS staff who are tasked or assigned to the
student body funds activities.
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e \When appropriate, judgmental sampling was used to improve the overall
efficiency of the audit.

e Reviewed available data and supporting documentation to corroborate
information obtained during interviews with PPS staff.

Conclusion

Based on the results of the audit, we found the school district’s internal controls over
SBF need to be strengthened to maintain the overall integrity of student body funds.
The audit did not identify any evidence of intentional fraud, but did identify opportunities
for improvement, and some instances of noncompliance. The corresponding audit
results and recommendations are included in this audit report.
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Procedure 1: Determine if staff assigned with SBF responsibilities have
completed the required training before being granted access to the SBF
accounting systems and assigned as authorized bank signers, and whether
access is terminated timely when necessary.

Backaground Information

The Accounting Services Department provides SBF training annually during the summer
back to school administrative support days. If staff who need the training are unable to
attend the training during the back to school admin support days, the SBF Accountant
provides one-on-one training.

The “SBF Training Checklist” documents a summary of the training completed and has
a place for the employee and the SBF Trainer to sign acknowledging the completion of
the training.

The SBF training is only required for staff new to the role. Once the training has been
completed, ongoing annual training is not required.

Changes in school administration/staff may require changes to the SBF account’s bank
signature card. The SBF manual states that Principals, bookkeepers, and secretaries
should ensure these changes are made at the start of every school year and to notify
the SBF Accountant and Treasury Manager immediately of any position changes for any
individual who is a check signer on the SBF account.

The SBF Accountant maintains a list of staff assigned SBF responsibilities. Per
discussion with the SBF Accountant, the list of staff assigned SBF responsibilities is not
routinely reviewed and updated. The list is updated when the SBF Accountant is notified
of a change of roles or staff members have left PPS employment. During the
2021-2022 school year (July 1, 2021 - June 30, 2022) which was the scope of the audit,
the list of 175 staff assigned SBF responsibilities was last updated on December 28,
2022.

Procedure 1: Results

e At the eight schools selected for testing, we identified 10 staff members (other
than Principals who were not required to take the training) assigned SBF
responsibilities during the 2021-2022 school year. We found there was no
evidence that three of the 10 staff completed training before they were provided
access to the SBF Accounting systems and assigned as authorized bank
signers.

o We tested 30 of the 175 staff on the SBF Accountant’s list of staff assigned SBF
responsibilities to ensure the list was accurate and updated. We identified two of
the 30 staff tested who had changed roles or left PPS employment and should no
longer have access to SBF Accounting systems and should also be removed as
bank signers.
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Procedure 1: Recommendations

1. We recommend the Accounting Services Department strengthen internal control
to ensure:

e The required SBF training is completed before granting the staff access to
the SBF Accounting systems and appointing them as authorized bank
signers.

e Access to the SBF accounting system and the authorization at bank
signers is terminated timely when staff change roles or leave PPS
employment.

2. We recommend the Accounting Services Department require all staff (including
Principals) with SBF management or oversight responsibilities complete the SBF
training.

To assist the Accounting Services Department with the implementation of these
recommendations we provided additional details in Appendix F: Recommendations for
Consideration.

Procedure 1: Management’s Response to Recommendations

Recommendation 1. We agree with the recommendation and will include implementation
actions in our implementation plan presented to the Audit Committee within 120 days.
We have worked with HR and now receive a list of current staff once a month to
verify/update authorized signers.

Recommendation 2. We agree with the recommendation and will include

implementation actions in our implementation plan presented to the Audit Committee
within 120 days.
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Procedure 2: Determine whether SBF transactions are for allowable purposes and
adequately supported by the required documentation.

Background Information - Allowable Transactions

PPS Policy and state laws require SBF to be spent for the general welfare of the student
body and not for general operations. The SBF Manual provides a detailed list of
allowable and unallowable SBF disbursements.

Examples of allowable SBF disbursements include:

Class activities and field trips

Student incentives — should not be greater than $50 per student; for more
guidelines around the use of incentives see the Administrative Directive: Use of
Funds for Meals, Refreshments, and Student Incentives
https://www.pps.net/Page/231

Student events, dances, parties

Out-of-town student contests and events

Purchase of student supplies for classroom use

Small gifts of appreciation for volunteers

Reimbursement for reasonable tipping (up to 20%) is permitted for meals at a
restaurant and for food deliveries

If a staff member purchased supplies in Washington and has a receipt showing
sales tax was paid, the amount of the sales tax may be reimbursed from SBF

Examples of unallowable SBF disbursements include:

Employee travel advances, and/or related expenses for local or out-of-town
travel (except when accompanying students) are prohibited. All airline ticket
purchases need to be handled through the Travel Desk in Accounts Payable.
Employee registration fees
Reimbursements to parents/volunteers that need to be charged to an account
code must be processed through the District Accounts Payable Department
Reimbursements to District employees must be submitted to District Accounts
Payable for payment within 60 days of the purchase
Payments to District employees for services performed in addition to their
regular duties must be processed through the District Payroll Department
Purchases for staff members; equipment, meals, supplies, staff appreciation
Payments for fixed assets, office equipment, and building repair needs
Alcohol, tobacco products, adult entertainment
Gift cards except:

o To meet the immediate needs of homeless students

o A grant explicitly provides for gift cards

o With written pre-approval from the CFO
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Background Information - Supporting documentation

State and federal laws require school districts to adhere to record retention
requirements. PPS has incorporated the state and federal law requirement into PPS’
School Records Retention Administrative Directive 2.50.022-AD, which states in part:

Each school should adhere to the requirements of the School Records Retention
Schedule provided by the district. The minimum retention requirements listed in
the School Records Retention Schedule must be followed to ensure compliance
with state and federal statutes and established district needs. - Section (1)

The SBF Manual provides a records retention schedule detailing the number of years
each document type is required to be retained. Depending on the type of document,
PPS is required to retain supporting documentation related to SBF transactions for six to
12 years.

Supporting documentation requirement for SBF transactions include the following, but
not limited to:

Adequate documentation in support of all disbursements;

Purchase Approval Form for all purchases equal to or greater than $500;

(documentation related to) Out-of-town student contests and events;

invoices for goods received;

Personal Services Contracts invoice for work performed;

Original receipts; and for pass thru accounts: a detailed report of receipts from

EPES showing the collections to be remitted.

e Donations of $250 - $4,999 require a completed Charitable Contribution
Acknowledgement form or receipt.

e Donations of $5,000 or more, require a completed Charitable Contributions

Acknowledgement form and the Request for Authorization to Receive Donation

form.

Procedure 2: Results

OIPA selected eight schools and reviewed the SBF Monthly Reconciliation Reports for
the entire school year 2021-2022 for each school, a total of 96 reports. The 135 SBF
transactions selected for testing were judgmentally selected from the 96 monthly
reconciliation reports.

We tested 135 SBF transactions and noted the following:

e Out of 42 disbursements that were equal to or >$500, 20 (total of $116,977.12)
did not have the required Purchase Approval Form completed.

e There were three donations that were $5,000 or greater (total of $20,000) that did
not have both the Request for Authorization to Receive Donation form or
Charitable Contributions Acknowledgment form completed as required.
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e Three SBF expenditures (total of $5,230) for gameworkers did not have the
confirmation of payments to the gameworkers completed. There was no
evidence of amounts paid to each gameworker; and they lacked the required
SBF Disbursement documentation. Further, we noted expenditures for
gameworkers is not an allowable SBF expenditure. (More information related to
these expenditures is included in the Procedure 5: Results section.)

e SBF expenses (total of $2,648.76) for an out-of-town student trip did not contain
the following required documentation:

o Pre-travel authorization form signed by the trip leader and approved by the
Principal,

o Memo describing the trip and purpose,

o Copy of the contract,

o Copy of the roster of students and adults who were on the trip.

e There were 10 expenditures (total of $5,765.59) where the check stubs were only
the documents or records that the school had. On one of the stubs (total of
$400), it was written that it was for ‘reimbursement for staff lunch’ which is not an
acceptable SBF expense, and the auditor was unable to verify if the other checks
issued were for allowable SBF expenses, as there were no supporting
documents.

e There were two fundraising events that did not have written evidence of the
Principal’s prior approval before the event.

e One of the eight schools selected for testing, reported the loss of all supporting
documentation for SBF transactions for the 2021-2022 school year. As a result,
we were unable to tie SBF transactions to the required supporting
documentation. The school reported $520,327.28 in revenue and $526,676.91 in
disbursements during the 2021-2022 school year. We noted the loss of these
documents took place when the school moved into its new location.

Procedure 2: Recommendations
3. We recommend the Accounting Services Department strengthen internal
controls to ensure SBF transactions are for allowable purposes and are
adequately supported by the required documentation.
To assist the Accounting Services Department with the implementation of these
recommendations we provided additional details in Appendix F: Recommendations for
Consideration.

Procedure 2: Management’s Response to Recommendations

Recommendation 3. We agree with the recommendation, Accounting Services had 2.0 FTE
and could follow the full SBF District Review procedures. Since there has been a reduction to
1.0 FTE, review procedures have been modified to align with the current staffing level. It would
take an additional FTE to return to the full review procedural process.
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Procedure 3: Determine whether the SBF Monthly Reconciliation Reports are
complete, timely, and contain all required documents; and whether deposits of
SBF funds are timely.

Background Information - SBF Monthly Reconciliation

Monthly reconciliation reports for SBFs are required; even if the site does not report any
SBF activities for the month.

The Principal, secretary, and bookkeeper duties for monthly reconciliation and
processes for reconciling monthly reports are detailed in the SBF Manual.

Secretary/Bookkeepers Duties

Record all monthly disbursements and adjusting journal entries into the
EPES accounting software.

Reconcile the cash balance in the accounting program to the monthly
bank statement.

Print all required month-end reports in the following order:

o Bank Reconciliation report

o Bank Statement (copy)

o If there are deposits in transit provide supporting documentation (
i.e.; copy of bank deposit receipt, SchoolPay transaction report or
SchoolPay batch report)

Activity Ledger report for the month

Outstanding Checks report for the month

Sequential List of Checks canceled, by check number

Sequential List of Receipts for the month, by receipt number o List
of Journal Adjustments (if any)

o List of Activity Transfers (if any)

Attach copies of all signed Activity Account Transfer forms and supporting
documentation

Attach the wire statement and wire backup

Sign the Bank Reconciliation report, Activity Ledger report and the Journal
Adjustment (if any) for the month

Review this packet with the Principal

Obtain Principal’s signature on the Bank Reconciliation report and the
Activity Ledger report

File the original signed documents to keep in your monthly SBF file.

Scan original signed documents to sbf@pps.net no later than the 25th of
the following month

O O O O

Principal Duties

e Review and sign the monthly bank reconciliation report.
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e Review and sign the month end ledger report and note any negative
balances. Obtain a reasonable explanation for account deficits (i.e.
inventory on hand, reimbursement not yet received, etc.)

The SBF Manual also states:

e Timely reporting is vital to maintaining proper internal controls over the checking
account. If a situation arises where you cannot meet the filing deadline, it is your
responsibility to notify the SBF Accountant about your situation.

e Two late reports in a row may result in suspension of access to the school’s
checking account and EPES.

The SBF Bank Reconciliation Cover Sheet (see appendix D) is included on the SBF
website under the instructions category. The SBF Bank Reconciliation Cover Sheet lists
a summary of all the items to be included, and states it (the cover sheet) should be
included with the Bank Reconciliation Report.

Backaground Information - Deposits of SBF Funds

The SBF Manual states timely deposits of SBF funds are required.

e Pre K-8th grade schools are required to make deposits to the bank at least
weekly or whenever cash and checks total $500 or more
e High schools must make daily deposits via armored car

Procedure 3: Results

At each of the eight schools selected for testing, we reviewed the SBF Monthly
Reconciliation Reports for the entire 2021-2022 school year, a total of 96 reports.

We noted the following:

e At one school, six of the 12 required SBF Monthly Reconciliations reports were
late, one was not submitted at all.

e Four of the 96 SBF Monthly Reconciliation reports tested, were not
signed/approved by the Principal.

e 30 of 96 SBF Monthly Reconciliation reports did not include the Monthly
Reconciliation Cover Sheet.

e There were three deposits >$500 (total of $3,952.20) that were not deposited on
the same day the deposit slips were completed, and bank receipts were not
obtained on two of these three deposits. The deposit were:

e $1,201.00 - deposit slip was created on 6/3/2022 (Friday) but not
deposited until 6/6/2022 (Monday), and there was no bank receipt.

e $1,335.20 - deposit slip was created on 6/17/2022 (Friday) but not
deposited until 6/22/2022 (Wednesday), and there was no bank receipt.
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e $1,416.00 - deposit slip was created on 5/5/2022 (Thursday) but not
deposited until 5/6/2022 (Friday).

Procedure 3: Recommendation
4. We recommend the Accounting Services Department strengthen internal
controls to ensure SBF Monthly Reconciliation Reports are complete, timely, and
contain all required documents; and deposits of SBF funds are timely.
To assist the Accounting Services Department with the implementation of these
recommendations we provided additional details in Appendix F: Recommendations for
Consideration.

Procedure 3: Management’s Response to Recommendations

Recommendation 4. We agree with the recommendation and will include
implementation actions in our implementation plan presented to the Audit Committee
within 120 days.
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Procedure 4: Determine whether the SBF District Review provides adequate
oversight of SBF funds to ensure complete and accurate accounting, tracking,
and safeguarding of SBF.

Background Information

SBF activities are reviewed by District Accounting Staff to ensure that cash, receipts,
payments and adjustments are handled in accordance with PPS guidelines.

The SBF Manual states, SBF Reviews by District Accounting Staff are conducted using
a risk based approach. The frequency of review for a particular school is based on
several risk factors and is established annually to give particular attention to schools
with the following:

Schools with a large volume and dollar amount of transactions

Schools with a history of review findings

Schools with new principals, secretaries and bookkeepers

Schools that are experiencing management issues with their SBF funds

Schools that have missed a regular review Schools may also be reviewed on
request of someone with a particular concern.

e TIP: If there is a change in either the Secretary/Bookkeeper or the Principal,
there is a very high chance your school will be reviewed for that year.

The SBF Manual also includes a list of documents that should be made available during
the review.

Procedure 4: Results

District Accounting staff did not perform the SBF District Review procedures during the
2020-2021 school year. According to the Sr. Director of Finance, Accounting Services,
the SBF District Review has not been performed since the 2019-2020 school year due
to a lack of resources.

Procedure 4: Recommendation
5. We recommend the Accounting Services Department perform the SBF
District Review procedures to provide adequate oversight of SBF funds and
ensure complete and accurate accounting, tracking, and safeguarding of SBF.
To assist the Accounting Services Department with the implementation of these

recommendations we provided additional details in Appendix F: Recommendations for
Consideration.
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Procedure 4: Management’s Response to Recommendations

Recommendation 5. We agree with the recommendation. Accounting Services had 2.0
FTE and could follow the full SBF District Review procedures. Since there has been a
reduction to 1.0 FTE, review procedures have been modified to align with the current
staffing level. It would take an additional FTE to return to the full review procedural
process.
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Procedure 5: Determine whether the SBF policy, administrative directives, SBF
Manual and SBF training material contain adequate instructions and are reviewed
and updated as necessary.

Background information:

Policy and Administrative Directives

We noted the policy related to SBF is detailed in Policy 440.030-P Student Body Funds
(see Appendix A). The policy was last amended in 2002.

Administrative directives 4.40.031-AD Student Body Funds - Expenditures (see
Appendix B ) and 4.40.032-AD Student Body Funds - Procedures (see Appendix C)
both provide guidance related to SBF. Both administrative directives were last amended
in 2002.

We discussed the policy and administrative directives with the Accounting Services staff
responsible for the oversight of SBF. We noted there were no specified procedures to
review the policy and administrative directives annually, which is typically considered
best practices.

In our review of the policy and administrative directives we noted they each provide
adequate and appropriately high level content that would not require updates unless
there were to be a substantive change to the purpose of SBF.

SBF Manual

The SBF Manual is posted on the Accounting Services/SBF webpage where it is readily
accessible. We reviewed and discussed the SBF Manual with the Accounting Services
staff responsible for creating and updating it. We noted the SBF Manual is updated as
needed. The SBF Manual we used for the purposes of this audit was updated in
September 2021.

We used the SBF Manual as a reference guide in our testing of SBF transactions. For
each of the transactions we tested, we found the SBF Manual had detailed instructions
on how the transaction should be treated.

We noted the SBF Manual was updated again in August 2023 and posted on the
Accounting Services/SBF webpage.

SBF Training
The Accounting Services Department provides one on one training to new staff who are
assigned SBF responsibilities. The SBF Training Checklist is included in the SBF

Manual. We attended a one on one training provided to a new staff member who had
been assigned SBF responsibilities. We observed as each item on the SBF Training
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Checklist was discussed. We found the one on one training to be informative,
customizable, and thorough. We observed how the trainer was able to skim over
sections of the training that the trainee seemed to pick up quickly, and was also able to
be more detailed in other areas that seemed to be more complicated.

Procedure 5: Results

In our consideration of the SBF’s policy, administrative directives, manual, and training
slides, we noted no guidance as it relates to the utilization of the SBF fund as
pass-through for activities that are not SBF related. For example, the cost of
admissions to athletics events is receipted into the SBF account and the cost of
gameworkers is paid for with SBF; however these are not related to SBF activities.

In our Procedure 2: Results section, we identified the following:

e Three SBF expenditures (total of $5,230) for gameworkers did not have the
confirmation of payments to the gameworkers completed. There was no
evidence of amounts paid to each gameworker; and they lacked the required
SBF Disbursement documentation. Further, expenditures for gameworkers is not
an allowable SBF expenditure.

This transaction illustrates how the utilization of the SBF account as a pass-though
account for non-SBF related activities does not provide adequate accountability,
management, and oversight of the pass-through funds. Although the expenditure were
initially made from the SBF account, SBF related guidance in the policy, administrative
directive, SBF manual, and the SBF training do not provide guidance for the utilization
of SBF funds in this way.

Policy and Administrative Directives

We determined the policy and administrative directives each provide adequate and
appropriately high level content that would not require updates unless there were to be
a substantive change to the purpose of SBF. However, the policy and administrative
directives lacks adequate guidance and oversight of revenue and expenditures that are
passed through the SBF account.

SBF Manual
We determined the SBF Manual contained adequate instructions and was reviewed and
updated as necessary. However, the SBF Manual lacks adequate guidance and

oversight of revenue and expenditures that are passed through the SBF account.

SBF Training
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We determined the SBF training provided adequate instructions and was reviewed and
updated as necessary; however, a formal training module developed in the PPS
professional development application (Pepper) would better ensure staff is provided the
robust training necessary to perform their SBF responsibilities. However, the SBF
Training lacks adequate guidance and oversight of revenue and expenditures that are
passed through the SBF account.

Procedure 5: Recommendations

6. We recommend the Accounting Services Department develop a formal SBF
Training course in the PPS professional development application (Pepper) and
develop internal control procedures to ensure the training module is reviewed
annually and updated when necessary.

7. We recommend PPS discontinue the utilization of the SBF account as a
pass-through account for non SBF related revenues and expenditures or update
the SBF policy, administrative directives, SBF manual, and SBF training to
include adequate guidance and oversight of these pass-through funds.

To assist the Accounting Services Department with the implementation of these
recommendations we provided additional details in Appendix F: Recommendations for
Consideration.

Procedure 5: Management’s Response to Recommendations

Recommendation 6. We agree with the recommendation and will include implementation
actions in our implementation plan presented to the Audit Committee within 120 days.
Accounting Services has recently worked with IT to create the initial Pepper Training
shells so that we can work on creating the actual Pepper Trainings.

Recommendation 7. We agree with the recommendation and will include implementation
actions in our implementation plan presented to the Audit Committee within 120 days.
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Appendix A: Student Body Funds Board Policy 4.40.030-P

4.40.030-P

4.40.030-P Student Body Funds

(1) All funds of all school and school related student groups shall be received,
deposited, expended and accounted for by the school bookkeeper under
the direction of the principal and in accordance with provisions of a central
plan of accounting established and supervised by the office of the
superintendent.

(2) In raising funds, any type of door-to-door sales promotion or solicitation is
prohibited by the student body, class, club or other units of the school,
except that tickets to school programs may be sold in that manner. There
shall be no solicitation of homes for any purpose except the sale of tickets
to school functions.

Legal References: ORS 294305 - 294 565 [Local Budget Law]; ORS 328 441 - 328 470; OAR
581-022-1660 (2)

History: Adpt 6/71; Amd 9/9/02; BA 2420
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Appendix B: Student Body Funds - Expenditures 4.40.031-AD

Administrative Directive 4.40.031-AD

4.40.031-AD Student Body Funds - Expenditures

(1) All funds expended by any school, or by any or all organizations operating
within the school, shall be within provisions of budgets established by
appropriate student/faculty/administrator committees and approved by the
respective organization advisor and/or the school principal or his/her
designated representative. Expenditures in excess of an amount specified
from time to time by the office of superintendent for equipment, supplies or
services shall require approval of the Director of Purchasing before such
expenditure may be made.

{(2) Purchase by a school of equipment which will require special installation or
which will require district maintenance must receive approval of Facilities and
Assets Management Department.

(3) Purchases by a student body or school group of uniforms, yearbook printing,
student photographs or of other materials or services conducted in
accordance with established board policy and Administrative Directives
governing purchases with and without bids and the Contracting and
Purchasing Manual.

Palicy Implemented: 4.40.030-P

History: Adpt. 6/71; Amd. 5/84 ed.; Amd. 9/95 ed_; Amd. 98/01/02

For official use only

Approved:
=l 9/01/02 .
Superintendent Date
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Appendix C: Student Body Funds - Procedures 4.40.032-AD

Administrative Directive 4.40.032-AD

4.40.032-AD Student Body Funds = Procedures

(1) Custody of Money.

(a) Necessary and proper precautions should be taken for the safeguarding
of large amounts of money that are handled in the schools during the
opening weeks of school. Deposit vaults should not contain large
amounts of money and should not be left unlocked. Bookkeepers or other
adults in charge of the depository area should not leave the area without
first locking the depository and making certain that keys are properly
accounted for.

(b) All monies collected in connection with student activities and programs
shall be deposited daily at the high school level and weekly at the
elementary and middle school levels unless accumulated funds reach
$500 in which case deposits are required that day.

(2) Funds — Transfer.

(a) When a new high school in the district is opened and a substantial
segment of the students from another high school are transferred to the
new school, an equitable portion of the existing high school's student
body funds may also be transferred to the new school's student body
fund.

(b) Authorization of the transfer shall be obtained by action of the existing
high school's student body voted upon by its members in accordance
with such rules and bylaws as exist for its government and the
government of its members.

Paolicy Implemented: 4.40.030-P

History: Adpt. 6/71; Amd. 9/01/02

For official use only

Approved:
_ 9/01/02 .
Superintendent Date
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Appendix D: Monthly Reconciliation Coversheet

Monthly Reconciliation Coversheet
Include acopy of this checklist with your Bank Reconciliation Report
Bank Recanciliation s due no later than the 25th of the follewing manth

A o . Bt =
e 1 LV, 25

Scan to SBF in order of the checklist listed below

Schiool Mame:

Bank Reconciliation Staterment
Bank Statement {Copy)

Outstanding deposits in transit - provide supporting documentation [i.e., copy of bank
deposit receipt, SchoolPay trancsaction repert, or SchoolPay batch repart

Activity Ledger report for the month

Qutstanding Chedks report for the month

Sequential Lst of Chedks, |Dote Canceled). by check number
Sequentlal List of Receipts for the month, by receipt number

List of lournal Adjustment (if any), this report requives a signature;

List of Activity Transfers [if any] Do not forget to attach copies of the Activity Account Transfer

form and supporting documents signed off by the principal -form is located on the SBF website

under the tab labeled "FORMS"
Attach the wire statement and wire backup supporting documentation
received from AR Department
Sign the Bank Reconcillation repaort and the activity ledger for the month
Obtain Principal's signature on the Bank Reconciliation and Activity Ledger report
Scan original signed documents to SBF@pps.net no later than the 257 onthe fallowing
manth

File the original signed packet o keep in your manthly SBF filles

Scan 1o SBF @pes.net
Shudent Body M unds- UL S0
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Appendix E: Student Body Funds Manual

Student Body Funds Manual

Updated September 2021

29 | Page



o

TABLE OF CONTENTS
CONTACTS 2
INTRODUCTION 3
CHAPTER 1: BANKING POLICIES
DISTRICT BANKING POLICIES 5
SBF BANKING POLICIES B
ORDERING BANE SUPPLIES 7
SBF ACCOUNT ORGANIZATION 8
CHAPTER 2: RECEIPTS & DEPOSITS
RECEIPTS & DEPOSITS QUICK REFERENCE 10
CASH HANDLING ROLES & RESPOMNSIBILITIES 11
COUNTING CASH WHEN RECEIVED 12
BANE DEPOSITS 13
STUDENT FEES 14
COLLECTION OF STUDENT DEBT 15
DOMATIONS 16
GRAMNTS 17
CHAPTER 3: DISBURSEMENTS
DISBURSEMEMNTS QUICK REFERENCE 19
DISBURSEMEMTS ROLES & RESPONSIBILITIES 20
WHAT CAN | PAY FOR WITH SBF? 21
DISBURSEMENT AFPROVAL & DOCUMENTATION 22
CHECK REQUESTS 3
WRITING A CHECK 24
PAYMENTS FOR SERVICES/CONTRACTS 25
PAYMENTS FOR OUT-OF-TOWRN STUDENT TRIPS 26
PAYMENTS TO EMPLOYEES 27
CHAPTER &: MONTHLY RECONCILIATION
MONTHLY RECONCILIATION QUICK REFEREMCE 29
MONTHLY RECONCILIATION ROLES & RESPOMSIBILITIES 30
MONTHLY WIRE STATEMENT i
ACTIVITY ACCOUNT TRANSFERS 32
TRAMSFERRING EXPENSES i3
YEAR-END CLOSING PROCESS 34
APPENDIX 1: COMMORNLY USED TERMS 35
APPENDIX 2: STUDENT BODY FUNDS DISTRICT REVIEW 36
APPENDIX 3: STALE CHECKS/UNCLAIMED PROPERTY 38
APPENDIX 4: FUNDRAISING 39
APPENDIX 5: SCHOOLPAY 42
APPENDIX 6: EPES 44
APPENDIX 7: SBF TRAINING CHECKLIST 55

Updated September 2021

30 | Page



CONTACTS

STUDENT BODY FUNDS
Rachel Spires, SBF Coordinator
Ashley Finch, GL Manager

SOFTWARE SUPPORT
EPES Support
SchoolPay Support

ACCOUNTS RECEIVABLE

Teresa Eckblad, Cashier

Jill Bellone, AR Accountant
Michael Nixon, Treasury Manager

ACCOUNTS PAYABLE

Inwoice Processing

Travel Desk

Rebecca Dingman, AP Manager

PURCHASING AND CONTRACTING
Debra Watkins, PCard Accountant
Stephen Hirai, PCard Manager
Erica Kreger, Contracts Manager
Travis Allison, Purchasing Manager

BUDGET AND GRANT ACCOUNTING
Melissa Ensminger, Budget and Grants Manager

CONSOLIDATED SCHOOL BUDGET
David Stone, Fiscal Services Associate
Nicole Bassen, Director of Budget and Grants

DIRECTOR OF FINANCIAL SERVICES
Tracy Pinder, Director of Financial Services

sbf s.net
afinch 5.net

support @epes.org
support@schoolpay.com

accountsreceivable s.net
accountsreceivable@pps.net

mnixon 5.net

53l s.net
traveldesk 5.net
rdingman s.net

card 5.net

card 5.net
ekreger 5.net
tallison 5.net

mensminger s.net

distone 5.net
nbassen s.net

tpinder s.net

503-916-3757
503-916-3153

800-237-6498
B88-886-9729

503-916-3762
503-916-3767
503-916-3370

503-916-3112
503-916-3378
503-916-3751

503-916-3750
503-916-3314
503-916-3315
503-916-3441

503-916-3756

503-916-3295
503-916-3777

503-916-3327

Note: This manual and forms referenced herein are available at the Student Body Funds portion of the PPS website.

https:/ fwww.pps.net/Page,1129

Updated September 2021
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0
INTRODUCTION

What are Student Body Funds?

Student body funds are donations, fees, gifts, grants and other monies that come Into a school primarily from
parents, students, community members and local businesses. Most are given for a specific purpose, so we hold
them in activity accounts that are restricted to designated uses. Student body fund expenditures are made for
goods and services that provide a direct benefit to students.

This manual is designed for Secretaries, Bookkeepers and Principals, all of whom have critical roles to play in the
successful administration of Student Body Funds. Student Body Funds is one source of money for schools to manage,
derived mainly from fees and donations, and held in a Wells Fargo checking account. In addition to managing
Student Body Funds, you will also be responsible for spending your school's consolidated budget and grant funds.

Principals, bookkeepers and secretaries are jointly responsible for running, monitoring and reviewing monthly
reports together. Each principal is ultimately responsible for the oversight and administration of Student Body
Funds. Bookkeepers and secretaries are responsible for ensuring that proper documentation and approvals are
obtained and retained for all transactions. This joint responsibility is an integral part of internal control and
necessary to successful financlal administration of the school.

Secretaries and Bookkeepers are expected to understand basic District requirements for:
cash handling

receiving funds and recording receipts accurately

making deposits

Issuing checks and direct vouchers

monthly financial report preparation

bank reconciliation

file documentation and archiving

A Student Body Funds Internal Review function has been established to perform periodic reviews that assess
compllance with the requirements. The regular Review schedule may be revised on an annual basis. See the section
on Student Body Funds Review in Appendix 2.

Student Body Funds Support staff and Accounting Services staff are here to support your efforts. Accounting
Services Department Is committed to improving and strengthening Student Body Funds processes.

As part of your job duties, you have a fiduciary responsibllity to maintaln the integrity of Student Body Funds.
Because Student Body Funds are District resources, Accounting and Payroll Services is obligated to report serious
errors and irregularities to Human Resources and the appropriate authorities.

Updated September 2021
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CHAPTER 1:
BANKING POLICIES

Updated September 2021
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DISTRICT BANKING POLICIES

Opening or Changing Checking Accounts
Mo bank accounts are to be opened or changed without the approval of the District’s Chief Financial Officer (CFO).

Bank Charges
Per agreement with Wells Fargo Bank, the District pays all bank charges. Should you find a bank charge on your
statement please contact Accounts Receivable at extension 63005.

NSF Returned Checks

If a deposited check is returned for non-sufficient funds, the bank will deduct the amount of the check from your
school's checking account. PPS incurs no bank fees for NSFs. An NSF is accounted for as a journal adjustment to
receipts in EPES.

Stop Payments
To avoid a stop payment charge occurring on your statement, send an email to the Accounting Services Department,
Treasury Manager for all stop payment requests with the following information:

Your Schoal Name
Payee

Date of check
Amount of check

There is a bank charge to the District for each stop payment issued. Please do not request a stop payment for checks
of less than $50.

No Over-the-Counter Withdrawals
None of the schools” secretaries or bookkeepers are permitted to gointo a bank branch and make “over the counter”
withdrawals.

Third-Party Electronic Deposits Not Allowed

You should refrain from disclosing your bank account information to any 3rd party vendor without prior written
authorization from District Accounting Services. Electronic deposits should go through your school’s Parent Teacher
Association (PTA) bank account, not your Student Body Funds account.

SBF Investment Accounts

Schools with more than 550,000 in Student Body Funds may invest the excess every month in increments of
51,000 to receive a higher interest rate. If you have guestions about SBF Investment Accounts please contact the
Treasury Manager and the Student Body Fund Coordinator.

Updated September 2021
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SBF BANKING POLICIES

Purpose of Student Body Fund Checking Account

The SBF checking account allows schools to handle business quickly and efficiently at the school level. Student Body
Funds (all types) are to be deposited and maintained at each schiool in a single Wells Fargo checking account. If any
financial activity falls under the jurisdiction and responsibility of the school, it must be handled either through the
school’s Student Body Fund or through the District’s financial system.

Additional Checking Accounts Not Allowed
Each school may have only one SBF checking account. There may not be any other checking accounts that refer to
eithier the school or to the School District. If financial activity does not fall under the jurisdiction and responsibility
of the school or the District, it should not be handled through Stuedent Body Funds. Any checking account not
specifically authorized by the District must not include:

School name

School address

District Tax D Number

Any other reference to the District

Mote: Your school Parent Teacher Association or Parent Teacher Organization may have a checking account in its
own name that uses the school mailing address.

Faculty Funds

Funds such as social dues, that are used and managed at the school, during the school day, and for the benefit of
the school and/or staff, may not be handled through the school checking account. Faculty funds may be held outside
of Student Body Funds and administered separately. In this case, the monies should neither be kept at the school
nor accounted for during school time or by school office staff.

Authorized Check Signers

All checks written from the school checking account reguire two authorized signatures. One of the signatures on
the check must be the Principal or a designated administrator (Vice Principal or Assistant Principal) in the Principal’'s
absence. All administrators who are authorized check signers will be held responsible for each check they sign.

Note: The principal can temporarily delegate their signature authority to another administrator in the case of their
absence. (See form on the SBF website) Student Body should be informed before the absence when possible, and
the administrator designated must be in writing by the principal. In the event that the principal has not delegated
their authority prior to their absence, the Senior Area Director should designate an appropriate individual.

The second signature should be the secretary, bookkeeper, and/or business manager. Only authorized signers on
file with the bank have the authority to sign checks. Authority continues until the bank is notified to delete the
signer. The Accounting department keeps track of authorized signers at each school.

Any changes in school administers may result in changes to the signature card. Principals, bookkeepers, and
secretaries should ensure that these changes are made at the start of every school year. To update a signature
card, send an email to the Student Body Fund Coordinator (sbfi@pps.net) with the name(s) and title{s) or the new
check signer(s) and the namei(s) of check signers to be removed.

Updated Septernber 2021
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ORDERING BANK SUPPLIES

Following these procedures will ensure that the District’'s general account is charged for supplies rather than your
school’s checking account.

Checks - Pre-K to 8th Grade Schools

There Is a "Reorder” check form in your school checkbook. It looks like a regular check but it is marked “Re-Order”.
You should send this form to: Cashler, Accounting Services Department, BESC. Please allow 3-4 weeks for your order
to be received and processed. The checks will be mailed to your school.

Checks - High Schools

The high schools use computer printed checks. You should place your order through Tom Brock Forms (TBF) at
1-877-325-0189. When you receive your checks and the invoice, attach the invoice to a Direct Voucher payable to
Tom Brock Forms. Completely fill out the Direct Voucher except for the account code and send it to: Cashier,
Accounting Services Department, BESC.

Deposit Slips
All schools should send an criginal blank deposit slip to: Cashier, Accounting Services Department, BESC. Please
allow 3-4 weeks for your order to be recelved and processed. The deposit slips will be mailed to your school.

Deposit Bags
Generally, only High Schools use Deposit Bags. Please contact the Cashier In Accounting Services to request deposit
bags. The bags will be sent to you via PONY or you can come to the Accounting Services Department and pick them

up from the Cashier.

Endorsement Stamp

Stamp a clean piece of paper with the endorsement stamp that you need replaced. Please send it to: Cashier,
Accounting Services Department, BESC.

Please note that most endorsement stamps can be re-inked and do not normally need to be replaced.

Updated September 2021
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SBF ACCOUNT ORGANIZATION

Beginning of the Year Checklist

Review authorized signers on SBF checking account and update as needed

Review activity account balances from the prior year

Contact SBF support to request additions, edits and/or deletions to your activity account list as needed
Check your supply of receipt books, checks, bank depaosit slips, deposit bag and endorsement stamp
Consider petty cash needs — establish, increase or reduce petty cash balance

Determine schedule to meet with Principal to review finances — at least once monthly

Discuss with principal plans to use consolidated/grants/SBF funds

Turnowver of SBF Personnel
Inform the SBF Coordinator and Treasury Manager immediately of any position changes for any individual who is a
check signer on the SBF account.

Physical Filing System

All schools must file their student body fund records in a uniform way. Make a folder or envelope for each month
of the school year. July and August can be combined into one file since there is usually very little activity In July and
August. In each monthly folder or envelope, include:

# Deposit back-up.

# Check coples/stubs with appropriate back-up (file numerically).

# Bank wire statements and any appropriate back-up.

= Month-end reconciliations and reports; including journal adjustments.
Activity Accounts

Activity accounts identified by name and by number are used to track Student Body Funds designated for different
purposes. This helps us to ensure money s spent as the donor stipulates.

While each school may have a few unique accounts reflecting their specific community funding, many activity
accounts are standard, such as 1000, Principal’s Discretionary Account. Examples of standard account names and
numbers are listed in Appendix 1 at the end of this manual.

Funds should always be received into an activity account that reflects the donor intent. New activity accounts are
created upon request. Please contact sbf@pps.net for new activity accounts, account deletions and account name
changes.

The Principal’s Discretionary account is the least-restricted activity account in Student Body Funds. Howewer, all
funds must be spent in accordance with all 58F and District rules. Funds for special projects should not be put into
the Principal’s Discretionary account. Such funds should be put into a separate designated account.

Documentation for new activity accounts is maintained at the school. Keep informational letters that specify the
use of a donation.

Updated Septernber 2021
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CHAPTER 2:
RECEIPTS & DEPOSITS
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RECEIPTS & DEPOSITS QUICK REFERENCE

Receipting
Always receipt funds using SchoolPay. No funds should be received and then disbursed without being deposited in
the bank. SchoolPay Login: https://fwww.schoolpay.com/login/authorize

Always count cash when received and whenever practical in the presence of the provider to verify the correct
amount. In times when you cannot count cash when first received the person turning in the money should count it
and put it in a sealed envelope. The sealed envelope must contain:

Account #:z ; .
Purpase: // Purchase student computers
- ~

AN

The envelope MUST be opened and counted in the presence of a witness.

TIP: Maintain security and accountabllity over cash receipts at all times. Lock un-deposited checks and cash in a
secure location with limited access.

Deposits
Make deposits timely according to SBF policy and procedures.

+* Pre K-8th grade schools are required to make deposits to the bank at least weekly or whenever cash and checks
total $500 or more
+ High schools must make daily deposits via armored car

At the end of each day you will run a Transaction Report or Chart of Account repaort (your preference) in SchoolPay
to balance your cash and check receipts to determine if you need to make a deposit.

A deposit slip must be completed to accompany money to the bank. The depaosit total should be the total of all the
cash receipts since the last deposit was made. There will be two copies of the depaosit slip.

# Original (whita) - to the bank with the deposit
+ Duplicate copy (yellow) — should be kept at the school and filed with the deposit summary

TIP: Depost files should include: (1) Transaction Report, (2) Duplicate copy of bank deposit slip, (3) Recelpt from
bank or armored car

Secretaries and Bookkeepers must daily record all cash and cash equivalents (such as checks, money orders, etc.).
All cash and coin must be counted by two people - the provider and the receiver — and a receipt must be Issued.
Checks should be made out to the school, not to a specific employea.

1o
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CASH HANDLING ROLES & RESPONSIBILITIES

SECRETARY/BOOKKEEPER DUTIES

Daily receive money and record cash receipts for all money related to student activities.

Make bank deposits timely according to SBF rules.

Lock un-deposited checks and cash in a secure location with limited access.

Malntain security and accountability over cash recelved at all times.

Record and account for all cash received in the SchoolPay software.

On a monthly or more frequent basis, review the Activity Ledger Report with your principal to update her/him
regarding the cash position of all accounts in the Student Body fund.

+ Highlight or otherwise note the accounts that are In a negative position and review with your principal.

® & & & & &

PRINCIPAL DUTIES

# Ensure that the Secretary/Bookkeeper receives and has sufficient time to deposit all monies according to the
SBF manual and PPS guidelines.
Make sure the Secretary/Bookkeeper has a secure area to properly handle and store all money.
Make sure all money Is remitted to the Secretary/Bookkeeper on a daily basis. An annual written notification
from the Principal to staff regarding the processes, policies and procedures of the Student Body Funds is
recommended.
TIP! Contact SBF Support or the Accounting Services Department staff whenever assistance is needed.
Make sure that new secretaries have a basic understanding of finance in addition to providing access to training
and assistance.

11
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COUNTING CASH WHEN RECEIVED

Cash should be counted when received and whenever practical, in the presence of the provider to verify the correct
amount.

If cash cannot be counted when first received, the person turning over the money should count it and put it in a
sealed envelope. The person turning the money over to the Secretary/Bookkeeper should then write the following
items on the envelope:

Amount of money contained in the envelope

Date they are turning the money over

The activity account into which the money should be recorded
A description of the deposit {i.e., Scholastic Subscriptions)
Their signature (signed across the seal of the envelope)

The Secretary/Bookkeeper should lock the envelope in a secure location. When the amount is able to be verified,
the Secretary/Bookkeeper should open the sealed envelope and count the currency in the presence of another
adult. The other adult then verifies that they witnessed the counting by signing on the cash receipt form next to
the Secretary/Bookkeeper's signature. After verification, the Secretary/Bookkeeper enters information into
SchoolPay emailing receipt if email address is known.

Monies taken in by all individuals other than bookkeepers/secretaries should be turned in by the end of the day
that it is received. An exception would be weekend events, in which case the money should be turned in to the
person in charge and kept secured until the next school day. Alternative arrangements should be made in advance
and approved by the Principal for receipting funds from summer fundraisers.

Mo funds should ever be received and then disbursed without being deposited in the bank.

For required student fees such as Pay-to-Play fees, a list of students who paid should be turned in along with the
money at the end of each day. These required fees should not be held and turned into the bookkeepers/secretaries
on a monthly or other periodic basis.

Funds may be collected by either the teacher or secretary. If the teacher collects the money, it should be turned
over to the secretary on the day it is received with a list of the paid students, the amounts and the purpose of the
collection. The secretary will enter the payment into SchoolPay with the teacher’s class/parents as the payer. The
written list of students MUST be attached to the copy of the receipt and retained at the school. This list is necessary
if refunds need to be made in the future.

If payments are made to the secretary, the secretary should enter the payment into SchoolPay and email a receipt
to each person making a payment.

Students should not handle cash without an adult present.
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BANK DEPOSITS

Pre-K to 8th Grade Schools

Pre K-8th grade schools are required to make deposits to the bank at least weekly or whenever cash and checks

total 500 or more.

Ways to get the deposit to the bank:

Principal’s Secretary or Principal takes the deposit to the bank.
Arrangements can be made for your school to use the night deposit drop box at your local Wells Fargo branch.
As a last resort, contact SBF Support or the Director of Financial Services and explain the situation to arrive at

acceptable alternatives.

High Schools

High Schools must make daily deposits via Armored Car. If there are no deposits or the bookkeeper is out of the
office due to sickness or other reason, the Armored Car services should be notified by noon that there will be no
pick up that day. The bookkeeper should notify their principal and Accounting Services Department if they will be
out for an extended time, so arrangements can be made to take care of deposits.

Deposit Slips

A deposit slip must be completed to accompany maney to the bank. The deposit total should be the total of all
the cash receipts since the last deposit was made.
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There will be two copies of the deposit slip:
+ Original (white) - to the bank with the depaosit.
+ Duplicate copy (yvellow) — should be kept at the school and filed with the deposit summary

TIP: If you hawve several checks to deposit, use an adding machine or spreadsheet to total them together. Run two
tapes if using an adding machine. Keep one with your deposit to the bank and keep the other with your yellow

deposit slip copy

TIP: To ensure that your work is correct, each deposit packet should contain the following:

1. Transaction Report

2. Duplicate copy of the bank deposit slip
3. Receipt from bank or armored car

Updated September 2021
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STUDENT FEES

Requested Donations

Under Oregon law, students cannot be required to pay a fee for classes that are part of the regular school program.
Howewver, in some instances, you may ask parents to make a contribution for certain classes where additional
learning materials enable the school to expand and enrich those classes. Certain science lab expenses and art class
supplies are examples of appropriate requests for contributions. Parents are not required to pay the requested
contributions In order for their children to enroll In the class.

Required Fees
Required fees are expenses that parents can be charged for activities or items that supplement or enhance their
child"s regular school education. Examples of allowable required fees:

« Optional field trips that are not part of the regular school program (If the trip contributes significantly to an
understanding of the course, for which the teacher has specifically planned the trip, it is a regular part of the
school program).

Admission to extracurricular activities (attendance must be optional)

Rental of musical instruments

Gym clothes and towel (when student does not furnish their own)

Other non-instructional expenses

Bus Passes & Student ID (Identification) Cards

There is no charge for an original, basic student ID card, which includes a bus pass. If an enhanced ID card that
provides additional benefits is offered, a reasonable fee may be charged for it. Schools should make clear that the
fee is optional, and list the benefits offered. Charging a nominal fee for replacement of Student ID cards and/or Bus
passes is acceptable.

Deposits
Deposits are charges that are refunded to the parent once the item is returned in acceptable condition. If parents
cannot be located, deposits must go through the escheatment process (see Appendix 3). Examples of deposits:

+ Textbook security deposit
# Locker padlock deposit

Return of Required Fees and Deposits
Refunds of required fees and deposits should not be paid to students in cash. Such refunds should be paid by check
to the parent or guardian of the student. No refund will be given without original SchoolPay receipt of payment.

TIP: Receipted payments made with credit card are refunded using SchoolPay; receipted payments made with
cash or check are refunded using EPES.
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COLLECTION OF STUDENT DEBT

Student Owes Less Than 550
The school may withhold the grade reports, diploma, and records of students and former students until the
outstanding debt is paid.

Student Owes 550 or More

The school must withhold the grade reports, diploma, and records of students and former stuedents until the amount
owing has been paid.

Written Notice Required
The student or parent must receive written notice that the records will be held until the debt is paid. This notice
must be given at least 10 days before withholding the records. The notice must state:

1.
2
ER

The reason that the student owes the money

An itemization of the fees, fines, or damages owed

A statement that the District may pursue the matter through a private collections agency or other
methaods

A statement that the amount owed can be contested through the parent/student complaint
procedure {a copy of the complaint procedure must be enclosed)

A statement that if the parent/student complaint procedure is not commenced within 30 days of
the notice, the amount of debt will be considered correct and the records will be held

If the requested grade reports, diplomas, or other education records are required for placing a student at another
educational institution [excluding an institution of post-secondary education), the records must be forwarded.
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DONATIONS

Schools are required to provide a Charitable Contribution Acknowledgement Form to all donors. Please encourage
donors to include their names and list in the designated areas of the donation form how the donated funds should
be used. Donations from parents or organizations should be made directly to the school and not to the classroom
teacher.

On infrequent occasions, return of donation has been requested. If the name of the individual is not on the receipt
or as an attachment to the receipt, as in the case of an anonymous donation, we will be unable to return the
donation to the individual.

Donations from PTA groups to cover costs that the school may incur for supplies, copies, as well as funding programs
for students for enrichment and extracurricular activities should not be regarded as Unrestricted Funds. Such funds
should not be put into the Principal’s Discretionary account; they should be placed in a PTA Accounts Receivable
Account for better accounting of the donated funds.

Reporting of "other than cash™ donations (physical assets) from an outside organization to a school should also
adhere to the donations acknowledgement policy. Do not include a dollar value for any in-kind item - that is the
responsibility of the donor. Reporting will allow the District to add the donation to its Capital Assets listing, If
applicable.

Donations of $250 - 54,999

Individuals or organizations making contributions of 250 or more to Portland Public Schools should be provided
with a completed Charitable Contribution Acknowledgement form or receipt. You should provide donors a written
acknowledgement no later than seven (7) days after receipt. If you choose to you may set up your SchoolPay to
send these receipt acknowledgements for you. For more information about this process please contact the SBF
Coordinator.

If sending a paper receipt give the original to the donor and keep a copy for your files.

Donations of $5,000 or More

The school must complete two forms when donations aggregate to $5,000 or more within the school year: (1) The
Charitable Contributions Acknowledgement form shown on the preceding page and (2) the Reguest for
Authorization to Receive Donation form shown here.

Deposit donations into your school checking account in a timely manner — do not wait for the Reguest for
Authorization to Receive Donation form to be returned before making the deposit.

Do not prepare forms for donations that are estimated or proposed, only those that have actually been received.
TIP: Make a Donations folder in your SBF files and put a copy of each Charitable Contributions Acknowledgement

form and Request for Authorization to Receive Donation form in the file as it is completed or keep a file on your
computer with electronic copies of each receipt.
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GRANTS

Only in limited situations can grants be handled through the Student Body Funds accounts. If you have received
grant funds, please contact Grant Accounting (grantaccounting® pps.net) and Student Body Funds (shf@ pps.net)
for guldance.

Federal and State awards, regardless of size, cannot be managed through the Student Body Activities Funds
accounts, nor can they be managed at the school department level. Such funds must be centrally managed through
District Grant Accounting. This requirement Is in place to ensure that the District complies with grants management
and reporting standards.

Grants of 510,000 or more should be managed on the school’s behalf by District Grant Accounting.
Grants with special reporting requirements as a condition of the award, should be managed at the District level by
Grant Accounting to reduce the risk of having to return the funds because the District did not meet reporting

requirements.

*Mon-federal grants under 510,000 that are not subject to reporting reguirements may be managed by District
Grant Accounting at the school's reguest.
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CHAPTER 3:
DISBURSEMENTS
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DISBURSEMENTS QUICK REFERENCE

Disbursements
Record and account for all disbursements in EPES. Funds in the Student Body Fund accounts are to be spent for the
general welfare of the student body and not for staff or for purposes funded as a part of general operations.

EPES Login: https://epesaccounting epes.org

Before ordering, the principal MUST approve all purchases of goods/supplies which are to be paid for with SBF
Purchases of software and/or hardware require approval from Information Technology (IT)

You MUST first have a check reguest signed by the Principal

Follow check writing procedures: sequential order, dual signatures, photocopy for files, proper documentation
Enter all checks in EPES software [PK-8) or print checks from EPES (high schools)

Do not write any checks or make any purchases unless money is avallable in the account to cover the purchase
Contracts are required for all Personal Services and payments must be made by District Accounts Payable

Prohibited SBF Disbursements
+ Employee travel advances, and/or related expenses for local and out-of-town travel except when accompanying
students
Employee registration fees
Reimbursements to District employees — all employee reimbursement requests must be submitted to District
Accounts Payable for payment within 60 days of the purchase
+ Payments to District employees for services performed in addition to their regular duties — this is taxable
compensation to the employee and must be processed through the Payroll Department
Purchases for staff members; equipment, meals, supplies, staff appreciation
Payments for fixed assets, office equipment, and building repair needs
Alcohol, tobacco products, adult entertainment
Gift cards except:
o To meet the immediate needs of homeless students
o With written pre-approval from the CFO - If approved
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DISBURSEMENTS ROLES & RESPONSIBILITIES

SECRETARY/BOOKKEEPER DUTIES

+ Funds in the Student Body Fund accounts are to be spent for the general welfare of the student body and not
for staff or for purposes funded as part of general operations.
Duties include processing invoices, POs (if HS), check requests, and reimbursements for payment.
Employee reimbursement requests should be submitted to AP within 60 days of the expense being incurred.
Prepare checks for signature and mailing. Do not pre-sign or permit any SBF checks to be pre-signed. Signature
stamps are not permitted on SBF checks or forms.
Maintain a filing system to organize documentation for disbursements on a monthly basis.
Maintain security and accountability over the checkbook and checks.
Record and account for all cash disbursements in EPES software daily.
Assure that no SBF account or checking account becomes over expended. Do not write any checks unless
money Is available in the account to cover the purchase. The only exception is if the deficit is temporary and
funds are expected.
+ Monitor requests for disbursements and alert the Accounting Department / SBF Support staff of prohibited
purchases.
Update signature cards immediately when there is a change in signers.
Inactive activity accounts (over 2 years) with no balance should be removed from the chart of accounts.
Dormant balances should be addressed promptly. For example, Class Year of 2012 has a balance. At the
conclusion of the school year, the funds may be used to clear appropriate deficit balances or transferred to the
next year's class. The student groups should designate how excess funds can be used when the account Is set
up.
All salary payments should be made through Payroll to ensure compliance with Federal regulations.
Ensure that student designated funds are not spent to directly benefit staff, or on other prohibited purchases.

PRINCIPAL DUTIES

Arrange check signing authorization.

Before signing, review checks and other payment requests timely for legitimacy and accuracy.

Require adequate documentation in support of all disbursemenits.

Ensure policies are followed regarding prohibited/restricted use of Student Body Funds.

Assure that checks are not written unless money is available in the activity account to cover it

Monitor procedures to assure chiecks are issued and used in numeric order.

Verify checkbook and unused checks are locked in a secure location with limited access.

Call Student Body Funds Support whenever needed.

Meet with bookkeeper or secretary no less than monthly to discuss and review status of SBF funds,
reconciliations, consolidated budget and purchases using procurement cards.

Monthly review of bank reconciliations.

+ Provide bookkeeper or secretary adequate time and appropriate work space to perform their SBF duties with
minimal distraction.
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WHAT CAN | PAY FOR WITH SBF?

What can | pay for with SBF?
Funds in the Student Body Fund are to be spent for the general welfare of the student body and not for purposes
of general operations. Allowable 5BF disbursements include:

Class activities and field trips

Student incentives — should not be greater tham 550 per student: for more guidelines around the use of
incentives see the Administrative Directive: Use of Funds for Meals, Refreshments, and Student Incentives
https://www.pps.net/Page/231

Student events, dances, parties

Out-of-town student contests and events

Purchase of student supplies for classroom use

Small gifts of appreciation for volunteers

Reimbursement for reasonable tipping {up to 20%) is permitted for meals at a restaurant and for food deliveries
If a staff member purchased supplies in Washington and has a receipt showing sales tax was pald, the amount
of the sales tax may be reimbursed from SBF

TIP: Although the Principal’s account is discretionary, payments or donations should show a direct benefit to the
student population, and complete supporting documentation must be provided for each expenditure.

What can | NOT pay for with SBF?

* Employee travel advances, and/or related expenses for local or out-of-town travel (except when accompanying
students) are prohibited. All airline ticket purchases need to be handled through the Travel Desk in Accounts
Payable.

Employee registration fees

# Reimbursements to parents/volunteers that need to be charged to an account code must be processed through
the District Accounts Payable Department

* Reimbursements to District employees must be submitted to District Accounts Payable for payment within 60
days of the purchase

* Payments to District employees for services performed in addition to their regular duties must be processed

through the District Payroll Department

Purchases for staff members; equipment, meals, supplies, staff appreciation

Payments for fixed assets, office equipment, and building repair needs

Alcohol, tobacco products, adult entertainment

Gift cards except:

o To meet the immediate needs of homeless students
o A grant explicitly provides for gift cards
o With written pre-approval from the CFO

TIP: Expenses not associated with/unrelated to the account should not be paid for out of the account. For example,
Pass-thru accounts are set up for specific purposes, such as Run for the Arts or Athletics, and expenses relating to
refreshments, supplies, office equipment, etc. should not be purchased with funds from such accounts.

TIP: Advances to contractors for purchases of items or inventory are prohibited. If an exception is required, please
contact the SBF Coordinator.
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DISBURSEMENT APPROVAL AND DOCUMENTATION

Prior Approval for All Purchases

Before ordering, the principal must approve all purchases of goods/supplies that are to be paid for with Student
Body Funds. In addition to Principal/designated Administrator approval, purchases of software and/or hardware
require approval from the Director of the Office of Information Technology.

All purchases equal to or greater than $500 require written evidence of prior approval. The Purchase Approval Form
should be approved by the Principal prior to ordering the goods or supplies that are not already approved through
the contracting or PO process. The Principal’s "signature stamp”™ [ not an acceptable approval.

Documentation

The following are acceptable forms of documentation for expenses:

Invoices for goods received

Personal Services Contract invoice for work performed

Original receipts

For pass thru accounts: a detailed report of receipts from EPES showing the collections to be remitted to another
organization {example: Run for the Arts)

The following are not acceptable forms of documentation for expenses:

+ (Quotes are not an acceptable form of documentation in place of an invoice
* Statements are not acceptable

+ Coples of recelpts are not acceptable

+ Packing slips alone are not acceptable

Proof of Receipt of Goods: In order to pay a vendor you first must have written verification that the goods were
received in good order and that the invoice is okay to pay. This may be the signature of the person who received
the goods on the packing slip or it may be a written authorization on the invoice.

Original Receipts: Original receipts must accompany the reguest for reimbursement. They need to be detailed
enough to show what was purchased. For example, date, time, place, amount, number of guests and business
purpose. A generic credit card receipt that only shows the amount charged will not provide enough information.

Online Purchases: If a purchase was made online, or through e-commerce vendors using a blanket PeopleSoft
Purchase Order, make sure to have a printed copy of the electronic purchase, in addition to all other pertinent
support documentation. Verify that the receipt is shown paid in full as appropriate.

Summer Purchases: On occasion, school personnel may need to purchase items [e.g. uniforms) during the summer
im order to have the items available for the start of the school year In the fall. Before making any purchase during
the summeer, it is the purchaser’s responsibility to ensure that funds are available. The purchaser should check the
Student Body Fund account balance with the bookkeeper or principal’s secretary prior to the end of the school year
to ensure that there are sufficient funds to pay for the items. Once the goods are received, written verification
should be provided to the bookkeeper or secretary that all the goods were recelved in good condition and that the
imvolce s "OK to pay”. Payment should not be made in full if all items have not yet been received.
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CHECK REQUESTS

The Principal must approve all requests for check issuance. You may use a blue Request for Issuance of Check form
or a district voucher payment stamp {put SBF account number and name in the “charge to” line). This stamp or form
must be on all supporting documentation.

Check Request Process

+ Complete a Request for Issuance of Check form for all disbursements. The Principal must sign the check request
{or reimbursement request) before a check is written.

+ |f the disbursement is equal to or greater than 5500, compare the invoice to the approved Purchase Approval
Form. If the invoice is for a larger dollar amount than the amount originally approved for purchase, this should
be noted on the invoice and the Principal needs to sign to approve the increase in spending. In addition, the
invoice should be approved by the Principal before the expense is paid.

+ |f the disbursement is for $2,500 or over and the Student Body Funds account will result in a deficit position,
the Deficit Funding Form should be prepared, approved by the principal, and submitted to the Bookkeeper.

Account Deficits
Check requests should be approved by the Principal only if there are sufficient funds in the SBF account to cover the
expense. Exceptions to this rule would be:

+ The deficit is temporary and a deposit is forthcoming. Example: Event costs are paid in advance, causing a
temporary deficit until the event fees are received that cover the costs.

# The Principal approves the expenditure knowing that a secondary source will be reimbursing the account.
Examples: The Principal has a discretionary or other allowable account to transfer the costs from; an outside
source such as PTA is paying the costs and those funds have not yet been received.

Refunds

All refund requests must be in writing from the requestor and approved by the account holder for which the
original fee was paid. NO refund will be given without sufficient documentation showing the original receipt of
funds.

Refunds for receipted checks should not be issued until sufficient time has passed to ensure the check has cleared
the bank.

TIP: Receipted payments made with credit card are refunded using SchoolPay; receipted payments made with
cash or check are refunded using EPES.
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WRITING A CHECK

A check may be written once the previously discussed approval is obtained.

Pre-K to 8th Grade Schools

Checks are manually written in numeric sequence to pay invoices by the due date and in time to take advantage of
any cash discount offered. Approved bills should be paid within 30 days of receipt. Do not pay late fees without
authorization.

Make a copy of the check and the invoice for the SBF records. There must be two authorized signatures on the
check (usually the secretary and the principal). One of the signatures must be an administrator.

File together numerically {by check number) in your monthly folder:

Copy of Check

Original Reguest for Issuance of Check form [unless sent to District for reimbursement)
Orlginal Purchase Approval Form, if applicable

Original recelpt, copy of invoice or appropriate documentation of expense

If the check request and original invoice or documentation are sent in to the District for reimbursement, please keep
copies of the check stub, Request for Issuance of Check form or Purchase Approval Form, and all related backup
documentation.

High Schools

Checks are created through the EPES software. See Appendix & for more detail on this process There must be two
authorized signatures on the check (usually the principal and the bookkeeper and/or business manager). One of
the signatures must be an administrator.

File together numerically {by check number) in your monthly folder:

* Check Stub

+ Original Reguest for Issuance of Check form [unless sent to District for reimbursement)

+* QOriginal Purchase Approval Form, if applicable

+ Original receipt, copy of invoice or appropriate documentation of expense involce or appropriate document

If the check request and original invoice or documentation are sent in to the District for reimbursement, please keep
copies of the check stub, Request for Issuance of Check form or Purchase Approval Form, and all related backup
documentation.

TIP: The Principal cannot approve his/her own reimbursement — the request must go to his/her supervisor for
approval before submitting to Accounts Payable for reimbursement.
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PAYMENTS FOR SERVICES/CONTRACTS

When Do | Need a Contract? hitps://www.pps.net/Page/118

When your school or department wants to secure services from vendors or contractors, you need to create a
written contract signed by both parties. For example, you need a contract for high school dance venues, for
overnight field trips, and for special programs. District contract templates are found on the Purchasing &
Contracting website under the Contract Forms heading. Templates and forms are updated freguently; please
always download a new template for each contract you initiate.

Mote: The District cannot enter into a contract with a current District employee or someone who has been
employed by the District in the previous year. Please contact Purchasing & Contracting If yvou have any questions
about this policy. If additional work is performed by an employee (e_g. playing piano at a school concert), the
employee should be paid through the “extended hours/extended responsibility pay” process through Payroll.

All contracts, regardless of dollar amount, must be routed through Purchasing & Contracting for signature.
Similarly, all contract payment reguests must be routed through Accounts Payable for payment: schools are not
permitted to write checks to pay for contracts. Waork may not begin until you receive the signed contract back
from Purchasing & Contracting. Payments will not be made for work done without a contract in place.

Contract Payments
Once an invoice is received from the contractor and approved by the budget holder (principal), complete the
Request for Fayment on a Contract form and submit it with the invoice to Accounts Payable (ppsap@ pps.net). The

Request for Payment form must be Initialed in two places and signed by the budget holder (principal), and the
attached invoice must be detailed and specific. The payment will appear as a debit on your next monthly wire.

Note: Student Body Fund checks cannot be used to make payments on contracts.

Master Contracts — https://www.pps.net/Page/1875

A Master Contract Is a contract negotiated by Purchasing & Contracting or another central administrative
department and under which any department or school can request services without having to enter into a
separate contract. The process for requesting services and abtaining payment is different for each vendor. Follow
the steps outlined on the Purchasing & Contracting website under Master Contracts.

PTA-Paid Contracts

If the PTA is paying for a service or activity for students (e.g. for a class to go on an overnight fieldtrip, for OMSI,
etc.), a PPS contract is still needed to cover the legal and monetary aspects of the transactions. Typically schools
doing this will use an activity account in Student Body Funds called Accounts Receivable — PFTA. The PTA will deposit
the full contract amount with the school up front and the school will draw down the account as contract payments
are charged on the monthly wire.

Alternatively, the school can copy the PTA when it submits a Request for Payment on a Contract form to AP. The
PTA then issues a chieck to the school for the amount of the contract payment. The PTA check is deposited to Student
Body Funds in the AR-PTA Actlvity account. When the monthly school wire deducts the contract payment from the
school's 5BF, the secretary codes that wire payment to the AR-PTA account.

TIP: Contact Purchasing & Contracting (purchasing@ pps.net) with any questions.
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PAYMENTS FOR OUT-OF-TOWN STUDENT TRIPS

Pre Travel/Training Authorization Form

The trip leader should prepare and submit to the Accounts Payable Travel Desk, a completed Pre-Travel
Authorization form signed by the trip leader and approved by the Principal. Attached to the Pre-Travel/Training
Authorization form should be (1) a memo describing the trip and purpose, (2) a copy of the contract, and (3) a copy
of the roster of students and adults who will be on the trip.

Trip Expenses

+ Airfare must be arranged through CTM (Corporate Travel Management). If you wish to arrange airfare through
another vendor, please contact the Accounts Payable Manager.

« Group meals for student may be paid for by the trip leader. Documentation of the group meal (itemized receipt
and roster of attendees) should be submitted along with an Employee Expense Reimbursement Request form
for reimbursement through Accounts Payable.

# Mo travel advance or stipend checks should be issued by the Student Body Funds bookkeeper or secretary.
Small travel advances or stipends are allowed for students and coach/volunteers accompanying students on an
out-of-town school sponsored trip. Such a stipend will be issued by the Accounts Payable department. Each
student receiving the advance is required to sign off on the roster confirming that he or she has received the
advance.

+« Al other documented expenses incurred by the trip leader, teachers, and/or volunteers will be reimbursed if
supported by appropriate receipts. Expenses related to this trip must be submitted to Accounts Payable for
processing.

Travel/Training Expense Reimbursement Request

Upon return from the trip, the trip leader should prepare and submit to Accounts Payable Travel Desk, a completed
Travel/Training Expense Reimbursement Request. Travelftraining expense reimbursements require the following
documentation:

+« A copy of your approved Pre-Travel/Training Authorization form
+ Original, itemized receipts for reimbursement of expenses the trip leader paid for personally, showing method
of payment and no balance due

Reimbursement should be requested within 30 days after having incurred the expense. Requests will be forwarded
to Payroll as a taxable benefit if received after 60 days of when the expense(s) were incurred.
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PAYMENTS TO EMPLOYEES

To ensure that the expense is appropriate, and that reimbursement will be paid, employees must have prior written
approval from the principal/administrator before spending money out of pocket.

Do not write a check from SBF to reimburse an employee. Payments to employees directly from Student Body
Funds for business expenses (travel, training, tuition, mileage, meals, etc.) or limited staff compensation is
prohibited. However, Student Body Funds may be used to fund these items, as long as the expense otherwise meets
criteria for SBF permissible expenses, and the employee is first paid through District Accounts Payable or Payroll
departments. Such expenses should be coded to 115320-101-XXXX (your school's department id#). Using this
coding will ensure your SBF is subseguently charged on the monthly SBF wire for these items.

Generally, employee business expense reimbursements may be charged to Student Body Funds as described above,
as long as the Student Body Funds have the money to pay, the employee recelves their payment directly from
Accounts Payable or Payroll, and the expense complies with other SBF guidelines regarding permissible SBF
expenditures.

Mileage and other travel expense should not be charged to 5BF, unless transporting students. Mileage cannot be
paid from SBF for making bank depaosits.

Meals and Refreshments for non-overnight travel

Meals or refreshments provided by an employer for meetings occurring across a meal time, or to promote the
morale or goodwill of employees are an inappropriate and unauthorized expense for Student Body Funds, because
there Is no direct benefit to students. These types of expenses should be charged to consolidated budget or other
District funding sources. Exception: Staff meals may be paid from SBF funds If the coach/trip leader, teachers and/or
volunteers are traveling with the students during a meal time.

Business Expense Reimbursement Form

If reimbursement is to be charged to a District account code, this same form can be used to obtain authorization for
reimbursements to parents, volunteers, students and others in addition to employees. Reimbursements paid from
SBF funds to parents, volunteers or students are to be made at the school, with an 5BF check. All employee
payments, no matter the source, are to be directed to District office.

The Principal’s or other designated administrator's approval signature on the form s reguired to authorize the
payment. Please note that all documentation must be received by Accounts Payable within 60 days of the expense
being incurred, so timely approval by a supervisor is essential. The Principal cannot approve his/her own expense
reimbursement form — it must be signed by the Principal’s supervisor. Only forms with original signatures are
accepted. If the Principal will be absent for an extended period, the principal or their supervisor may designate, in
writing, another individual to approve/sign expense requests for a limited and specified period of time in their
absence. This approval should be forwarded to the Accounting department.

Staff Compensation

Student Body Funds cannot be used to pay for regular staff compensation (FTE, Limited Term funded positions).
Student Body Funds can only be used to pay for extended responsibility, temporary, extended hours or for substitute
time. Do not write a check to the employee from the Student Body Funds account. All other payroll (e.g. FTE)
must be processed through the budgetary chart field.
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CHAPTER 4:
MONTHLY RECONCILIATION
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MONTHLY RECONCILIATION QUICK REFERENCE

Reconciliation Process

Have the following available to complete the reconciliation process:

+ Wire Statement, if applicable — enter wire statement as a check, enter check number as "9999" followed by wire
statement number into EPES. The payee is: PPS Bank Wire.

Wells Fargo bank statement for the month you are reconciling

Bank Reconciliation report

Activity Ledger report

Outstanding Checks report

Sequential List of Checks cancelled (by check number)/Sequential List of Receipts (by receipt number)

List of lournal Adjustments (if any)

List of Activity Transfers {if any)

Outstanding deposits to bank — provide supporting documentation of your outstanding bank deposits (e.g. bank
deposit slip & receipt from bank, list of transactions in SchoolPay)

Reconciliation Tips
+ Cancel all checks cleared by the bank listed on the Wells Fargo bank statement and cancel the wire you created
as a check if applicable in EPES
Make sure all deposits, wires, checks, and other electronic debits and credits are entered into EPES
Identify all outstanding deposits to the bank
#  Run trial bank reconciliation report
o When balanced print the report
o When out of balance complete steps in the SBF Manual

9
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MONTHLY RECONCILIATION ROLES & RESPONSIBILITIES

SECRETARY/BOOKKEEPER DUTIES

# Record all monthly disbursements and adjusting journal entries into the EPES accounting software.
# Reconcile the cash balance in the accounting program to the manthly bank statement.
# Print all required month-end reports in the following arder:

o Bank Reconciliation report

o Bank Statement {copy)

o If there are deposits in transit provide supporting documentation { i.e.; copy of bank deposit receipt,
SchoolPay transaction report or SchoolPay batch report)
Activity Ledger report for the month
Outstanding Checks report for the month
Sequential List of Checks cancelled, by check number
Sequential List of Receipts for the month, by receipt number
List of Journal Adjustments (if any)

o List of Activity Transfers (if any)

Attach copies of all signed Activity Account Transfer forms and supporting documentation
Attach the wire statement and wire backup
Sign the Bank Reconciliation report, Activity Ledger report and the Journal Adjustment (if any) for the month
Review this packet with the Principal
Obtain Principal’s signature on the Bank Reconciliation report and the Activity Ledger report
File the original signed documents to keep in your monthly SBF file.
Scan original signed documents to shf @pps.net no later than the 25™ of the following month.

(o w w

& & & & & & &

Timely reporting is vital to maintaining proper internal controls over the checking account. If a situation arises
where you cannot meet the filing deadline, it is your responsibility to notify the SBF Accountant about your
situation. Two late reports in a row may result in suspension of access to the school's checking account and EPES.

PRINCIPAL DUTIES
# Review and sign the monthly bank reconciliation report.

# Review and sign the month end ledger report and note any negative balances. Obtain a reasonable explanation
for account deficits (i.e. inventory on hand, reimbursement not yet received, etc.).
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MONTHLY WIRE STATEMENT

All school checking accounts belong to the District. In order to reduce the volume of paper checks going from one
District account to another, funds are transferred or “wired” infout of the Student Body Funds monthly. Therefore,
a check does not need to be written as the money Is transferred electronically. However, thie expenses will still need
to be recorded in the EPES software before you can close the month transactions and reconcile the account. The
monthly wire ([bank transfer) may include charges for contract payments, interdepartmental charges,
reimbursements, PCard expenditures and more.

The monthly wire transfer usually occurs on the last banking day of the month, except for June, when it occurs
mid-month. There is no monthly wire in July since most schools are on summer vacation. Please keep in mind that
there Is usually at least a one month lag for items to show up on the wire statement.

To obtaln a copy of your school wire statement:

+ Goto the SBF webpage: https:/fwww.pps.net/Page/1129

# Scroll down to Wire Statements in the left column and locate the month of the statement you need.

# Use the Ctrl-F keys to access the Find feature in Adobe, then type in your department number to go to your
school's wire statement.

# Print just the current page, or you will get a copy of every school wire statement!

Coding ltems to the Wire

Often there are instances where the District’s Accounting Services Department handles payments to employees,
contractors and vendors where the expense should be charged to Student Body Funds. Since the District pays the
vendor, Student Body Funds has to be charged after the fact. The account code to code an expense to a school's
monthly wire is 115320-101-XXXX (your school's department id#).

When Accounts Payable processes requests coded to this account code, it will charge school on the next monthly
wire. At the end of the month all entries coded to your school's account code will be listed on the wire statement.
It is your responsibility to enter and reconcile these items on a monthly basis in EPES.

All Direct Vouchers and any supporting paperwork will be needed to code the wire statement activity to the
correct activity account. After the monthly wire is processed in Accounts Receivable, the transactions coded to
your consolidated or grant budgets will be recorded on your Combined Expenditure reports.

Monthly Wire Statement

If you have credits or debits incurred during the month from,to AP, AR or other departments, you will have a
monthly wire statement from the Accounting Services Department. The statement will itemize each item that is
being transferred.

Only the grand total of the transfer will show on your bank statement.
If the grand total of the wire statement is positive you will see the amount being deducted on your bank
statement as a withdrawal.

# |fthe grand total of the wire statement is negative you will see the amount being added on your bank statement
as a deposit.

i1
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ACTIVITY ACCOUNT TRANSFERS

Activity account transfers are used to move funds among Student Body Fund activity accounts. An Activity Account
Transfer Form must be used to record the Principal’s approval prior to making transfers in EPES. The Activity Account

Transfer Form be accessed on the SBF webpage under Forms http://www.pps.net/Page/1129

Activity Account Transfer Process

+ Prepare an Activity Account Transfer Form for all transfers that are required to be recorded in the computer
accounting program
Clearly describe the purpose of the transfer and attach any documentation that would support the purpose
Verify that the transfer amount from one account s equal to the amount golng into the other account
Obtain the signature of approwval from the Principal = Principals should ensure that funds received for a restricted
purpose are not used for another unrelated purpose (e.g. funds raised for PE equipment should not be moved
to a technology account)
Record the entry in EPES
File the approved Activity Account Transfer Form and back-up in numerical order in a separate file/envelope
marked “Activity Account Transfers, 20xx — 20xx" — start each school year with Transfer #1 and continue in
numerical sequence throughout the school year

MNegative Activity Account Balances
All 5BF activity accounts at maonth and year-end should have positive balances.

Schools experiencing negative balances at year end in their Student Body Funds will be required to prepare a Student
Body Fund Megative Balance action plan report. The report should include a narrative of the negative accounts, the
reason for the negative balance, and the action steps planned to correct it.

TIP: Attach a copy of all signed Activity Account Transfer Forms to your monthly reconciliation reports
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TRANSFERRING EXPENSES

Transferring Expenses from SBF

If you wrote a check from SBF and want to shift that expense to a District account code, you should use an expense
label attached to your check copy (or check stub for High Schools) and completed Request for Issuance of Check
form. Please keep your original documentation and send an email to wire-sbf@ pps.net with scanned coples of your
supporting documents.

The following information should be attached to the email:

Original Request for Issuance of Check form and supporting paperwork
Original receipt

Copy of the check issued from SBF

Sign in sheets, flyers and/or agendas to support meeting costs

o 000

Be sure to fill in the account, fund, dept., program, subclass and grant fields representing the account code you want
to be charged. The Vendor Name field should be your school name. The Principal must sign the expense label
authorizing the expense transfer. If the funding source represents a grant, please reach out to
grantaccounting @pps.net for Grant Accounting approval before submitting to wine-sbf@ pps.net.

SBF will be reimbursed through the monthly wire transfer process. Each check being reimbursed will show as a credit
line item [negative amount) on the wire statement.

Transferring Expenses to SBF

In order to move expenses from your consolidated budget or District-managed grant funding source to SBF, you
should use a Journal Entry Reguest Form. The Journal Entry Request Form should Include the amount of expenses
to be moved, reason for the request as well as a copy of the PPS Combined Expenditure Report with the relevant
expenses highlighted. The request should be signed by the Principal. The account code to designate Student Body
Funds is 115320-101-XXXX (your school's department id#®). Send the Journal Entry Request to Accounting, attention
AR Accountant.

SBF will be expensed through the monthly wire transfer process. Each itemn being expensed will show as a debit line
itern (positive amount) on the wire statement.

Transferring Expenses Should be Rare

Although transfers between funding sources are permitted, each transfer requires review of the account to and
from which the funds are being transferred to ensure they are not designated for specific purposes. An excessive
number of transfers may indicate poor management or a lack of oversight of the Student Body Funds by the
bookkeeper/secretary and Principal.

Prior fiscal year expenditures cannot be moved between funding sources once the fiscal year is closed. It s
important that you review your financial reports and request any transfers before you leave for the summer break.
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YEAR-END CLOSING PROCESS

End of the Year Checklist

Complete the May monthly reconciliation process, including reviewing the monthly reconcillation with your
principal, prior to your last working day in June
Enter all June checks and bank wire statement items into EPES
Mote any account balances that are negative, review the accounts with the Principal and obtain approval
and do activity transfers of funds to zero out the negatives as appropriate
* Schools experiencing negative account balances at year-end will be required to prepare a Student
Body Fund Megative Balance Action Report — the report should include a narrative of any negative
accounts, the reason for the negative balance and the action steps planned to correct it
= Do not transfer funds from restricted SBF accounts to the Principal’s Discretionary account for any
reason, including resolving a negative account balance
Ensure that all donations aggregating to 5,000 or more have been forwarded to the Accounting
Department
Make arrangements to have your school mail held during the summer if no one will be there to accept it
Ensure that your checkbook is locked in a safe location
Before you leave the school for the summer, make sure that your Student Body Funds files and records are
easlly accessible for Accounting Services personnel to access them If needed. Please leave out the or provide
instructions for how to access the following:
=  (Check stubs (please lock up your checkbook but leave out the stubs)
* Receipt books
=  Monthly envelopes/folders that contain check and deposit documentation
=  Activity account entry support
*  Bank wire statements showing accounts that need to be charged, If any
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APPENDIX 1: COMMONLY USED TERMS

Commonly Used Term Definition

Activity Ledger Report EPES report showing balances by activity account
AD Athletic Director

AP Accounts Payable

AR Accounts Receivable

Bank Reconciliation Report

EPES report on SBF receipts and expenditures that reconciles to monthly
bank statement

BESC/Central Office

Blanchard Education Service Center, 501 N. Dixon Street

Budget to Actual Report

Monthly report on consolidated or grants budget

Account Code

Fund-Function-Object-Site Location-Area-Project-Dept for expenses

Combined Expenditure Report

PeopleSoft report on consolidated or grants expenditures

Consolidated or consolidated budget

The Board-approved funds your school receives annually from central
office, used to provide for school staffing and school program needs

Direct Voucher Form

Request for immediate payment from AP

EPES Student Body Funds accounting software program

GL General Ledger

Grants Funds held in designated grant acoounts for your school and
administered in conjunction with your school's Grant Accountant

HS High School

IT Information Technology department

JA Joumnal adjustment, an adjusting entry made to the accounting records

JE Journal Entry, an adjusting entry made to SBF, consolidated or grants
expenditures

MNSF Mon-Sufficient Funds, a check returned for lack of funds

P-Card Procurement card issued by Bank of America

PE-8 Pre-kindergarten to 8" grade level school

PO Purchase Order

PONY Interoffice mail system

PTA/PTO Parent Teacher Association/Parent Teacher Organization

SBF Student Body Funds

Title One Federal grant program applicable to specific schools

WF Wells Fargo Bank

Wire Monthly bank transfer from central office that credits or debits a

school's Wells Fargo checking account

Principal’s Discretionary Account

SBF activity account #1000

1820 Account

SBF activity account #1820, Accounts Receivable District
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APPENDIX 2: STUDENT BODY FUNDS DISTRICT REVIEW

The Student Body Funds are reviewed by District Accounting 5taff to ensure that cash, receipts, payments and
adjustments are handled in accordance with PPS puidelines.

Frequency of Review
SBF reviews are conducted using a risk based approach. The frequency of review for a particular school is based on
several risk factors and is established annually to give particular attention to schools with the following:

Schools with a large volume and dollar amount of transactions
Schools with a history of review findings

Schools with new principals, secretaries and bookkeepers

Schools that are experiencing management [ssues with their SBF funds
Schools that have missed a regular review

Schools may also be reviewed on request of someone with a particular concern.

TIP: If there is a change in either the Secretary/Bookkeeper or the Principal, there is a very high chance your school
will be reviewed for that year.

Scheduling of Review

District Accounting Staff will contact schools that are to be reviewed at least one week prior to the review.

Documentation for Review
The following reports and documentation should be made available during the review:

Backup for all bank deposits (Deposit Summaries or Daily Sequential listing of receipts)

Backup for all disbursements {vendor invoice, Principal approval, and reguest for issuance of check, if paid by
check)

A list of contracts entered into during the school year

A list of donations made to the school during the school year
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Guidelines for Student Body Funds District Review

Review Parameter

| PK-8

| High Schools

Cash Receipts/Deposits

Money is secure

Keep undeposited money in locked place.

All money recelved |s deposited

# Create Summary of Cash Receipts
for all money received.

* Maintain numeric sequence of
Summanry of Cash Receipts.

* Ensure Summary of Cash Receipts
agrees to deposit slip.

« Verify deposit amount agrees to
bank statement.

+ Create deposit slip for all money
recelved.

# Record receipts into EPES.

# Print Sequential Listing of Receipts.

« Verify Sequential Listing of Receipts
agrees to deposit slip.

« Verify deposit slip amount agrees to
bank statement.

Money is deposited on time

Deposit money at least weekly or
when it totals $500 or more.

Deposit money daily via Armored Car
Services.

Money is properly recorded in
software

separate,

Record incoming cash into proper account, keeping staff and student money

Donations are properly handled

to Accounting Services Department.

send in Reguest for Authorization to Receive Donation of 55,000 or Above in

Grant funds are properly handled

Forward to the grant accounting department.

Cash Disbursements/Payments

Purchases are approved before
spending occurs

+ Obtain written approval before
goods are ordered (preferred but
not required).

+ Have personal service contract in
place before service is performed
and paid.

+ Obtain written approval before goods
are ordered.

* Verify that cost of goods is at or below
the approved amount.

* Have personal service contract in place
before service is performed and paid.

Special approval is obtained when
needed

Obtain IT approval for software, hardware and multimedia purchasas

Proper documents support
spending

Pay from wvendor invoice, not vendor statement or quote. PPS contracting
rules are followed for payments for services.

Transaction is recorded into
software

spending are not commingled.

Record payment to proper account, making sure that staff and student

Reimbursements are proper

Ensure the employee reimbursement form is filled out and signed by the
employee and principal/designated administrator. Original receipts must be
attached and the business purpose must be clearly defined. Ensure that
restricted funds are spent for their intended purpose.

Other
Journal entries and activi . )
ity Hawve administrator sign Journal Adjustment Log and Activity Transfer forms.
transfers are approved
Deficit balances are Verify that the only accounts that have negative balances at year-end are
appropriate Accounts Receivable.

Reconcile bank statement
monthly

bookkeeper/secretary signatures.
days of the next maonth.

Reconcile monthly and obtain administrator approval. Reconciliations are
submitted on time. Reconciliation should have both Principal and

Deposits in transit clear out in the first few|
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APPENDIX 3: STALE CHECKS/UNCLAIMED PROPERTY

Under Oregon law, old un-cashed checks become unclalimed when the District cannot reach the owner of the un-
cashed check after a specified period of time, generally two years.

When un-cashied checks become “unclaimed” the law requires that those funds be periodically transferred to the
Oregon Department of State Lands.

Each spring, the SBF Coordinator contacts bookkeepers and secretaries with stale checks on their books with
imstructions to make contact with the individuals on such outstanding checks older than two (2) years at fiscal
yvearend. Contact must be attempted 6 months prior to the reporting deadline of Novermnber 1. If contact cannot be
made, the funds will be forwarded to the Oregon Department of State Lands. A copy of the Escheatment Letter can
be found on the SBF website under Farms

Policies and procedures regarding Unclaimed Property information can be found at the Oregon State Lands web
site: httpsy//www.oregon.gov/ dsl/Money/Pages/Reporting.aspx
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APPENDIX 4: FUNDRAISING

The Principal’s authorization must be obtained for all fundraisers conducted by staff and/or students during schoal
hours or on school premises, as well as all weekend and summer fundraising plans using the school name.

All fundraising activities supervised by school staff and conducted by staff and/or students during school hours or
on school premises must be considered student body activities. Proceeds from fundraisers conducted in the
school’s name should be submitted promptly to the Principal’s Secretary or Bookkeeper for deposit to the school
checking account.

If a fundraiser will occur during the weekend,/summer:

1. The Principal must be informed of the event In advance and must help arrange for funds to be secured at the
school or deposited to the bank immediately following the event.

2. All cash handling procedures must be followed (double counting, 2 signatures, etc.)

3. No purchases may be made from fundraiser proceeds prior to depositing in the bank.

Parent support groups may conduct off-site fundralsers that Include alcohol, such as a wine auction. The school can
accept the revenues from such activities, as long as the school is not a sponsor, the activity is not on PPS property
and there isn't alcohol or alcohol-specific related advertising on the school grounds.

If funds raised for overnight or other fleld trips exceed the cost, the excess funds should remain with the grade
during the school year (e.g. 4™ grade activity account). At year-end, such funds or donations can be put into an
activity account designated to assist needy families.

General Guidelines for Fundraising Projects
Children shall not be exploited in any way. (Activities imposing on classroom schedules, unnecessary involvement
of children during school time, etc.)
Health and sanitation codes shall be observed. This rules out such activities as pony rides, beauty shops (danger
involved In the use of cosmetics), etc.
Activities wherein the result Is determined primarily by the laws of chance rather than through the skills of the
individual are contrary to the laws of the State of Oregon.
Activities that may endanger students, staff or others by their actions as participants or spectators are prohibited.
Only entities that exist solely to support Portland Public Schools and are directly tied to the District’s pursuit of its
educational mission, such as the Portland Schools Foundation, individual school foundations, parent teacher
groups, and booster clubs are allowed to distribute fundraising materials during school hours.
The school District shall require all schools' fundralsing efforts to be supportive of student wellness, comply with
Mutrition Guidelines for All Foods Available on Campus during the School Day, promote physical activity and limit
commercial influence.
In raising funds, any type of door-to-door sales promaotion or solicitation is prohibited by the student body, class,
club or other units of the school, except that tickets to school programs may be sold in that manner. There shall
be no solicitation of homes for any purpose except the sale of tickets to school functions.
If thie schiool facility will be used for the fundraising, check with CUB to determine if a permit is necessary.
Food and beverage sales must comply with guidelines established by the PPS Wellness Policy AD 3.60.062, AD
3.60.060 and state law ORS 336.423.
All fundraised money should be deposited promptly to Student Body Funds and then inventory or other costs can
be paid from the same account. Do not take the costs out first and deposit net proceeds. (Example: pizza for
organizers should not be pald with money taken at the door that evening.)
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Fundraising Programs by Private Organizations

Private organizations, which will charge students for programs they wish to conduct in school and return a royalty
to the school, may not conduct programs during the school day or under the auspices, sponsorship, or assistance of
the school or a school organization.

Schools and school organizations may, however, contract with private organizations for a specified amount of
money to present a program for which the school would market tickets and take any profits available. All such
contracts must follow the District's Purchasing & Contracting rules and Oregon Revised Statutes for contracts.
Please note that some of these organizations may be able to rent District buildings at the full rental rate for the
purpose of presenting programs after school hours and charge admission. Please contact the Civic Use of Bulldings
department to coordinate building rentals.

Use caution when selecting fundraisers. Some organizations provide optional school supplies (e.g. laptops) at
reduced rates or require inclusion in programs that require donations from the school, etc. Please check with the
Accounting Department before committing funds or participating in such programs.

Examples of acceptable Fund-Raising Projects:
Auctions
Auditorium shows
Book sales
Car washes
Coin pitch
Dinners, luncheons, food sales and refreshment centers operated under appropriate health regulations
Gift wrap sales (with approved vendor through Purchasing & Contracting)
Hobby shows
Movies
Plant sales
Play and movie sponsorships
Rurnmiage sales (off school premises)
School store
Sporting events
escrip

Examples of unacceptable Fund-Raising Projects:
Bingo
Cake walks based on chance
Donkey basketball
Door prizes
Fish ponds based on chance
Guessing number of articles in a receptacle
Lotteries and raffles
Pony rides (danger involved)
Roulette-type games
Sales of home-baked goods
Used clothing sales
Balloon rides/Bungee jump
Wine/alcohol tastings
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Personal checks given to teachers by parents and/or organizations:

Chiecks should be made payable to the school rather than to individual staff members. Funds may be designated
for an individual teacher's class or project using the mema line. Once the donated funds are deposited into the
schools Student Body Fund bank account, they are then credited to the specific teacher's activity account based on
the donor's instructions.

Fundraising for Charitable Organizations

Administrative Directive 3.30.037-P states that the District will permit three sanctioned fundraisers each year, in fall
{Combined Fund Drive), winter, and spring (Young Audiences). After receiving proposals from the community, the
Board will decide which charitable organizations will be allowed to fundraise and the Office of the Superintendent
will assist the Board in putting the event on.

If your fundraising project does not fit into any of the above categories, please contact the SBF coordinator before
proceeding with the fundraiser.

‘Thons'

Jog-a-thons, walk-a-thons, etc., that are sponsored by the school for school purposes are permitted. Outside
organizations permitted to conduct jog-a-thons, walk-a-thons, etc., under school sponsorship are those, which may
be designated by the Board for one of the three annual fund drives in the school. Walk-a-thons, jog-a-thons and
similar types of events In which students obtain pledges for some non-school purpose are not permitted to be
sponsored by the school. However, the District may authorize the posting of certain announcements regarding such
off-campus activities and make avallable to students application forms for such events. Schools should not distribute
such material in classrooms and should not promote them directly with students.

Principal’'s Approval Required

The Principal’s pre-approval of all school fundralsers is required. In considering fundralser requests, Principals
should acquaint themselves with the type of fundraiser planned, to ensure it meets District guidelines. Review
with the organizer how much money s expected to be raised, how and when it will be deposited to Student Body
Funds and how it will be spent.

Written fundraising materials and communications with donors should specify the intended use of funds.
Communications should include information about how excess funds will be spent.
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APPENDIX 5: SCHOOLPAY

SchoolPay - Entering Receipts

All money received should be immediately entered into SchoolPay. Before entering payments it is important to
make sure the payment ltem has been created in SchoolPay. Payments can be processed using elther the Office

Terminal or the Event Terminal.
OFFICE TERMIMNAL — used for individual payments with email receipt

In SchoolPay, navigate to Virtual Terminal and choose Office Terminal

Select the correct item in the drop down menu

Assign the purchase to the correct student

Verify the pricefamount matches amount received

Enter any additional information required for the purchase

If you are entering more than one itern add to shopping bag before going to checkout

T hedreCart =]

2016/17 Leadership shirts

i s
#1800
[ am———

FPraicum for wh e Spional
A, - Pt e

Agidiioral informafion Regussisd

T

Piorwen s e moe

& Review the purchase and verify the total amount received and check the emaill recelpt option

# {Comtion 8 SreoDre.
Piosce Order

Hrm ity T iy
e

—
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EVENT TERMIMNAL
For sales of items that do not require receipts such as concession stands, admission to athletic events and some
field trips you may use the Event Terminal for faster processing. This will still record sales but items will not be
assigned to student. This terminal should only be used for items that do not require a receipt and would never
generate a possible refund. In this terminal the amount is the only Information entered.

# SchoolPay P ——————

’ Event Tenminal

o000

e

SchoolPay - Deposit Reconciliation
At the end of each day, you will run a Transaction Report to balance your cash and check receipts and to
determine if you need to make a deposit.

+ In SchoolPay, navigate to Reports, then select Transactions

Saarch Daka
Wirtual Terminal »  Reports w i rey Ve -
Hemes
-
Ermors onc Declires. : "
N oo » R —
Chort of Accounts p—
Recuning & Ok Dazcad Fepat -
_ S 0N 0 | OO
Pirggiatinnanct 5
[ IR ER L
Manage Custom Tempioles =

Select Payment Method: Cash and Paper Check
Under the drop down, select Custom Format, choose Daily Deposit Report
Tofilter for the day's activity, narrow the date range to today's date — select today's date for beginning and end
Click "Search”
Click the “CSV" box at the top right hand side of the screen to download the report into an Excel format
Open the report using Excel and expand all columns to show the data, sort the spreadsheet by cash and checks
Print the report
Verify your cash and check reports against the funds taken in to ensure that all deposits were recelpted correctly
o Total your cash and change
o Total your checks

TIP: The balance reported on the Transaction report should match the amount recorded on the bank deposit slip.
If the deposit does not match a Journal Adjustment should be made in EPES for the amount over or short. See
Appendix & for more information about completing journal adjustments in EPES.

43

Updated Septernber 2021

73 | Page



(D)

APPENDIX 6: EPES

The District currently uses EPES Accounting Software to track Student Body Funds recelpts and expenditures.

EPES Login

To access your school's Student Body Funds accounting software, please open your internet browser and navigate

to: https://epesaccounting. epes.org You will see a login screen that looks like this:

Copyight @ 2011: CAP Group, Ing.

District I Customer K

Usier Maime:

La=i System Updale: Tue Wiy 28, 2013

Dusa to & recant Intermed Expores update, you may nead (o reset you EPES Minimuam
Rarquirement s, You my also meed (o add epes.org to the Compatibility View Settings. **°
This waill omly affect ntermet Explorer users.""*

*“When leaving the program, please chick on “EXIT inthe program men. When keaing
e “"PRINT CHECKS™ &cieen, jlease chil on "CLOSE" if Voai afe il priiiteg v
chiacks, Failura to EXIT ar CLOSE propsary may result in mpropecly sssed data.
Thank you Tor choosing EPES Web Accounting.

Hawe a gieal dagd!

Login Information:

District ID: G245
Customer ID: Unigue to each school.
Uszar Mame: Unique to each user
Password: Unigue to each person.
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EPES Activity Account Ledger

Your school’'s EPES General Ledger report shows its checking account balance reported by activity account. To run
this report, in EPES navigate to Reports/Accounting/Activity Ledger. Select the Period Begin and Period End dates
you want and Preview or Print.

A 01, 204
e Page 1 af |
TEST
Gemeral Ledger Report
From Dase: #2014 Financlal Repord Frem Acci: 1
Telase:  BIL2014 To Accl: 9009
Activiiy Acosmmis

At Arceunl Name g, Bal, Baept /W Kbl / OV Transkers Eml, Bal. YT Pavables  Work Hal
[0 FRIMCIRALTS HSURETION HIMM S0.00 50 o K00 254 000 54,254
1500 LIECARY 5251602 S0.00 50 0 F00H SI51692 5000 5251692
2K STUDENT FUNDS 54,505,209 S0.00 50 0 K000 54505 1% 000 5460519
g FELDTRIFS 6T 65 20060 &0 o B0 LA B 20 RAATAGS
2100 1ET ORADE 350 00 Tk 50 00 R FIAS000 00 150000
2200 IxDORADE F400 M1 T 50 00 R SN 00 LA TR ELA]
2300 IRDORADE F450 Tk 50 00 FH FAS0 00 2000 S0
2400 ATHORADE S50 0 Tk 50 00 R RSHD O S0 5 500D
1500 TTHORADE S13T400 S0 50 o ROH) 5137400 00 5137400
T4  ARTCLLE SRAT.0N R L] 0 ooy F0.0n SAGT 500 SEET00
A200  PLAYOROUND FURD £1,350 M) S0 &0 0a F0H 51350 00 S0 5135000
@520 HLM FOKTHE ARTS £1,6545 53 S0.00 50 o K00 5164553 5000 5164553

Activiry Acvounts Grand Total  $25878.33 S i i SALIHI 533,07, 58 S 513, 0TR.AS

COMMONLY USED EPES ACCOUNT NUMBERS

1000 Principal’s Discretion-The least restricted SBF account. Still must follow SBF & District guidelines.

1200 School Designated Funds- computer, literacy, garden, technology, incentives, other,

1600 Library

1810 Accounts Receivable District- use if you will reimburse SBF from consolidated budget/other District account.
1820 Accounts Receivable PTA- use if you will request reimbursement from your school's PTA/PTO

2000 Student funds, including classroom funds

2010 Field trips, general

2050-2750 Kindergarten through 8™ grade

3000 Class of 20xx

4000 Academic funds- middle school and high school teacher accounts, by subject area

5000 Arts & languages

6000 Athletics

7000 Student Extracurricular activities- e.g. academic clubs, all-school events, student councll, cultural groups
8000 Pass-thru accounts- Donations (Run for the Arts, etc), District fees, PTA/PTO,

Mew activity accounts are created upon request. Please contact sbf@pps.net for new activity accounts, account
deletions and account name changes.

Updated Septernber 2021

75 | Page



Q

EPES Receipts
All receipts are automatically entered nightly from SchoolPay transactions.

Oecasionally a receipt may be recorded to the wrong account. If the receipt needs to be edited on the day of the
deposit, it can be done in SchioolPay. If the receipt needs to be edited after the day of the deposit, it needs to be
done in EPES. Utilize the following steps to edit a receipt in EPES:

+  Mavigate to ‘Accounting/Accounting/Receipts

dcpounting= Reports=  Utities= System~ Helps  Exil

Accouritng

Purchase Orders | Vendors

Apcounts Payable

Chedks Paid

Transfers & Deposits L]

+ Select ‘List’ on the blue toolbar at the top to find the receipt you want to edit. The receipt list can be sorted by
Date, Receipt #, Individual or Amount by clicking on the blue underlined column header. Select the receipt you
want to edit by clicking once on the row with the recaipt.

# Select ‘Edit’ on the blue toolbar at the top to make the changes needed. If ‘Edit’ is greyed out and not an option,

this indicates the manth has been closed. Contact SBF Support at sbf@ pps.net to ask to have a closed period
reapened for editing.

# ‘When the receipt has been edited correctly, select "Save” and then ‘Close’ on the blue toolbar at the top

Acourking-  Reports- Ublmies= System=- Holipe Eat

tecwipts

:-i-I#-naun1-‘Egudﬁiiiuliégiﬁiimuuﬂununnun-gggnuinggg

Beceipt £: |S91503.587 Crabe- |O8/18/2018 AL Account: Printed: IE' Posted From: —=
Rewd From: Vandor Name: [ScHOOL pay | Closod: [Fes | void Date:
Inchividual: [SCHOOL PAY |

ENTERING THE WIRE STATEMENT IN EPES

+ Enter the wire statement in EPES as a check, regardless if it is a debit or credit on your bank statement.

# Enter the wire statement as check number 9999 followed by the wire statement number (Le., 99991602) and
use the date of the wire statement as your check date and Payee enter as PPS Bank Wire.

+ Enter the wire statement line by line, breaking each line down as necessary to charge the appropriate activity
account(s).
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EPES Disbursements

ENTERING CHECKS IN EPES

# |n EPES, navigate to “Accounting/Accounting/Checks Paid’

IDarict: POATLY
Schook ABERNI

Bpmhoe  E5

Cogryright & 2011: CAP Group, I,

~ Espoilar o =1 i Help~ Exft

Purchase Orders * Vendors
| Aocounts Payable

e cets

Transfers & Dupasts "
Joumal Adjustments

Cancel Chacics

Budget

Counties

Checks Paid

“"‘"‘M——

= Select "‘Add" on the blue toolbar.
o Enter the check number
o Enter the date of the check

o Enter the Vendor 1D of the vendor you wrote a check to, or if you didn"t choose to use the Vendor ID

function, enter the name of the payee in the Payee box

= |f the Vendor ID you enter is not set up in the system, a box will appear asking if you would like to add this

vendor

Checks Paid

Cheeds 5 B9091567 Dae: 0211200 SGL A 092 - Cheding
Wendor ID: OMSI Wisnded Narme: MESC: VENDORS B

Date Car

Weadar Noi Fausd

Wieukd o i b acd D wandad T

&

a7
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+ Select ‘Add Line Item” and enter the check information.
o The “Acct” Is the account you want to pay the maoney from
o Invalce is the vendor invoice number
o Add any notes that may be helpful to you in the future, such as Reimbursement, Registration, etc.

Chacks Paid E

Check £ 90091987 Dute; DRMIE0W CHGL At 962 - Chawking - ouesed [ Wl

Wendor K BLANK vendor Hames: WSS VERDCRS =| Diie Canceled i)

Paywa:  OWE Dute Vaided =——

otal vare: [T

@ Ep— |

—

[ ——— [= [0-boSuk b = | 000 | 84100 —] | | | [l

+« Select "Save’ on the blue toolbar to record the entry and update your balances

EDITING CHECKS IN EPES

Mavigate to AccountingfAccounting/Checks Paid. Select List to find the check that you want to edit. Note: If the item
Is greyed out, the period has been closed and you will need to contact the 5BF Coordimator to have the period
reopenad before editing. Find the disbursement on the list and select it by clicking on it. Select edit and make the
changes needed. If you decide not to edit the payment, you can select Cancel. Otherwise, select Save, then Close.

VOIDING CHECKS IN EPES

All checks should be entered into EPES. If you make a mistake, the check should be entered and voided so all check
numbers are represented. Navigate to Accounting/fAccounting/Checks Paid. Select List and open the disbursemeant
you want to void. Select void this Check in the lower left corner. A box will pop up to allow you to put in a reason
for the void. Type in your reason (ie. stale dated) and select Continue to void. Select cancel If you decide not to void

the disbursement. When volding a check you should always use the current date If you have already reconciled the
month of the original check.

Chacks Pahd
(PSR Py Al LASE A R [ U] e el SIS e eeien

Chack #: 2821 Datw: | 017250 |Gl Aoee: | BE - Chascking - ceast [ Wg
“andar M | BLAME. andar Marrac MISC VERNDORS: [ Dube Carcobed: =
Bapss:  SARA JORS s Vioidad

Totsl Amouni: [ SBa0g
S S T amae: [ sanog

— fopezs e TS T~y Ty gy |
[ R | v - ot CASERETICR = | |0 b S .- | e ﬁ’n [ e —
o i |

If the voided check is in your possession, write VOID across the face of the paper check and staple it into vour check
book behind its stub. If the check is missing, conslder putting a stop-payment on it. Contact SBF at sbf@pps.net for
stop-payment requests. Include the check number, name of the payee, amount and date the check was written in
YOUr Message.
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EPES Journal Adjustments

Journal Adjustments are used to correct differences between Student Body Fund activity transactions in EPES and
the activity in the school checking account. They account for items that appear on your bank statement that may
not have crossed your desk directly, such as nonsufficient fund ["NSF”) charges, e-5crip payments and bank charges.

Each month, use a Journal Adjustment Log to list all of the adjustments needed in order to balance. Complete the
Journal Adjustment Log and obtain the Principal’s approval and signature prior to entering a Journal Adjustment in
EPES. Journal Adjustments are used to correct differences between Student Body Fund activity transactions in EPES
and the school checking account.

# InEPES, Mavigate to: Accounting/Accounting/lournal Adjustments

Accounting- Reports=  UbbDes-  Sysiem= Helpr Ext
Accoambing

Purchase Orders

Accounts Payable

Chedks Paid

Recaipts

Transfers & Deposits [
Gul.nul Adjustments __)

Cancel Checks

Budget

Counties

# Click on ‘Add’

Journal Adjustments

W

= The Journal Adjustment number will default to the next consecutive number. Enter the date of the adjustrment.
The system will automatically fill in the GL Acct 992 — Checking. Select the type of adjustment (*I” for Income,
“E” for Expense). A check that clears the bank for an amount different than it was issued is an Expense type,;
Interest earned or an M5F check is an Income type. Enter a short description of the Journal Adjustment. Click on
Save. Click on Close.

Journal Adjustments

Adj N, @ pata: { 0300205 T oY acct 952 - Chacking - Tm@mﬁ.m: DISTRICT

Total Amount 5000 Clogad: GL Cash Balarge:
(imysse
ret. Sub Acct.  Amaunt Motes
O Salecl Activity Account |="Y 0-hoSub Account = L 50 SF Check - Jones )
49
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WHEN TO COMPLETE A JOURMNAL ADJUSTMENT IN EPES

# NSF Returned Checks — whenever you have items returned as N5F, you must record them inthe EPES accounting
software to reverse out the original receipt of the funds. An NSF will be recorded as a negative adjustment to
income in EPES. Navigate to Accounting/Accountingflournal Adjustments. Use the date of the NSF notice as the
Journal Adjustment date and put the charge to the same activity account that the check was originally receipted
to. Enter the dollar amount as a negative to reduce the activity account balance.

* Electronic Deposits (other than the monthly PPS Wire) — when you have an electronic deposit to your bank
account that you do not have a written receipt for, you must enter it as a Journal Adjustment in the EPES
program. An example is e-Scrip. Enter the amount as a positive number, classified as *I” (Income).

+ Bank Charges — schools should not be charged for orders of check stock and deposit slips. If you see a charge
from Superior Press onyour monthly bank statement, please contact the Accounting Services Treasury Manager
to have it corrected. You will need to enter the charge in EPES as a lournal Adjustment.

o In order to balance your account, enter the transactions as a Journal Adjustment, with a positive
amount, and classified as "E” (Expensa).

o When you see the reversal on a future statement, do another Journal Adjustment, with a negative
amaount, and classified as "E” (Expense). This shows you are "reversing the expense”.

+« Credit Card Charges — if your school accepts credit card payments, a monthly credit card charge will be reflected
on your bank statement and will need to be accounted for in EPES as a Journal Adjustment.

# Counterfalt Currency — if you are notified by the bank that a deposit included a counterfelt bill, you will have to
create a lournal Adjustment to reduce receipts by that amount.
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EPES Bank Statement Reconciliation

Have the following available to complete the reconciliation process:
# Wells Fargo bank statement for the month you are reconciling

# Monthly wire statement — if there are any electronic debits or credits from School Dist. #1 on the bank

statement, you have a wire transaction to record in EPES

* Procurement card records, if applicable - if there are procurement card charges on the monthly wire, you
will want to have a record of these charges available to help code entries to the correct activity accounts

Before you begin the reconciliation process, make sure all deposits, wires, checks and other electronic debits and

credits are entered in EPES.

1. Cancel chedks
a. Mavigate to Account/Accounting/Cancel Checks

epessoftware

Copynght £ 2001: CAP Group, Inc,

Acrounts Paysble
Checks Paxd
[T

Tramsfers & Deposiis

Joumal Adjustments
B

Countes

Diskrict: PORT
School: AGER
Year: 2014

Charge S|

b. Enter the last day of the month you are reconciling as shown on the bank statement as the Cancellation

date and click "OK’. This will bring up a list of checks.

¢. Click on the ‘Cancel” box for all checks that are listed on the bank statement as having cleared

d. Click "OK
Clvieckes List

Cancelation vate: [ 033173014

Camcel Chack # Tk Date Armauni

| m} De13r2012 S0.00
D1ADE2013 $123. 76
OEW0ar2013 $0.00
T1M22013 $162.60
031372014 5400
DEM132014 $398.00
DEM 72014 F18.18

Tatal Canceled: [ $0.00

51
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2. Run a trial Bank Reconciliation Report
a. Mavigate to Reports/Accounting/Bank Reconciliation
: District: PORTLAMD P
Sl Ee Sohool: ASERNETHY
ﬁ,‘epes software Year: 2014 2015

Copyright £ 2011: CAP Group, Inc.

Purchase Crders b Cutstanding Checks
.Fbmnr-umn
Print Checics
Print Pre, Recepts

1009 Infarmatian W

Spmcial Reports L
Jourral Adjestrents ':
Chart of Accounts L
Teqquenial Lisk .
Sub Account Reports L
Diepasit Voucher

Wendor List

Extended Codes L

b. Enter the first and last day of the month you are reconciling as shown on the bank statement
Enter the "Ending Balance on the Bank Statement”
d. Enter 'Total Deposits not on Bank Statement’, If any — these outstanding deposits are the receipts which
you entered in EPES, but did not deposit in the bank until the next maonth
Bank Reconciliation

n

Proview| Print] Close)|

Bank Account 852 - Cheoking =

Staternant Date Range From: D0012014 2 Too DAt 4
Ending Balance from Bank Statement: £0.00)

Tanal Deposits not on Bank Statement: 50,00

e. Select Preview
i. Ifthe report comes up on the screen without a warning message, then it balances and you are
almost done. Print it and move on to Producing Reports
li. Ifyougetan out of balance message, click "OK’ to view the report

TIP: The cash Balance must equal computer Balance. Follow the steps on the next page to find and correct any out-
of-balance issues.

MNote: Total Deposits not on Bank Statement shown above should be zero unless you have receipts not deposited
as of the last banking day of the month. The amount recorded in this line of the bank reconciliation should be
supported by a list of those receipts with a note as to when they were deposited. It is best practice to make a bank
deposit on the last banking day of the month to avoid these "deposits in transit”™
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3. If Out of Balance
a. Find the difference between the starred (***) numbers — look at the bank statement and try to find the
item that matches the difference. If found, make the necessary correction and rerun the bank
reconciliation report.
b. Compare ‘Recpt/IV' total with “Total Credits’ on the bank statement. They should match.

i. Run a Sequential List of Receipt Report by receipt number - if the report total matchs your total
credits, your receipts are accurate; if they are off, export the data to Excel and use this
spreadsheet to match up your bank deposit records with the EPES records

1. In EPES, navigate to Reports/Accounting/Sequential List/List of Receipts/By Receipt #
2. Under ‘Flelds’, select ‘Date’. Under '‘Operators’, select ‘Month 5.

3. In ‘Compare to’ box, enter the number of the month you are balancing —Jan=1

4. Click ‘Add Condition. Click ‘Preview’.

li. If you are still out of balance, run a transaction report from SchoolPay to identify each receipt by

receipt number, date and amount
1. InSchoolPay, navigate to Reports/Transactions
2. Under ‘Custom Report Format’, select date range from 1% day of the reconciling month
to mid-month of the following month to make sure you can see all relvant transactions
3. Click "Search’, then click on the # C5V box at the top right of the screen to export
transactions for review and matching to the bank statement and EPES
c. Compare 'Disb/IV' total with Sequential List of Checks. They should match.

i. Run a Sequential List of checks Reports by date cancelled — if your total debits match checks
cancelled on the bank statement, you know your checks are correct; if they are off, review the list
and check to see if an amount or date was entered incorrectly and edit as needed

1. In EPES, navigate to Reports/Accounting/Sequential List/List of Checks/By Check Mum
2. Under 'Fields’, select "'Date Cancelled’. Under ‘Operators’, select ‘Maonth 15

3. In "Compare to’ box, enter the number of the month you are balancing -Jan=1

4. Click 'Add Condition’. Click ‘Preview’.

4. Producing Reports — when balanced, print these reports and send to sbf@pps.net
a. Bank Reconciliation Report
b. Activity Ledger Report (also called General Ledger or Financial Report)
i. Im EPES, navigate to Reports/Accounting/Activity Ledger
li. ‘Period Begin’ is the first day of the month being reconciled
ili. ‘Period End’ is the ending statement date from bank statement
iv. Do not modify any other selections
. Outstanding Checks Report
i. Im EPES, navigate to Reports/Accounting/Outstanding Checks
li. "ThruWhat Date’ = ending statement date from bank statement
Sequential List of Checks Report (see above)
Sequential List of Receipts Report (see above)
Journal Adjustments Report, if any — in EPES, navigate to Reports/Accounting/lournal Adjustments
Activity Transfers Report, if any — in EPES, navigate to Reports/Sequential List/List of Activity Transfers
Bank Statement
QOutstanding deposits to bank — supporting documentation (e.g. copy of bank deposit receipt, SchoolPay
transaction report or SchoolPay batch report)

~Fmoen
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RECORD RETENTION
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APPENDIX 7: SBF TRAINING CHECKLIST

REQUIRED ACCESS

O EPES
O SchoolPay
O wells Fargo

DISTRICT/SBF BANKING POLICIES

O The SBF checking account allows schools to handle business quickly and efficiently at the school level.

O Each school may have only one SBF checking account. There may NOT be any other checking accounts that
refer to either the school or the School District.

O Funds such as social dues, that are used and managed at the school during the school day and for the benefit of
the school and/or staff, may not be handled through the school checking account.

O Mo one is permitted to go into a bank branch and make “over the counter” withdrawals.

O All checks written from the school checking account require two authorizing signatures.

RECEIPTING
O cash should be counted when received and whenever practical, in the presence of the provider to verify the
correct amount.

O if cash cannot be counted when first received, the person turning over the money should count it and put it in
a sealed envelope. When the amount is able to be verified, count the currency in the presence of another
adult and obtain their signature.

O Record and account for all receipts in SchoolPay immediately.

O Lock un-deposited checks and cash in a secure location with limited access. Mever leave cash unattended or un-
secured.

O Mo funds should ever be received and then disbursed without being deposited in the bank.

BANEK DEPOSITS

O Pre K-8th - must make deposits to the bank whenever cash and checks total 5500 or more, or weekly,
whichever occurs first.

O High Schools - must make daily deposits via armored car.

DISBURSEMENTS
O Funds in the Student Body Fund accounts are to be spent for the general welfare of the student body and not
for staff or for purposes funded as part of general operations.

O Do not pre-sign or permit any SBF checks to be pre-signed. Signature stamps are not permitted on SBF checks
or forms.

O The principal must approve all requests for check issuance.

55

Updated September 2021

85 | Page



PO

DISBURSEMENTS (continued)

a

a
a

]

Follow check writing procedures: sequential order, dual signatures, photocopy of check for files, proper
documentation.

Record and account for all cash disbursements in EPES daily.

Check request should be approved by the Principal only if there are sufficient funds in the SBF account. Any
expenditure that would create more than a temporary deficit should not be approved.

Maintain a filing system to organize documentation for disbursements on a monthly basis.
Maintain security and accountability over the checkbook and checks.

Do not write a check from SBF to reimburse an employee. All employee reimbursement reguests must be
submitted to District Accounts Payable for payment within 60 days of the purchase.

Do not write a check from SBF if payment is to be charged to a District account code

Gift cards should not be purchased with District funds [consolidated budget, grant funds, Student Body Funds,
or department budgets)

Do not write a check from SBF to pay for a contract. Contracts are required for all Personal Services and
payment must be paid by District Accounts Payable.

MOMNTHLY RECONCILIATION (REPORTING)

a
a

OoOoooao

Record all monthly disbursements and adjusting entries in EPES.

Review the bank statement for entries that have not been made In EPES and complete these entries, If
NEeCessary.

Complete the bank reconciliation.

Print all required month-end reports.

Review month-end reports with the Principal, obtain signatures.

Scan original signed documents to sbf@ pps.net no later than the 28 of the following month.

File the original signed documents to keep In your monthly SBF file.

¥ou must sign the Training Checklist before EPES access will be granted. The Training Checklist Is a guide used in
conjunction with the SBF Manual. By signing the Training Checklist, | certify that | have read the Student Body Fund

M

anual and understand that | am responsible for following the guidelines and procedures outlined in the manual.

| will contact the Student Body Fund Coordinator (sbf@ pps. niet) for clarification or further questions regarding
policies, procedures, and information outlines in this manual.

Emiployesa's Signature: Date:
SBF Trainer's Signature: Date:
56
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Appendix F: Recommendations for Consideration

To assist the Accounting Services Department with the implementation of
recommendations, we provided additional information related to each recommendation
for their consideration.

Recommendation 1: We recommend the Accounting Services Department
strengthen internal controls to ensure:

e The required SBF training is completed prior to granting the staff access to
the SBF Accounting systems and appointing them as authorized bank
signers.

e Access to the SBF accounting system and the authorization at bank
signers is terminated timely when staff change roles or leave PPS
employment.

Recommendations for consideration:

e We recommend the Accounting Services formalize the SBF Training by creating
a training module in the PPS professional development application (Pepper).

e We recommend Accounting Services staff confirm SBF training was successfully
completed in Pepper before granting staff access to the SBF Accounting systems
and appointing them as authorized bank signers.

e \We recommend Accounting Services staff obtain a list of employee status
changes bi-monthly and utilize the list to ensure access to SBF Accounting
systems terminated and they are removed as authorized bank signers timely.

Recommendation 2: We recommend the Accounting Services Department require
all staff with SBF management or oversight responsibilities complete the SBF
training.

Recommendations for consideration:

e \We recommend Accounting Services develop a SBF training module in Pepper
specifically for Principals, that focuses on the Principal’'s review and approval
process and procedures.

e We recommend all Principals (current and new) be required to take the newly
developed Principal specific SBF training.

e We recommend Accounting Services develop a SBF training module in Pepper
that focuses on the process and procedures that is specific to the utilization of
SBF in the Athletics Department.
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e We recommend all Athletics Department staff that collect or disperse SBF be
required to take the newly developed Athletics Department specific SBF training.

Recommendation 3: We recommend the Accounting Services Department
strengthen internal controls to ensure SBF transactions are for allowable
purposes and are adequately supported by the required documentation.

Recommendations for consideration:

e \We recommend Accounting Services increase the dollar amount (currently set at
$500 or more) of purchase that requires a Purchase Approval Form be
completed and approved by Principals, only at high schools.

e We recommend Accounting Services develop and implement a tiered infraction
table, similar to the one utilized by PPS’ PCard program.

e We recommend Accounting Services allow Principals to assign a proxy for the
Principal’s pre-approval responsibilities; similar to what is utilized by PPS’ PCard
program.

e Allow high school students access to SchoolPay.

Recommendation 4: We recommend the Accounting Services Department
strengthen internal controls to ensure SBF Monthly Reconciliation Reports are
complete, timely, and contain all required documents; and deposits of SBF funds
are timely.

Recommendations for consideration:

e We recommend Accounting Services develop and implement a tiered infraction
table, similar to the one utilized by PPS’ PCard program.

Recommendation 5: We recommend the Accounting Services Department
perform the SBF District Review procedures to provide adequate oversight of
SBF funds and ensure complete and accurate accounting, tracking, and
safeguarding of SBF.

No additional recommendations for consideration.

Recommendations 6. We recommend the Accounting Services Department
develop a formal SBF Training course in the PPS professional development
application (Pepper) and develop internal control procedures to ensure the
training module is reviewed annually and updated when necessary.
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Recommendations for consideration:

e We recommend the Accounting Services/SBF Coordinator host (optional) virtual
SBF responsibilities and collaboration meetings where staff with SBF
responsibilities can attend, ask questions and get support from each other.

e We recommend Accounting Services update the SBF Manual and applicable
trainings to address the following items:

o Current practices for Armored Car services for deposits of SBF at high
schools

o Process and procedure expectations related to ticket sales at PPS events

o Process and procedure expectations related to Game workers

7. We recommend PPS discontinue the utilization of the SBF account as a
pass-through account for non SBF related revenues and expenditures or update
the SBF policy, administrative directives, SBF manual, and SBF training to include
adequate guidance and oversight of these pass-through funds.

No additional recommendations for consideration.
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