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Purpose and Objective

This handbook describes how to manage school-based funds to ensure that your school meets
the legal and accounting requirements of the Tri-County Regional School Board (TCRSB),
the Nova Scotia Department of Education, and the Canada Revenue Agency (CRA).

This handbook is intended for principals, vice-principals, principal designates, and school
office staff; aswell as student councils and fundraising volunteers.

To maintain high standards of accountability to the public, the Tri-County Regional School
Board requires schools to use generally accepted accounting practices to manage all the funds
they collect.

Each school within the Tri-County Regional School Board is a part of the Tri-County
Regional School Board; therefore, the school’ s financia records — including records of all
funds raised in the name of the school — are part of the board’ s financial records and must be
included in the board’ s annual audited financial statements as required under the PSAB
(Public Sector Accounting Board) recommendations.

There are two parts to the School-Based Funds Manual:
The POLICY AND PROCEDURES in Part One contains the complete text of the board
policies and procedures on school-based funds (“ School Based Funds, Policy 301.1”7,
revised on February 20, 2007). Part One contains instructions to help you impl ement the
board’ s policy. The procedures describe how to manage your school-based funds,
including how to record, report, and review information about the funds. Where
appropriate, the procedures refer to specific sectionsin the policy.
The APPENDICES in Part Two provide additional resources, including sample forms
and contact information.

The objective of this handbook isto assist the user with financial information in order to
provide financial controls for the school’ s funds and to minimize the possibility of such things
as inefficiency and possible fraud, etc.

Implementation of this policy will be monitored by the Finance Department in conjunction

with the Tri-County Regional School Board' s auditors with appropriate action taken where
non-compliance is observed.
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Scope

This policy appliesto al funds received, raised or collected in the name of the school or
school group (e.g., student council, school teams or clubs, cafeterias, parent-teacher
associations or organizations), including:
Funds derived through contracts and service agreements.
School-based fees for services, various athletic activities, student agendas,
yearbooks, etc.
School-based fundraising for charities and/or specific events or initiatives.
Funds donated to schools.

The policy does not apply to operating activities or practices of School Advisory Groups,
Home and Schools or Cafeteria Societies.

Using this Handbook

The procedures are designed to be as simple as possible, while still ensuring that schools
remain accountable for the funds they handle.

It isimportant to read the whole handbook in order to understand how all the parts support the
complete document. Do not read one section in isolation from the others.

All board policies and procedures are reviewed periodically and revised as needed. To ensure
that you have a current copy of the policy and procedures for school-based funds, go to the
TCRSB website.

www.TCRSB.ca, click on Administration/Regional Policies/300-Finance/301.1

Definition of School-Based Funds

School-based funds are defined as all funds available to or managed by the school, other than
funds provided by the approved budget of the board. They include awide range of funds
received or collected in the name of the school or a school activity for the benefit of the
students of that particular school. They do not include funds - as per the School Funds
Policy- such as Home or School and Cafeteria Society, as they are separate entities from the
school.
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Following is the compl ete text of the board policy on “School-Based Funds’. The
policy was approved by the board on February 20, 2007.

TRI-COUNTY REGIONAL SCHOOL BOARD
POLICY and PROCEDURES

Number —Title Effective Date | Revision Date No. of Pages
301.01
School Based Funds | March 13, 1996 | February 20, 2007 4

It is the policy of the Tri-County Regional School Board to safeguard the interests of the
School Board, school principals, teachers and students, by establishing procedures for the
administration of school based funds. Procedures shall be consistent with generaly
accepted accounting principles and Public Sector Accounting Board practices.
Definition
School Based Funds are those raised by, or donated to, a school. Fund raising methods
shal be in keeping with the genera objectives of public education and shall be
consistent with any laws governing fund raising methods. School Based Funds do not
include the funds of School Advisory Councils, Home and School Associations, other
School Parent Support Groups; any Society of the School Board governed by a Society
agreement, or contracted services.
1) It is the responsibility of the School Board to examine all school funds/accounts
on aregular basis, through internal audit. The standard accounting software system
to be used by every school is Quicken.

a) The Director of Finance shall provide a schedule for the audit
of school accounts to the Finance and Operations Committee by

st

October 31 of each year.

b) The Audit Report, including any recommendations for change,
shall be forwarded to the School Principal with a summary report
provided to the Finance and Operations Committee.

¢) The School Principal shall ensure that an annual statement of
all school based funds is prepared for the fiscal year April 1 to
March 31. In addition, this report shall also include a bank
reconciliation report for each bank account in the school as of
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March 31 of each year. These reports shall assist in ensuring that
appropriate procedures and controls are in place.
i) This statement and all bank reconciliations shall
be for the past fiscal year (April 1 —March 31) and
is to be forwarde(tjh to the Director of Finance no

later than April 30 of each year.

ii) This statement shall be in a standardized format
as provided by the Director of Finance and shall
list the opening balance, all revenues (by standard
categories prescribed), al expenditures (by
standard categories Spt)rescribed), and closing

balance as of March 31 , balanced to bank account
balances.

Procedure Under Policy 301.01
Tri-County Regional School Board Policy No. 301.01 and Procedur es Page 2 of 4

iii) Standard categories, as prescribed by the
Director of Finance (or designate) shall be
provided to schools on an annual basis by March 1
of every year for the next fiscal year.

iv) An Itemized Category report, a Register listing
(showing splits), and a Transaction Detail report

st
(showing splits) for April 1to March 31 shall also
be included for each school account/fund and sent

th
with the other reports by April 30 of the current
year.
v) An itemized listing of any Accounts that are
receivable by the school and any invoices

st
remaining unpaid by the school as of March 31
shall also be mcluded in the reports to be

submitted by April 30 of every year.

2) The School Principal shall oversee the administration of school based funds and
ensure that accurate records are kept of receipts and disbursements of all money
collected, raised, or donated to the school. The School Principal shall be responsible
for any and al school funds and must approve any account opened in the school’s
name. The Director of Finance (or designate) shall have the right to limit the number
and purpose of bank accounts that are opened or are planned to be opened for each
school.

3) The School Principal must annually, at the beginning of the school year, approve
all proposed major fundraising activities by the school, students and/or student
governments. A listing of the 1}1ndraising activities shall be forwarded to the

Superintendent by September 30 of each year. The Superintendent shall review
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such plans for the school year and forward a summary by school to the Board by

st
October 31 of each year, for information purposes. The Board and /or the board
designate (usually the Superintendent) shall have the right to deny any of the
fundraising proposals, at any time.
4) All money collected by a school shall be deposited to an account or accounts set
up in afinancia institution.
a) In most cases, a chequing account is appropriate for this
purpose.
b) When a school carries a large cash balance for an extended
period of time, consideration shall be given to make deposits in
interest bearing accounts, or other non-risk financial instruments
with transfer made to the chequing account when required. Other
types of acceptable investments include: Term Deposits or GICs
of Chartered Banks.
c) Any investments shall have prior written approval of the
Director of Finance before such investments are made.
5) School accounts shall have at least two signing officers, and two authorized
signatures shall appear on each cheque issued. One of those signatures must be the
Principal or designate. If this person is a designate by the Principal, then such
authorization must be maintained at the School at all times showing such approved
designation.
a) For Student Government accounts, the Student Government
President or Treasurer and the School Principal or higher
designate shall be designated as signing officers, both of whom
shall be required to co-sign cheques in order for them to be

payable.

Procedure Under Policy 301.01 cont’d
Tri-County Regional School Board Policy No. 301.01 and Procedur es Page 3 of 4

6) Bank deposits shall be made on aregular basis, intact, with every deposit be made
within 48 hours of funds receipt. Under no condition are funds to be removed from
the deposit for payment of expenses or are any funds to be deposited to persona
bank accounts.
a) School Principals shall ensure that significant amounts of cash
are not left in the school over night.
b) Cash in excess of $250 shall not be left in the schools on
weekends or holidays.
¢) All schools should establish a priority to have a fire-rated safe
installed and properly secured by June 30, 2007.
d) All deposits shall be supported by a bank deposit dlip copy as
well as any documentation pertaining to a breakdown of the
deposit. Such documentation is to include receipts for money
collected.
e) All receipts shall be recorded on a computer accounting
program, i.e. “Quicken” with all pertinent information, i.e. receipt
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number, date, amount, source and purpose. All cash receipts shall
be recorded and classified to standard categories as provided by
the Director of Finance.
7) All purchases of supplies, equipment, material, services, transportation etc., shall
be supported by invoice or proper documentation. All such purchases must be made
in compliance with the School Board purchasing policy, with no exceptions.
a) All disbursements shall be recorded on a computer accounting
program, i.e. “Quicken” with all pertinent information, i.e. cheque
number, date, amount, payee name and purpose. All
disbursements shal be recorded and classified to standard
categories as provided by the Director of Finance.
b) All disbursements shall be supported by supporting
documentation and the cheque number shall be placed on the
original invoice or appropriate documentations submitted for
payment. All invoices shall be reviewed by the respective signing
officer and signed for approval indicating the cheque number and
date of payment. They shall be filed monthly for easy access by
the cheque number.
¢) A voucher that contains vendor name, date, description of
payment and a signature of the party requesting a cheque shall
support any disbursement issued to individuals.
d) All expenditures must be paid for on atimely basis.
€) HST Rebates are to be claimed on a monthly basis, with rebate
paid directly to the School, as a branch of the School Board.
f) All expenditures must not only be reasonable, in nature, for
school purposes but must not be in a conflict of interest situation.
g) Any items purchased from school funds remain the property of
the school and/or school board.
8) The computer accounting program shall be kept up to date with both deposits and
disbursements done on at least a weekly basis for al bank accounts (deposits should
be made within 48 hour of receipt of cash).
9) Schools must have chequing accounts that provide both a bank statement and
cancelled chegques on

Procedure Under Policy 301.01 cont’d
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Tri-County Regional School Board Policy No. 301.01 and Procedur es Page 4 of 4
amonthly basis with preferably a bank monthly statement date as the last day of the month.
a) Upon receipt, cancelled cheques shall be placed in numerical order and
a reconciliation with the bank balance done, on a timely basis, on each
account bi-monthly.
b) A Reconciliation Report shall be printed within one week of receiving
the monthly bank statement.
¢) The Reconciliation Report, monthly bank statement and appropriate
cheques shall be given to the School Principa for review and filing. The
reconciliation report shall be signed and dated by the Principal.
d) A petty cash fund may be maintained at the school level to pay for small
expenditures if supported by receipts. The petty cash fund should not
exceed $500. The receipts and the balance on hand, must equal the petty
cash fund total a any time and is aways subject to audit and
reasonableness of expenditures.
10) Each school shall have an Audit Committee comprised of three members other than the
School Principal.
a) The School Advisory Council shall request volunteers from the School
Advisory Council, Home & School Association, Parent Support Group,
school staff, or community members.
b) Signing Officers for school based funds should not be members of the
Audit Committee.
11) The duties of the Audit Committee are:
a) To receive the budget for school accounts from the school principal.
b) To receive the Annual Statements of all school based funds (as outlitped

above) that shall be forwarded to the Director of Finance by April 30 of
each year.
c) To receive the Reconciliation Report for the months of April to March
for each school bank account.
d) To receive the School Funds Audit Report(s), when completed for the
applicable school, from the Director of Finance.
€) To review recommendations and ensure timelines are met for
implementation of such guidelines as indicated in the School Funds Audit
Report(s).
f) To advise the school principal, based on the information provided in the
School Funds Audit Report(s), on:

i) Improving the budget development process.

ii) Improving the accountability for money spent.

12) Trust funds, such as Scholarship funds, which are maintained at the school level, are also
subject to the guidelines noted above and subject to audit.
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Chapter 1. Sources and Uses of School-Based Funds

The board policy provides abroad overview of the acceptable sources and uses of school-based
funds. This chapter expands on the policy by offering some specific examples of acceptable
sources and uses of the funds, and by identifying a minimum list of categories for tracking the
funds.

Examples of School-Based Funds

Following are the five types of school-based funds, identified in the definition part of the board
policy (proceeds from fundraising, canteen/cafeteria sales, fees, collections, and donations),
with some examples of what they might include.

Fundsraised through sales of goods AND canteen/cafeteria sales (including contracts
and service agreements.) Thisassumesthereisno school cafeteria society.

Where approved by the board, schools may raise funds from activities and agreements
involving cafeteria services, vending machines, etc. The school normally receives a
portion of the revenues from this type of contracted service. Any fundraising entered into
must conform to the Tri-County Regional School Board’s Purchasing Policy. (The
Purchasing Policy isin draft form and when approved will be posted to the website and the
handbook will be updated).

School-based feesfor services, athletics, student agendas, etc.

Generally at the secondary level, the school collects afee at the beginning of the school
year to cover costs for such things as the use of lockers and sports equipment, or the
purchase of yearbooks. Often these are referred to as student activity fees. In some cases,
these fees may be reimbursed at alater date (e.g., in the case of deposits for books or sports
uniforms).

School-based fundraising for charitiesand/or specific eventsor initiatives

Schools may hold special fundraising drives-for example, to help a charity (such asthe
Terry Fox Run), or to provide funds to support a specific event in the schools (such as a
school trip), or to support a specific initiative in the school (such as the purchase of
computers). In cases like these, the staff in the school organizes and manages the
fundraising activity. The school principal must be advised of all fundraising activities that
will take place in the school’ s name, before they begin. The principal has the authority to
deny activities that do not comply with board policies and are deemed to be inappropriate,
such as activities that interrupt instructional time or that are high risk.
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Donations.

Donations may be made to a particular school either for a specific purpose or for general
school dedicated use. Such donations may be eligible for a charitable donation tax receipt
(see Chapter 6, “Charitable Donations”).

Categories for Tracking Funds

Financial Services has identified a minimum set of categories that schools must use to record
inflows and outflows of school-based funds. The accounting records must track each of these
categories separately for both revenue and expense. Schools may add subcategoriesif they wish,
but should include the following a a minimum as categories:

Administration — General ( student fees, locker, agenda, postage, donations, collections,
scholarships, etc)

Cafeteria (milk, hot lunch, commissions, receipts, canteen expenses, etc)

Classroom (classroom supplies, trips, books, other instructional expenses not covered by
board-allocated funds)

Fundraising (yearbook, student council, athletic, clubs, dances, car washes, etc)

HST (rebate cheques, HST part of school purchases)

Bank Charges (cheque reorder, interest, service fees, bank charges)

Acceptable and Unacceptable Uses of Funds

All purchases made using school-based funds must comply with the board’ s policy and procedures
in this handbook. They must also follow the guidelines in the board’ s Purchasing Policy.

Funds raised for a general purpose must be used for the intended purpose. For example, athletic
fees and graduation fees must be used for their intended purpose and recorded as dedicated
programs accordingly.

Funds raised for a general purpose with no specific intent must be used for school-related
activities, at the discretion of the school principal but may, at times, require consultation with
other parties such as SAC, school staff or TCRSB office administrative personnel.

Unacceptable uses of school-based funds would include (but are not limited to) the following
listed items; mileage and travel reimbursement to employees to and from work, paymentsto
employees for services, payments for items tendered through the board’ s purchasing office and
personal items or other non-school related expenditures.
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NOTE: If school-based funds are spent on purchases that may not have the appearance
of directly benefiting the studentsin the school, be sure to carefully justify the
expenditure and keep the justification on file. For example, include notes on your
receipts or other supporting documentation.

Balancing the Funds at Year-End

The following controls help to ensure that school-based funds are appropriately managed and
reported, especially at year-end:

If the category is of an ongoing nature or for a future project, and there is a positive year-
end balance in that category at the end of one school year, then the balance must be rolled
forward to the next year, and not be used for another purpose.

Any negative balance at the end of the year must be paid off from other school funds
before the year-end is completed.

Y ear-end balances in one-time categories should be disclosed as such if they are to be
transferred to other categories.

Do not permit deficits for any category, unless these are subsidized by other general
fundraising activities. If thereisadedicated activity deficit that it isto be carried forward

to the next year, then there must be a written plan as to how this deficit will be eliminated.
This must be a plan no longer then one year to eliminate the activity deficit.

For more information see Chapter 9, “Y ear-End Reporting”.
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Chapter 2: Banking, Receipts and Disbursements

All schools must have a bank account for all school-based funds, and a process for recording
transactions. It isessential that controls be in place to safeguard the school’ s assets and to help
in the management and record-keeping of these school funds. The procedures in this chapter
should simplify banking practices, as much as possible for school staff, while ensuring that
funds are secure and records are adequate.

Maintaining Controls

It isimportant that school administrators support and follow the established procedures outlined in
this handbook. If the procedures are not followed, the school is vulnerable to potential problems.
The goal of the proceduresin this chapter isto ensure that money is accounted for properly and
that records are accurate and current. However, the procedures are only as good as their
enforcement.

Controls help a school by entering data into the accounting software package, completing bank
reconciliations, and generating reports. The principal and/or designate must still apply the use of
proper procedures for receipts and disbursements.

Establishing a Bank Account

The school should have only a minimum number of bank accounts for school-based funds. The
Financial Department may limit the number of accounts per school. All bank accounts must meet
these requirements:
- Each bank account must be in the name of the school.
The number of bank accounts must be kept to a minimum. The optimum number of bank
accounts is two, one for the main school account and one for the student council (if
applicable).
No account may be opened in the school’ s name without prior knowledge and approval of
the school principal.
Cheques must be pre-numbered, have two signature lines, and provide a detachable record
or cheque stub with the following payment details:
o thepayee
o thedate
o theamount of the cheque
0 the purpose of payment (expense category, invoice number)
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The account must require two signatures on all cheques.

It is acceptable to have up to four signing officers. The principal must be one of the four.
If achequeis payable to any one of the signing officers, that person must not sign the
cheque.

Account statements must be issued by the bank on a monthly basis, along with the
cancelled cheques returned to the school. The cut-off date on bank statements must be the
last day of the month.

Internet banking and debit cards are strictly prohibited for any school bank account.

Receiving Money

All staff and volunteers must follow these requirements for collecting money:

Complete a deposit form, recording the amount collected and the intended use for the
money. (See Appendix B-1, Page 68)

Give the money and the deposit form to the designated individual in the school office who
isresponsible for counting the money. Take all money to the office on adaily basis.

Designated staff must follow these requirements for receiving, counting, and depositing money:
- When money is received at the school, store it at the school in adesignated |ocked and safe

location that has limited access, until it can be deposited.
Always count money in the presence of two individuals and give areceipt to the individual
or group who submitted the money.
Compl ete the optional form Log of Funds Collected by Cash and/or aLog of Funds
Collected by Cheque (See Appendix B-2 Page 69 and B-3 and Page 70). Ensure that the
total on the deposit log matches the amount of the daily deposit.
Promptly deposit all money intact to the appropriate bank account, the same day you
collect it, unlessthereisa safe onsite. In that case, funds must be deposited within 48
hours of collection. Remember that funds not deposited are aways subject to the risk of
loss by theft, fire, etc.

Making Payments

Following are arange of procedures for requesting, documenting, approving, paying, and
controlling expenditures. If thereis any uncertainty regarding a payment procedure, consult the
Finance Department for clarification.

Never pay expenditures from the cash collected. Instead, deposit the total funds to the
bank and write a cheque to pay for expenditures.
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Record all expenditures and pay them promptly. Prompt payment of invoices will avoid
service charges and interest charges which is an unnecessary expense of the school funds.
Make all payments by cheque, except those of a minor nature, which may be paid from a
petty cash fund. (See “Handling Petty Cash”, later in this chapter.)

Items that are normally purchased using board-allocated funds should be paid directly from
the Board.

Never use Internet banking or bank debit cards for school bank accounts.

P ! # $$ 1%
P ! # $$ 1%

Ensure that all requests for payment are supported by original invoices, receipts, or other
appropriate documentation. (Note: Do not make payments from a company statement;
instead contact the vendor for the detailed invoice.) Paying from photocopied invoices
increases the risk of an invoice being paid twice so aways pay only from original invoices.
Consider using a Cheque Request Form Voucher (such as the one in Appendix B-4, Page
71) to capture all the relevant information, including the principal’s approval.
Before payment, ensure that the principal signs the documentation to indicate approval and
to cancel the document. (Reimbursements to principals in excess of $200 from the school
bank account must be approved by the Superintendent).
Before payment of staff-parent group expenditure, a designated approval authority from
the staff-parent group must sign the documentation, in addition to the principal, to indicate
approval for payment.
Do not make cheques payable to “CASH”.
Do not give payments in advance to employees.
When a cheque isissued:

o0 Mark theinvoice paid.
Record the invoice number on the cheque
Record the cheque number and date on the original documentation.
Attach the cancelled invoice to the cheque stub.
File the documentation by month (see Monthly File Management, in
Chapter 4)

o O OO

Do not pre-sign cheques or use a signature stamp.

Maintain arecord of al cheque numbers to account for al cheques and to prevent missing
cheques. Keep voided cheques and include them in your monthly file.

Store unused cheques in a designated, locked location to prevent loss or theft.

There should only be one sequentially numbered book of cheques at all times.
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Follow the board’ s Purchasing Policy when procuring all goods and services, whether you
are using school-based funds or board funds.

Except for school trips, do not use a school’ s bank account for any individual transaction
over $15,000.

All items purchased from the school bank account, including staff-parent groups, remain
the property of the school.

Do not use school-based funds to purchase items or servicesif the school expectsto be
repaid with board funds. If an item isto be charged against a board account, it must be
processed through the board’ s Accounts Payable departments, rather than paid through the
school’ s chequing account. This ensures the proper Board Budget Account is changed and
the HST Rebate is received by the board on behalf of the school; thereby reducing the
expense.

Disbursements requiring the issuance of T4 or T4A tax slips must be processed through the
board’ s Payroll Department and reimbursed at the board office.

The board is required to issue tax dips to individuals who provide service in an employer-
employee relationship to the board or to any school. This requirement also applies when
paying for services such as substitutes or lunch supervision staff. To ensure that the
required tax slips are prepared, these transactions must be processed through the board’' s
Payroll Office, and not through school bank accounts. If the school will be using school-
based funds to pay for these services, the school would then reimburse the board office
from their school-based account based on invoices received from the Finance Department
of the Board.

Payments to individuals who submit an invoice for services rendered, and who have avalid
business number, can be made from school bank accounts. Tax slips are not required since
their Business Number indicates they are registered with the Canada Revenue Agency
(CRA).

Schools may apply to CRA to receive arebate of 68% of any HST paid on school
purchases made through their school-based accounts (see Chapter 5, Harmonized Sales
Tax).

Handling Petty Cash

Petty cash funds must be accounted for through the school’ s general account, and replenished with
a cheque from that account. It must never be replenished with cash from a deposit. Asisnoted in
the section on documentation and approvals, cheques must not be made payable to “CASH” but
should be made payable to the person cashing the cheque.

A float limit must be established, up to a maximum of $250. When replenishment of fundsis
required, the replenishment amount must equal the total of the disbursements since the last
replenishment. At any point in time, the sum of the receipts and cash on hand must always equal
the float limit.
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Original receipts or petty cash vouchers must be used for every transaction, and you must track
who the money was paid to, its purpose, and the expense category to which it relates. Petty cash
should be reconciled on aregular basis (no less than weekly), and discrepancies should be reported
immediately to the principal. Figure 2-1 shows a sample Petty Cash Reconciliation. (For a blank
form, see Appendix B-5, Page 72).
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Figure 2-1. Petty Cash Reconciliation

Tri-County School Petty Cash Reconcilation
Petty Cash Float

Reciepts $100.00 [A]
Paid to Purpose HST Category
Mr. Riley Postage 0.73 Office Expense $5.95
Sure Currier Delivery Service 2.87 Office Expense $23.40
Ms. Smith (VP) Binder/File Folders 4.20 Office Expense $34.20
Total HST 8.01 Total $63.55 [B]
Cash
x20=
1 x10= 10.00
3 x 5= 15.00
4 X 2= 8.00
3 x 1= 3.00
Coin 0.45
Total $36.45|[C]

Receipts [B] $63.55

Cash [C] $36.45
TotalB+C  $100.00 [D]

Difference A-D $0.00

Amount required to reimburse Petty Cash $63.55
Please make cheque payable to NAME
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Chapter 3: Accounting Systems

This section identifies the minimum information that should be recorded in the school’s
accounting system in order to:

Safeguard school-based funds

Maintain thorough records of the inflow and outflow of money

Maintain an up-to-date bank balance and ensure accurate cash management

Using the Recommended Software

The board has chosen Quicken as the standard computerized accounting system to be used by all
schools. Thisisthe software that is supported by the board and the current standard version to be
used is Quicken 2001.

Using Quicken reduces the effort and time required to keep an accurate set of books. However, as
with al other electronic systems, the records are only as good as the information entered.

Tracking Revenues and Expenditures

It isimperative to keep accurate, up-to-date records of the inflow and outflow of funds. This, in
addition to appropriate controls, will ensure that the money is accounted for appropriately and that
written records can be relied on for review and audit purposes. Ultimately, school funds are the
responsibility of the principal. Accounting controls are only as good as their enforcement. Itis
important that the schools established practices are followed when entering data into the
accounting system.

Record all revenues and expenditures completely, accurately, and promptly.

For revenue, include the following information:
o date deposited
amount collected
purpose of funds (Quicken category/subcategory)
name and signature of the group/class from whom the money was received
date deposited

O O O o

For expenditur es, include the following information:
date the cheque was issued

cheque number

amount of cheque

name of payee

reason the payment was issued (category/subcategory)
invoice/document number (memo field)

O O O o o o
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NOTE: All funds must be deposited intact. Do not pay expenditures from cash collected.
Deposit the total funds to the bank and write cheques to pay for expenditures. For more on
depositing funds and making payments, see Chapter 2, “Banking, Receipts and
Disbursement.”

Ensure that the accounting system reports revenues and expenditures for each school
activity. (For aminimum set of categories that schools must use in their accounting
system, see “ Categories for Tracking Funds’ in Chapter 1.)

Ensure that the principal reviews the revenue and expenditure records every month. (see
Chapter 4, Financial Reporting)

Reconciling School Accounts

Follow these procedures to reconcile your school accounting records with your bank statements:

Complete monthly bank reconciliations within 21 days of the statement date.

Stale-date any cheques that are not cashed within six months and reverse these in your
records. (Note: Do not delete any records from your Accounting system. Instead, reverse
the cheque by inserting areverse entry in Quicken — a deposit — dated in the month being
reconciled. This method ensures that the balance printed on prior month reports will still
correspond to the Quicken balance). Another method to clear stale-dated cheques out of
the system is to void the transaction, leaving details in the memo field.

If deposits have not cleared within the month of reconciliation, ask the bank about the
outstanding items — unless the deposits were taken to the bank on the last business day.
(Note: Banks will only investigate discrepancies for a certain amount of time, so report
any problems immediately).

The principal must review, sign and date the monthly bank reconciliation. File the signed
reconciliation as part of the monthly file, along with the cancelled cheques.

$ 1 -y

To ensure that the school’ s accounting records reconcile with bank records, follow these steps
every month for each school bank account:

1 Check the school’ s accounting records for alist of deposits and withdrawals or
payments. Compare those to the items recorded on the current bank statement. In the
accounting records, mark off al deposits and withdrawals that appear on the bank
statement. Generate alist of al deposits and withdrawals for the month that are still
outstanding, once you have cleared the current items. Quicken will provide thislist for
you.
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2. If there are any items on the bank statement that do not appear in the accounting
records, enter these deposits or withdrawals into the accounting records (e.g. bank
interest, NSF charges). Make sure that you use the proper dates to enter these
transactions so they will appear in the period being reconciled.

3. To balance the account:
(A) Start with the bank statement’ s closing balance.
(B) Add any outstanding deposits.
© Subtract any outstanding cheques from the list

generated in step 1.

(D) Check the final bank balance to ensure that it
equals the balance in the accounting records for
the end of the month being reconciled.

Quicken will automate this process for you and provide you with areconciliation report.

Reconciliation Report

Figure 3-1A to 3-1D show a bank reconciliation report. This sample report is generated in
Quicken every month when reconciling the bank statement. This report will produce alist of
outstanding cheques and deposits that will show the difference between the Quicken balance and
the bank balance. The reconciliation report prints the ending Quicken balance. This balance must
agree with the balance on hand recorded on the school financial statement (Figure 9-1, Appendix
B-7 Page 75.)

Print the bank reconciliation report and include it in the monthly file for the account. In Quicken,
always print the clear ed and unclear ed transactions as part of the reconciliation report. If you
encounter a problem printing, the reconciliation report can be reprinted. To reprint the bank
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reconciliation reports go to “ Reports/Spending/Reconciliations” and then type in the report title
and date” in your Quicken Account.

School-Based Funds Handbook Page 24



T T L R R AL o B |

March 31, 2007
Tri-County School
Bank Reconciliation Tri-County School March 31, 2007
Reconcile Balance as of M arch 31, 2007
Bank Statement — Cleared Transactions

Previous Balance:

2582.00
Cheques and Payments

items

785.23
Depositsand Other Credits

items

1584.25

10
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Reconciliation Report
Tri-County School Account
Page 2
Cleared Transaction Details
Date
Num
Payee
Memo
Catego
L Clr
Amou
nt
Cleared Cheques and Payments
2/13/2006 299
Farme
rsDairy Milk
Milk
Expense R
75.03
2/28/2006 316
Atlanti
¢ Fund Raiser
Fundr
aising Ex R -
111.00
3/03/2006 319
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Figure 3-1C. Reconciliation Report-Uncleared Transaction Details up to Reconciliation
(Quicken, page 3)

Reconciliation Report

Page 3
Tri-County School Account
Uncleared Transactions Details up to 03/31/2006
Date Num
Payee
Memo
Categor
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Figure 3-1D. Reconciliation Report- Uncleared Transaction Details After Reconciliation
(Quicken, page 4)

Reconciliation Report

Tri-County School Account

Pa
ge4d
Uncleared Transactions Details after 03/31/2006
Date
Nu
m
Pavee
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Chapter 4. Financial Reporting and File Management

This chapter describes some key financial reporting requirements for school-based funds. It
identifies the following:

Who is responsible for preparing and approving financial reports
What isincluded in monthly reports
How to maintain accounting files

Responsibilities

The principal is accountable to both the school community and the board to ensure that all school -
based funds are tracked and used appropriately. Effective financial reporting demonstrates
accountability and also equips the school community and the principal to make informed decisions
for the benefit of the students.

Financial reports are prepared by designated staff under the direction of the principal. It isthe
principal’ s responsibility to:

ensure that school accounts are reconciled monthly, within 21 days of the bank
statement date

review, sign and date all reports that form part of the official record of school accounts
submit the annual Financial Report to the Shared Finance Department within 21 days
of the close of the fiscal year

ensure that monthly and annual reports and backup documentation are kept onsite for
seven years

provide financial information to the School Advisory Council and the school
community on request

provide a monthly financial report to the Staff-Parent group as the group’s account is
administered by the school

Monthly Reports

Include the following information in the monthly financial reporting file for each bank account:
amonthly financial statement (see Figure 4-1)
acash flow report (see Figure 4-2)
atransaction report (see Figure 4-3)
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a bank reconciliation report (see Figure 3-1A to 3-1D in Chapter 3)

The reports may be generated by designated staff, but must be reviewed, signed and dated by the
principal.

1 $ & 2! & "

The purpose of the monthly financial statement is to show that the cash flow report balances with
the opening and ending register balance. To complete the statement:

1. Prepare acash flow report for the month (see Figure 4-2)
2. Onamonthly financial statement, such as the sasmple in Figure 4-1.

A. Enter the Opening Balance (the closing balance from the previous month).

B. Enter Cash Received during the month (Total Inflows from the Cash Flow
Report).

Add A + B and enter thisin Total Cash Available

C. Enter Disbursements for the month (Total Outflows from the Cash Flow
Report).

D. Subtract Disbursements from Total Cash Available and enter this as the Ending
Cash Balance. Compare this amount to the register ending balance for the
month. (They should be the same). If they are different, review the
transactions for the current month. Verify that all items have been entered with
the proper date. This statement should be generated after the bank
reconciliation has been compl eted.

3. Fileinyour monthly file. (See “Monthly File Management”, later in this chapter).

C3+,21 & "
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Figure 4-2. Cash Flow Report (using Quicken)

Cash Flow
12/1/06 Through 12/21/06
12/01/06-
Category Description
12/31/06
INFLOWS
Admin-General Income
605.00
Cafeteria
Income
1955.00

Clacer nnm
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The transaction report (also called aregister report) lists each transaction that has been recorded in
Quicken for the month, including the amount, date, cheque number and vendor information, category
charged, and memo details. See the sample in Figure 4-3. This report becomes arecord of posted
transactions and can be very helpful in identifying changes to transactionsif the opening balance in one
month does not match the closing balance in the previous month. Include this report in the monthly file.

Transaction Report
12/1/06 Through 12/31/06
Date
Account
Num Description
Memo
Category
Amount
Balance
11/30/06
4585.05
12/1/2006 General
23
Farmer’'s
Dairy milk
milk exp
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Each month, the school must reconcile the bank account balance(s) from the bank statement to the
accounting system balance (See “Reconciling School Account” in Chapter 3). Quicken automates this
process for you and produces a bank reconciliation report (shown earlier in Figure 3-1A to 3-1D). The
principal must review the bank reconciliation report along with the related bank statement, returned
cheques, and other items returned from the bank. Any questionable items should be investigated with
the designated staff person(s) or the bank.

Itemized Category Reports

Y ou may need more information for a particular category than the monthly reports provide (for
example, to report to the school community on a fundraising project such as playground equipment).
Most accounting systems allow you to generate itemized category reports, such as the sample in Figure
4-4. If you need help to prepare any additional reports, contact the Shared Finance Department.

In addition to the transaction report, an itemized category report will provide you with the detailed
transactions, but sort and subtotal by category, rather than ssimply list in date order. For split
transactions (transactions that are recorded to more than one category) you do not see the individual
categories that were used as part of the split in atransaction report (see Figure 4-3). The split will be
broken down by category if you print an itemized category report for the month.
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Cat/Sub
Date

Account

Num
Description
Memo

Clr
Amount

INCOME
Admin-General Income

12/3/2006  General Account
D

Deposit

Grade 6

255.00
12/3/2006  General Account
D

Deposit

Grade?2

350.00

TOTAL Admin-General Income

605.00
Cafeterialncome

12/1/2006 General Account
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Monthly File Management

It is recommended that you maintain a monthly accounting file for each bank account. The file should
contain the following:

Bank reconciliation report (Figures 3-1A to 3-1D), reviewed, signed and dated by the
principal

Monthly bank statement with cancelled cheques

Deposit slips and backup (such as the Appendix B-1 deposit form, and the daily cash and
cheque log formsin Appendices B-2 and B-3), sorted in order by date

Cheque stubs and backup (such asthe daily cash log in Appendix B-3, sorted in order by
cheque number (VOID cheques must be included here).

Cash flow report for the month and year to-date (Figure 4-2), reviewed, signed and dated by
the principal (this report should be run after the monthly bank reconciliation has been
completed).

Monthly transaction report (Figure 4-3)

Monthly reports submitted by parent-staff groups

Copy of the HST return, if filed during the month (Do not keep a separate file for HST). (See
Chapter 5, Harmonized Sales Tax)

Monthly financial statement (Figure 4-1)

! n # 6 ] n ! #
Follow these procedures for retaining records:

Maintain al original documents- including paid invoices, cancelled cheques, bank
statements, support for deposits, and bank reconciliations — for seven years (six years plus
the current year). The records from each year must be boxed, labeled and stored in the
school.

File cheques (in numerical order) and debit memos with the bank reconciliation and the
monthly bank statement, by month, as part of the monthly file.

Do monthly backups and store them onsite for the full year.

Ensure that a good backup system or fileisin place and that it has been secured and tested.
A backup of the whole year should be done after the March 31st reconciliation and it should
be stored with the year-end files.
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CHAPTER 5. Harmonized Sales Tax (HST)

The purpose of this chapter is to help schools ssimplify the process of tracking and recovering the
Harmonized Sales Tax (HST) in order to:

comply with federal and provincial legislation

minimize potential exposure to HST tax liabilitiesin the event of a
government audit

maximize HST rebates

Tax Legislation and Regulations

The legidation and regulations governing HST can be difficult to understand. Both the legislation and
regulations change periodically, often in very subtle ways that are not noticeable until an HST audit
occurs. When these changes occur, the board has to change its accounting and recording instructions to
schools. Sometimes the federal or provincial government may even require retroactive changesin
accounting practices.

There are two aspects of the Harmonized Sales Tax (HST) that the Tri-County Regional School Board
and each school must address. These are:

determining when to charge HST on money received (most schools will not have to charge
HST)
recovering HST paid on purchases made (68% rebate on most purchases)

The board isregistered as a public institution and as a registered charitable organization. Thisgivesit
the broadest range of HST exemptions. The board has also set up each of its schools as a branch
location, so that as much as possible of the school-based accounts will be exempt from HST
requirements. See “Appendix D-Goods and Services Branch Numbers’ for school branch numbers.

Determining When to Charge HST

The board generally assumes that each school will have less than $50,000 in taxable salesin the
previous 12 months. If taxable sales are less than $50,000, the school is not required to collect HST on
taxable sales.

If you are concerned that the taxable sales for your school may be more than $50,000 in any consecutive

12-month period, please contact Shared Services Finance staff, who will work with you to determine
taxable sales. Figure 5-1 can be used as a reference and worksheet for determining taxable sales.
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Taxable Sales Wor ksheet
Record your estimated annual sales, wher e applicable, under the Annual Sales column.

Description Taxable | Non- Annual Sales
Taxable

Textbook deposits

X
Student activity fee X
Items sold at or below cost X
Food and drinks sold at co-instructional events X
Sale of school suppliesat or below cost X
Fundraising itemswith a sale price of lessthan $5.00 X
Funds collected from field trips X
Funds collected from extracurricular bustrips X
Bank interest earned X

Y earbook salesif greater than cost (Do not include
donations or advertising revenue here, or in
calculating whether sales exceed costs) X

School rings (If a 3" party sell theringsand the

school receives a commission, the commission is X
exempt)

Chips/pop/snack food X
Fundraising itemswith a sale price greater than X
$5.00

School locks (If locks are sold, the revenueis taxable) X

School locks (If locks arerented/leased, revenueis
tax exempt) X

Agendas X

Vending machine sales
(If the school owns the machine, revenueistaxable) X

Vending machine sales
(If the school rents spaceto a3 party and receives a
commission, the commission istax exempt) X
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Sale of school suppliesat greater than cost X
Estimated Total Taxable Sales

To demonstrate to the Canada Revenue Agency (CRA) that an item is being sold at a price that just
covers cost, the school must record revenues and expenditures made on each activity in away that
proves thereis no profit. If thereisaprofit, then the entire revenue, not just the profit, must be included
inthe HST calculation. If there are different sources of revenue (i.e., yearbook sales that include
advertising or donations), be sure to clearly indicate the source of the revenue when you record it.

When calculating the profit from yearbook sales, you only need to factor in the sales dollars, not the
advertising revenue or donations.

) 8 & :7;5;;

If taxable sales are more than $50,000 in any consecutive 12-month period, the school will have to
charge HST on all taxable sales, starting in the next quarter, and remit this amount to the federal
government. (The school still collects an HST rebate of 68% on its purchases, as described below in the
topic “ Collecting the GST/HST Rebate”.)

For the purpose of determining taxable sales, ayear is measured as any consecutive 12-month period; it
isnot tied to the fiscal year or to the school year.

If the school isrequired to charge HST, Financia Services staff will help set up the required accounting
records.

Note: Any financial tax liability resulting from a government audit of school-based account activities
isthe responsibility of the school. If an HST audit determines that a school should have been
collecting HST, the school will be required to pay the HST.

) 8 & :7;5;;

The board has determined that all Tri-County Regional Schools will have less than $50,000 in taxable
sales each year. Based on this assumption, Financial Services has obtained a*“ small supplier branch
designation” for each school. This exempts the schools from being required to collect HST on sales,
and entitles schools to arebate of 68% of the HST on most purchases (100% of the GST on books). All
schoolsin the Tri-County Regional School Board fall into this category.
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Collecting the GST/HST Rebate

All schools are eligible for the following sales tax rebates:

arebate of 100% of the Goods and Services Tax (GST) paid on al book purchases (GST is
calculated at 6% effective July 1, 2006)
arebate of 68% of the HST paid on all other purchases

Follow these steps to obtain a rebate of the HST Paid Out items purchased through school-based funds:

1.

2.

Use Quicken to record HST under HST Paid Out, the same as recording an invoice.

Use Quicken to run a HST Paid Out report that itemizes the school’ s HST payments. Figure 5-2
shows a sample report. In this sample, the “HST Paid Out” category is used.

Complete an “Application for GST/HST Public Service Bodies' Rebate’. (See Figure 5-3 and
the step-by-step instructions that follow the figure). See Appendix D for your school GST/HST
Business Number. Have the principal review and sign the form; make a copy for the school
files; then mail the original to CRA. Do not attach supporting documentation to the application
form that you send to CRA.

File the school copy of the application form, along with the “HST Paid Out Report” in the
monthly file for the month corresponding to the period end date. Y our original invoices and
chegue stubs should be filed in the monthly file that corresponds to the month in which the
invoice was paid. These documents provide backup to substantiate your claim in case of an
audit, and are an important source of information in case you need to verify what you have
claimed. You must keep these records for seven years (the six past years plus the current year).

HST Rebate claims must be done monthly by each school. Thisis because the School Board is
listed as the main account with Canada Revenue Agency and the schools are listed as branch
accounts. The School Board is required to file monthly by Canada Revenue Agency which
means all the branch accounts must also file monthly. The computer at Canada Revenue
Agency maintains a checklist asto where the school has filed for what period. Soif it is not
done monthly, there is arisk that the rebate will be lost.

Tax rebaters are not to be used to prepare your monthly HST form. Their feeswill be at |east
50% of the rebate amount. Recording the HST rebateisafairly easy and fast process when
entering cheques. Should assistance be needed, please contact the Finance Department.
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Figure 5-2. HST Paid Out Report (using Quicken)

HST Paid Out
12/1/06 Through 12/31/06

Date Account
Num
Description
Memo

Category

Amount

12/01/2006 In Trust 120 Cook’sDairy
HST

HST Paid Out
1.26
12/02/2006 In Trust 122 Mr. Stanley

HST

HST Paid Out
36.00

12/04/2006 In Trust 123 Empire Theatres
HST

HST Paid Out
0.56
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Figure5-3. Application for GST/HST Public Service Bodies Rebate (Side 1)
& $ =='n n 'l ll'll 4$8| 4& >>4 2 '&
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The first time you file areturn, you will have to complete Part A. After filing your first
return, CRA will send you a new form that has the identification section completed.
These are the required fields:

Business Number  Thisisthe HST number assigned to your school. A number has
aready been assigned to every school. If you don’t have the
number, contact Financial Services.

Legal Name Thisisthe name of the school.

Mailing Address  Thisisthe school’s mailing address.

Business Address Does not need to be filled in unless the school has a separate
mailing address.

Contact person Include the principal’ s name, title, and telephone number.
Taxation Charity ~ Does not need to befilled in.
Registration #

Fiscal year-end March 31 (03/31)

? $ I#

The claim period includes a“from” and “to” date. The claim period must start at the beginning
of amonth and end on the last day of a month. Subsequent reports must start where the previous
report ended. CRA isvery strict on the dates and will return your claim if this method is not
followed. For example, if your claim period ends on March 21, your claim period must be
reported as ending on March 31. Transactions for the period of March 22 to March 31 should be
included on the claim beginning April 1.

? 6 ! 4
Part C isnot
required.
? 6" !
Part D isto be
completed by the principal.
? 16"
The rebate amounts are calculated on the back of the form. Only three lines need to be
completed:

Line 302 Split the rebate amount between the Federal and Nova Scotiafields. If you use
the HST summary form (Figure 5-3), thisamount is calculated for you. Enter the
federal portion (calculated at 7/15 times the rebate amount; beginning July 1,
2006 this changed to 6/14) in the Federal column. Enter the Nova Scotia portion
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(calculated at 8/15 times the rebate amount; beginning July 1, 2006 this changed
to 8/14) in the Nova Scotia column.

Line 307 Record the GST paid on books. No breakdown is required between the federal
and Nova Scotia columns, as 100% of the rebate is claimed under the federal
column.

Line 409 Enter the total of lines 302 (both the Federal and Nova Scotia amounts) and 307.
Thetotal should match the total amount of HST rebate calculated on your HST
summary form.

Change in Rebate Allocation on Page 2 of Rebate Form

Effective July 1, 2006, the HST rate was reduced from 15% to 14%. When making the monthly claim
for the rebate, the Federal portion of the rebate would be 6/14 (instead of 7/15) and the Province of
Nova Scotia portion would be 8/14 (instead of 8/15).

HST Branch Numbers
HST Branch Numbers as of August 1, 2006 are listed on Appendix D, Page 81.
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Chapter 6. Charitable Donations

The Tri-County Regional School Board is aregistered charitable organization. This allows the board
to issue charitable donation receipts that donors can use for tax purposes. The Charitable Donation
Policy isincluded at the end of this chapter.

This chapter describes:
the types of donations that qualify for tax receipts
the types of donations that do not qualify for tax receipts
the process for requesting tax receipts

Definitions and Conditions

A charitable donation is avoluntary transfer of property or cash that does not provide a material benefit
to the donor or a member of the donor’s family.

For a gift to qualify as a charitable donation, all three of the following conditions must be met:

1) Property or cash istransferred by a donor to the board.
Note: Cheques should be made payable to the board, not the school. A donation must go
through the board’ s accounting process in order to qualify for a charitable tax receipt. (If the
cheque is cashed by the school, a school cheque must accompany a request for the receipt, along
with a copy of the chegque from the donor.)

2) Thedonation isvoluntary.
3) The donation is made without expectation of areturn. There cannot be a benefit of any kind to

the donor, his or her immediate family, or to a specific person designated by the donor.

Exclusions

Contributions of services (e.g. time, skill, effort) do not qualify as charitable donations. However, there
is nothing to prohibit the board from paying for the services and later accepting all or a portion of the
payment back as a donation, providing that the payment was returned voluntarily.

Donations made to the board can be provided for a purpose (e.g. to the benefit of a specific school) but
cannot be directed to the benefit of a specific individual.

Parents or guardians providing money for workbooks or field trips for their child/children, does not
qualify for a charitable donation tax receipt.

If you are uncertain about whether adonation is eligible for atax receipt, contract the Finance
Department before committing to give the tax receipt.
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Gifts in Kind

A gift in kind is a donation other than cash. It does not include a gift of services. Examples that would
qualify include computer equipment, books and furniture.

The date of adonation for agift in kind is the date that the donor transferslegal ownership to the board.
This may not be the date of physical delivery, since an object may be on loan to the board before the
date of donation.

For donations of giftsin kind, the board may issue areceipt stating the fair market value of the donation
once the object has been appraised. The value is determined by the value at the date of transfer, not by
the original cost of the article.

For new items, the donation receipt will be equal to the original invoice amount, minus HST.
For used items, the donation receipt will be based on the fair market value. An independent
appraisal isrequired for all items with a value exceeding $1,000.

The person who determines the fair market value of the donated property must be independent of the
transaction, competent, and qualified to evaluate the particular property. This person must also put the
evaluation in writing.

Property of little value, such as used clothing, will not qualify asa gift in kind.

Inducements and Tokens of Appreciation

The genera rule that no benefit of any kind may be made available to the donor does not include items
of little or no value. For example, the school may give a donor a small token as a gesture of
appreciation. Theseitems (e.g. asingle flower, a pamphlet, a plastic pin, atag, and envelope seals) have
no resale value, and so they do not disqualify the donation. A fundraising purchase (e.g. an amount paid
for chocolate bars, cookies, etc) is not a gift.

Receipts

There are no government regulations that set atimeframe for issuing official donation receipts, but
receipts should be issued at |east by the last day of February following the calendar year when the
donation was made. By doing this, the donor can use the deduction in calculating his or her taxes for
the year in which the donation was made.

Financial Services receives requests for tax receipts each year. Please send your list so that all of your
donors receive their tax receipts on time.

The most important date is the date of the donation. Donations received after the end of the calendar
year may not be added to the previous year’ s donations unless the donation was postmarked in the
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previous year. (For example, if you receive a donation in January 2007, postmarked December 29,
2006, the donation qualifies as a 2006 donation.)

Financial Services staff will mail the receipts directly to the donors, unless you request that the receipt
be sent to the school.

Receipts will be issued for donations of $10 or more. Receipts for amounts less than $10 will not
normally be issued.

Steps for Requesting Receipts

When the school receives a donation, follow these steps to request a charitable receipt:

1. Compl ete a charitable donation control form.

2. Attach one of the following: (@) the donor’s cheque; (b) a school cheque if the donation
was paid in cash; or (c) an independent written appraisal if it was a donation in kind.

3. Copy the form and supporting documentation for the school’ srecords. (Note: Schools
are not required to keep thisinformation on file, but may wish to do so).

4, Send the original form and payments or other supporting documentation to the Finance

Department. The Finance staff will generate the receipts and request a cheque to be
returned to the school for deposit into the school bank account.

The Donation Policy is currently in draft form. When it is approved, the Handbook will be updated and
it will also be posted on the Tri-County website.
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The Donation Policy iscurrently in draft form. When it isapproved, the Handbook
will be updated and it will also be posted on the Tri-County website.
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Chapter 7. Student Councils

Student councils are often involved in collecting fees and raising funds. Keeping track of the
money raised and spent is an educational experience for the studentsinvolved. This chapter
describes some of the financia responsibilities of student councils and their staff advisors. In
particular, it clarifies the following:

ownership of student council funds
banking arrangements for student councils
reporting requirements for student councils

Considerations

All requirements outlined in this handbook apply to student councils and must be
followed.

Student council funds and any assets purchased with these funds belong to the school.
The school’ s accounting system should enable school staff to separately track and report
the revenue and expenditures related to student council activities.

The teacher advisor must sign the student council cheques.

The student council account is also eligible to receive an HST rebate on purchases.
Student Council does not have their own rebate number through Revenue Canada, so
they are required to submit their HST invoices through the main office account for any
applicable rebates.
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Chapter 8. Change in Principal or Other Signing Authority

A changein principal at a school should not affect the day-to-day administration and
bookkeeping of school-based funds. This chapter describes:
Ways to maintain proper accounting and control of school-based funds when
there is a change of principal
How to transfer basic financial information to the new principal or other staff
members with new financial responsibilities.

Communicating Financial Information

Follow these steps when there is a change of principal at the school:

Outgoing principal

1. Complete the “Changein Principal” forms (Appendix B-6-1, Page 73 and B-6-2, Page 74) and

gather supporting information specified on the form. Sign side 2 of the form.

2. Copy the forms and the supporting information.

3. Immediately send the copy to the school board office and keep the originals at the school for the

new principal.

4. Review the form and supporting information with the incoming principal.

Incoming principals

5. Review the“Change in Principal” forms and supporting information to verify its accuracy-
together with the outgoing principal, if possible.

6. If thereare no discrepancies between the form and the actual financial data, complete side 2 of

the form (Appendix B-6-2, Page 74), copy the form for the school files and send the signed
original and supporting documentation to the school board office.

If there are any discrepancies, clearly outline the discrepancies on side 2 of the form. Make
two copies. Send the signed originals and supporting documentation to the school board office;

send a compl ete copy to the Manager of Financial Services or designate and keep the other
complete copy for the school files.

School-Based Funds Handbook Page 54



Changing the Signing Authority

The incoming and outgoing principals must meet with the bank to update the signing authority for the
school. See Appendices B (B-6-1 and B-6-2, Page 73-74) for the Change in Principal form.

Changes in Other Staff

If there is a change in vice-principal, office staff, or others with signing authority at the school, the
principal must ensure that financial records are accurate, compl ete, and up-to-date when they are turned
over to the new employee.
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Chapter 9. Year-End Reporting

This Chapter aims to:
clarify the year-end process
ensure that school accounting records are complete, accurate and up-to-date

Demonstrating Accountability

The board has the responsibility to ensure that all funds, including school-based funds, are adequately
protected, that they are controlled through proper accounting procedures, and that accountability for the
funds is maintained through regular financial reports. Accounting policies for the public sector require
school boards to include all revenues received and disbursed by the board (including funds at the school
level) in the board’ s audited financial statements. The Tri-County Regional School Board is required to
include the financial results of our schools as part of our financial results. Therefore, schools must
submit annual financial reports to Financial Services. These financial reports may be subject to audit by
Financial Services, the board sinternal auditor, or the board’ s external auditors.

Timing

The fiscal year for the board and for schoolsisfrom April 1 to March 31, and thisis the period that
year-end financial reports must cover. The school must send its year-end reports and information to the
finance department by April 21 of each year or the first business day after that date if April 21 isa
holiday or weekend day.

Types of Year-End Reports

Include the following information in your school’ s year-end report to Financia Services:

Bank reconciliation for March 31, 20xx (or earlier if your statements end earlier)
Bank statement for up to March 31, 20xx

Electronic Quicken by e-mail up to March 31, 20xx (have School Tech forward)
HST return for end of March 20xx (or the last one completed)

Compl ete the Consolidated Report on School Funds (Appendix B-11)

agrwbdE

# n /6 n & nn ! 1

Financial Services sends these forms to the schoolsin February or March. Y ou will receive one form for
your school bank account/accounts held at the school. The “Balance Previous Year” will be provided by
Financial Services and must match your register balance for the same date. Figure 9-1 (Appendix B-8,
Page 76) shows the sample consolidated report on school funds (financial statement). The information
required for thisform is generated by the cash flow report (Figure 9-2) described below. When you
complete the form and cal cul ate the on hand, this balance must be the same as the ending balance in
balance your register for March 31st.
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The Bank Account Listing (Appendix B-8, Page 76) must be completed for every fiscal year as part of
year end reporting.
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Figure 9-1. Consolidated Report on School Funds

FINANCE DEPARTMENT
SHARED SERVICESUNIT

Consolidated Report on School Funds

(Excluding Home and School and Caf eteria Soci eties)

School

April 1,20__toMarch 31,20

School #

Opening Balance asof April 1,20 $

I nflows
Admin-General Income

Cafeteria Income
Classroom Income
Fundraising Income
HST Rebate

Other Incomes (be specific — attach detailed list)

Outflows
Admin-General Expense

Cafeteria Expense
Classroom Expense
Fundraising Expense
HST Paid Out

Bank Charges

Other Expenses (be specific — attach detailed list)

Ending Balance asof March 31,20

Prepared by

Principal’s Name (Please Print) Principal’s Signature

Date

SSRSB: 130 North Park Street, Bridgewater NS B4V 4G9 Tel:902-543-2468 Fax: 902-541-3051
TCRSB: 79 Water Street, Yarmouth NS B5A 1L4 Tel: 902-742-9266 Fax: 902-749-5698
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The cash flow report (Figure 9-2) shows receipts for the year, along with the categories of funds
collected during the year, identified by source. For year-end reporting:
. Use the amount from the “ Total Inflows” field on the cash flow report to complete the “ Cash

Received During Current Y ear” field on the school financial statement.
Use the amount from the “ Total Outflows” field on the cash flow report to complete the
“Disbursed During Current Year” field on the school financial statement.
Because the report measures only the cash flow, it does not factor in your opening bank
balance. Asaresult, the overall total on the cash flow report will not match your balance on
hand in the year-end financial statement. The difference between the two should be the
opening.
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Cash Flow
04/01/06 to 03/31/07
Category Description 04/01/06 to 03/31/07
INFLOWS
Administration General Inc
Arts Smart Program Inc 1,350.00
Breakfast Program Inc. 49.13
Clearing Account 1,830.33
Terry Fox Run 1,630.33
Misc. Inc 3,804.27
SAC 216
School Improvement 500
Staff Fund 374
TOTAL Administration General Inc 9,754.06
TOTAL Cafeteria Inc 6,120.96
Classroom Inc
Book Fair Inc 2,629.82
Class Trips Inc 2,314.00
Entertainment Inc 747.91
Phys. Ed. Music 694.49
Primary Supplies 525
TOTAL Classroom Inc 6,911.22
Department Inc
Hot Dogs 1,357.65
Milk Canteen 2,473.96
Pizza 2,289.35
Fundraising Inc
Christmas Campaign 1,421.76
Total Fundraising Inc 1,421.76
TOTAL INFLOWS 24,208.00
Admin-General Exp
Arts Smart Program 45.89
Breakfast Program Exp. 262.37
Entertainment 835.92
HST Paid Out 616.87
Misc. Exp. 6,070.15
SAC Ex 369.53
School Improvement Ex. 246.4
Staff Fund Exp. 314.02
Terry Fox Exp 1,699.33
TOTAL Admin-Gen Exp 10,460.48
Cafeteria Exp
Hot Dogs Exp 1,124.35
Milk Canteen Exp 2,782.33
Pizza Delight 1,776.00
TOTAL Cafeteria Exp 5,682.68

School-Based Funds Handbook Page 60



Classroom Exp

Book Club Ex 71.98
Book Fair Ex 2,769.77
Class Trips 1,952.46
Phys. Ed. Music Ex. 207.86
Primary Supplies Exp. 296.24
Total Classroom Exp 5298.31
Total Fundraising Exp 870.47
TOTAL OUTFLOWS 22,311.94
OVERALL TOTAL 1,896.06

School-Based Funds Handbook Page 61



SCHOOL BASED FUNDS SUMMARY

Only one Operating Bank Account isto be maintained by a school (exception of Student
Council Account).

All fundsareto be deposited on timely basis (preferably within 48 hour s of receipt).
Receiptsareto beissued for cash received whenever possible or feasible.

All disbursements are to be made by cheque, disbur sements of a minor nature may be used
by petty cash.

Printed, pre-numbered cheques must be used and voided cheques must be maintained to
complete the number sequence with signature block removed.

Principal or hissher designate must authorize all expenditures prior to any commitment
being made of any school funds.

Two or threesigning officersarerequired for the account (usually the Principal, Vice-
Principal and Secretary).

Cheques are not to be signed in advance for any reason.

All invoices areto bereviewed by signing officer and approved prior to payment.

All funds associated with school related activities must be administered through the school
office.

School financial records, including receipts, invoices, bank statements and cancelled cheques
must be kept up-to-date and fully accessible at all times.

All investmentsmust be at norisk and all interest must be reported asrevenue from interest
and then becomes part of school funds.

Bank reconciliations must be done monthly and a copy initialed and dated by principal and
kept on file.

Financial reportsfor all special interest groups (ex: student council, etc) should be prepared
on aregular basisand given to the advisor for review.

Itemized category reportssuch asoverall calculation of canteen revenue may be used to
advise principal of problems (ex: revenue from canteen should equal or exceed
expenditures).

Each school may be subjected to a Board audit annually.

The school must maintain all supporting documentsfor at least seven (7) years.
Thefinancial year for school based fundsis April 1-March 31 in any year.

Purchases areto be made in accor dance with established policies and procedures.

Under no circumstances ar e school fundsto be used for personal benefit or gain.

Sign chequesthat are payable to any one of the signing officers, by two other signing officers.
File school based fund documentation for easy accessand referral.

All disbur sements must be supported by vouchers, invoices and or receipts (hand-written
receipts not acceptable).

HST rebates must be prepared monthly as per request by Revenue Canada - a sample HST
report ison Quicken to assist in filing claim.

Quicken must be password protected and known by two individuals.

Record all financial transactionsin quicken.

Wages ar e not to be paid by school bank account.

Personal bank accountsare not to be used for school bank accounts.
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Verify outstanding cheques have cleared the bank. If chequeisover 180 daysold, should be

voided.
Limit categoriesfor income and expensesto the following:
o Income

Admin-General Income
Cafeterialncome
Classroom Income
Fundraising Income
HST Rebate

0 Expenses
Admin-General Expense
Cafeteria Expense
Classroom Expense
Fundraising Expense
Bank Charges
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Additional Information:
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APPENDIX B. SUGGESTED SAMPLE FORMS

Appendix B contains sample formsthat schools may use or adapt to help them manage their
school-based funds.

Appendix B contains sample formsthat schools may use or adapt to help them manage their
school-based funds.

B-1 DEPOSIT FOINMM ..ttt bbbttt b e bt bt ae s e e e e e e b b beneeens 68
B-2 Daily Log of Funds Collected by Cash ... 69
B-3 Daily Log of Funds Collected by CheQUE..........coeeiiiiiieeee e e 70
B-4 Cheque ReqUESE FOr M VOUCKES ......ccciiiieieeiestee et sne e 71
B-5 Petty Cash RECONCHTIALION ......c.oiiiiiiieie et sre e 72
B-6-1 Change in PrinCipal (SIAE L) .....couoiieiieeeesee et s 73
B-6-2 Change in PrinCipal (SIAE2) .....ocooi ettt s 74
B-7 Consolidated Report on SChOOl FUNAS ..o e 75
B-8 BAnK ACCOUNT LISHINGS. ..cueiitiiiiiieitieie ettt st sttt be et sreenae e e sseenaesneesreensesneans 76
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TRI-COUNTY REGIONAL SCHOOL BOARD

B-1
DEPOSIT FORM

Name of School: P
Deposit Received From:

Date Submitted:

Category (Account): *must be completed
Committee/Class: *if applicable
Fundraising Event: *if applicable

CASH & COINS:

Quantity Amount
0.01
0.05
0.10
0.25
1.00
2.00
5.00

10.00
20.00
50.00

100.00

XXX XXX XXXXX

TOTAL CASH

CHEQUES:

NAME Amount

TOTAL CHEQUES

TOTAL DEPOSIT

Submitted & Checked By: Date:
(Staff Member)
Received & Checked By: Date:
(Office Staff)
Approved by: Date:
(Principal)
Deposited By: Deposit Date:
Receipt(s) Issued # Comments:
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NAME OF SCHOOL:
DEPOSIT DATE:

TRI-COUNTY REGIONAL SCHOOL BOARD
DAILY LOG OF FUNDS COLLECTED BY CASH

B-2

DATE

STAFF NAME

CATEGORY (ACCOUNT)

COMMENT

AMOUNT COLLECTED

TOTAL DAILY DEPOSIT (CASH)

This @eh@zﬂd Bwumrﬁambmkdeposit - cash section!!
Attach to the applicable deposit form
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NAME OF SCHOOL.:
DEPOSIT DATE:

TRI-COUNTY REGIONAL SCHOOL BOARD
DAILY LOG OF FUNDS COLLECTED BY CHEQUE

DATE

STAFF NAME

CATEGORY (ACCOUNT)

COMMENT

AMOUNT COLLECTED

TOTAL DAILY DEPOSIT (CHEQUE)

This total should balance with the current days bank deposit - cheques section!!

atack PRl BasRd adsdsiandhook
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TRI-COUNTY REGIONAL SCHOOL BOARD 2
CHEQUE REQUEST FORM VOUCHER

ry
S

Name of school:

Date of request:

Requested by:

Cheque payable to:

Address:

Category (Account):
*must be completed
Reason for request:
*must be completed
Invoice attached:

Amount:

Requested by Signature:

Approved by:
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School Name

Change

Incoming:

School Banking Arrangements:

Changein Principal (Side 1)

Date of

Outgoing:

The following represents all accounts held in the name of the schooal (if there isinsufficient space please use

another form)

Bank Account
Name

Bank Name and
Address

Bank Account
Number

Name of Signing
Authorities

Bank Balance*

* The bank balance and balance per accounting records on the date of change

Attach a copy of

recent bank statement for each account

recent bank reconciliation for each account

report that corresponds to the bank reconciliation

recent HST statement

future commitments entered into by the school

report for the year to date

* The most

* The most

* Theregister

* The most

* A summary of

* Cash Flow

School-Based Funds Handbook

Page 75




& ' "$ /I # *1
Changein Principal

Sign Off

Theinformation on thisform represents an accurate representation of the

school finances as at the following date

Forward a copy to the School
Administration Supervisor.

Signatur e of Exciting Principal

>*

&% %=#& 8'% 4@ ! o & $$ !
(% &6 " $ I l6& "&! = & &
6 != ) )ll $ !

Forward a copy to the School Administration
Super visor

Signature of Incoming Principal
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B-7

FINANCE DEPARTMENT
SHARED SERVICESUNIT

Consolidated Report on School Funds
(Excluding Home and School and Cafeteria Societies)
April 1, 2006 to March 31, 2007
School School #

Opening Balance as of April 1, 2006

Inflows

Admin-General Income

Cafeterialncome

Classroom Income

Fundraising Income

HST Rebate

Other Incomes (be specific — attach detailed list)

Outflows

Admin-General Expense

Cafeteria Expense

Classroom Expense

Fundraising Expense

HST Paid Out

Bank Charges

Other Expenses (be specific — attach detailed list)

Ending Balance as of March 31, 2007

Prepared by

Principal’s Name (Please Print) Principal’s Signature

Date

SSRSB: 130 North Park Street, Bridgewater NS B4V 4G9 Tel:902-543-2468 Fax: 902-541-3051
TCRSB: 79 Water Street, Yarmouth NS B5A 1L4 Tel: 902-742-9266 Fax: 902-749-5698
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~INANCE DEPARTMENT
SHARED SERVICES UNIT

BANK ACCOUNT LISTING

SCHOOL:

Name of Bank
Account

Name & Address of Financial Institution

Signing Officers

Balance as of

School-Based Funds Handbook
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APPENDIX C. OPTIONAL SUGGESTED SAMPLE FORMS

C-1 ClassMoney Collection List

C-2 Cash Reconciliation — School Dance

C-3 Fundraiser Summary Form
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APPENDIX D. GOODS AND SERVICES BRANCH NUMBERS

Tri-County Regional School Board
85850 8542 RT0001

Goods and Services Branch Numbers

Address, Telephone and Contacts

Loc School Branch PO/Street Address Town/Province PC Phone # Fax

771|Arcadia 02 PO Box 130 Arcadia NS BOW 1B0 | 749-2870| 749-2877
623|Barrington High 03 Box 40 Barrington Passage NS |BOW 1GO0 | 637-4310| 637-4320
821|Barton Consolidated 04 Box 29 Barton NS BOW 1HO | 245-7570| 245-7571
651|Cape Sable Island 05 McGrays PO Cape Sable Island NS |BOW 2G0 | 745-3700| 745-3701
721|Carleton 06 [Carleton NS BOW 1L0 | 761-4200| 761-4202
661|Clark's Harbour Elem. 07 Box 130 Clark's Harbour NS BOW 1P0 | 745-3710| 745-3711
851|Digby Elementary 08 Box 1538 Digby NS BOV 1A0 | 245-7550| 245-7555
831|Dighy Neck Consolidated 09 RR #1. 6203 Hwy 217 |Sandy Cove NS BOV 1E0 | 834-6600| 834-6602
853| Dighy Regional High School 10 Box 1660 Digby NS BOV 1A0 | 245-7500| 245-7518
823|Drumlin Heights Consolidated 11 RR #1 Glenwood NS BOW 1WO0| 643-6000| 643-6006
641|Evelyn Richardson Mem Elem 12 Box 160 Shag Harbour NS BOW 3B0 | 723-3800| 723-3801
691|Forest Ridge Academy 13 Box 128 Barrington NS BOW 1EOQ | 637-4340| 637-4342
611|Hillcrest Academy 30 Box 40 Shelburne NS BOT 1WO0 | 875-5300| 875-5301
817|Islands Consolidated 15 Box 60 Freeport NS BOV 1BO | 839-6300| 839-6303
631|Lockeport Elementary 16 Box 280 Lockeport NS BOT 1LO | 656-7100| 656-7101
633|Lockeport Regional High 17 Box 129 Lockeport NS BOT 1L0O 656-7110| 656-7120
732|Maple Grove Eduaction Centre 18 52 Grove Memorial Hebron NS BOW 1X0 | 749-5160| 749-5170
781|Meadowfields 19 106 Prospect Street Yarmouth NS B5A 4J2 749-2880| 749-2888
814|Plymouth 20 RR #1 Arcadia NS BOW 1B0 | 663-2000| 663-2005
711|Port Maitland 21 PO Box 700 Port Maitland NS BOW 2V0 | 649-4400| 649-4404
613|Shelburne Regional High School 22 Box 10 Shelburne NS BOT 1WO0 | 875-4900| 875-4909
761|South Centennial 23 20 Forbes Street Yarmouth NS B5A 1W8 | 749-5150| 749-5155
846|St. Mary's Bay Academy 24 RR #1 Weymouth NS BOW 3TO | 837-2340| 837-2345
816|Westport Village Elementary 25 Westport NS BOV 1HO | 839-6300| 839-6303
833]|Weymouth Consolidated 26 Box 400 Weymouth NS BOW 3TO | 837-2310| 837-2320
751|Yarmouth Central 27 53 Parade St Yarmouth NS B5A 3B1 | 749-2860| 749-2866
753|Yarmouth Consolidated Mem High 28 52 Parade Street Yarmouth NS B5A 3A9 | 749-2810| 749-2811
752|Yarmouth Jr High 29 40 Parade Street Yarmouth NS B5A 3A9 | 749-2840| 749-2850

*%

For your school registration number, use the number above. Drop the 1 or 01 at the end of the
registration number and add your school branch number (ex. Lockeport Elementary would be 85850

9540 RT0016).
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APPENDIX E - FUNDRAISING AND SALE OF GOODS POLICY

Go to the TCRSB website at www.TCRSB.ca, click on Administration/Regional Policies/300-
Finance/301.2, to ensure that you have a current copy of the policy for Fundraising and Sale of Goods

NO. 301.2

FUNDRAISING AND SALE OF
GOODS

February 1, 1996 March 26, 2002 1

It isthe policy of the Tri-County District School Board that the solicitation or the sale of goods
and services through the schools, which only benefit a commercial entity, will not be per mitted
or endorsed.

1. The Director of Schools hereby delegates the responsibility for the sale of all goods and
services through the schools to the principal .

2. Fundraising, school services and solicitations shall be at the discretion of the principal, or his/her
designate.

3. Students may be exempt from fundraising activities by parent request due to personal beliefs.
(a) In situations where a student is an active participant in school activities and cannot,

due to personal beliefs, partake in fundraising activities, the board would encourage

that student(s) to explore alternate ways to be an equal contributor to the funding of the activity.
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POLICY

APPENDIX F. PURCHASING POLICY

NUMBER 504.1

SOUTHWEST REGIONAL SCHOOL BOARD PAGE lof 1
POLICY MANUAL
TITLE PURCHASING POLICY EFFECTIVE DATE
April 27,1999 | pEV|S|ON DATE

It shall be the policy of the Southwest Regional School Board to endorse the concept of centralized purchasing;
and the School Board authorizes its purchasing department to procure or supervise the procurement of all
supplies, equipment, services and materials for the school region, in accordance with the Board's procedures,
while recognizing the requirements as provided by the Provincial Government Procurement Policy and the

Atlantic Procurement Agreement.

Adopted by the Southwest Regional School Board
on April 27, 1999.
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PROCEDURE
NUMBER
PAGE
SOUTHWEST REGIONAL SCHOOL BOARD
POLICY MANUAL
TITLE:  PURCHASING POLICY
EFFECTIVE REVISION DATE
DATE
April 27, 1999

PROCEDURES

Further to the Board' s Policy Statement, the following data shall apply:

Scope

Responsibility

| mplementation

Responsible Bid

Staff Bidding

This  policy
applies to al staff, in any location, who may be involved in purchasing,
recommending for purchase or receiving any supplies, equipment, services
and/or materials for use within the Southwest Regional School Board, from
School Board and School Based Funds.

It is the responsibility of the Director of Finance & Operations to ensure this
policy isimplemented and waived when necessary.

This policy will be implemented by each school principal/department head,
assisted as needed by the Director of Finance and Operations, the Purchasing
Officer and support staff employed by the Board.

A responsible bid is defined as a bid which meets all specifications, including
any specia requirements, e.g. service capability, deadlines or supporting
references.

Employees
receiving a regular salary from the Board shall disclose employment with the
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Board, aong with the bid to supply or purchase goods, and the Board shall
determine whether a conflict of interest exists.

DEFINITIONS

EBNS:
Electronic Bid
Notice System is a computer based bulletin board and Internet system directly
accessible by suppliers and providing them with information relating to
competitive opportunities.
MASH:
Municipalities
, Academic Institutions, School Boards and Hospitals
MSDS:
Material
Safety Data Sheet
WHMIS:
Workplace,

Hazardous Material Information System
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SOUTHWEST REGIONAL SCHOOL BOARD

PROCEDURE

POLICY MANUAL NUMBER
PAGE
TITLE: PURCHASING POLICY REVISION DATE
EFFECTIVE
DATE
April 27, 1999
PROCEDURES
1. Cooperative Purchasing - It shall be the Policy of the Southwest Regional School Board to

support, where it shall be considered feasible, the bulk purchasing program of the Nova Scotia
School Boards Association and otherwise to promote bulk purchasing wherever possible. The
Southwest Regional School Board also encourages the joint purchase of goods and services used
by all levels of the Public Sector (MASH) when the arrangements result in overall cost savings or
other substantial advantages.

2. A set of dollar-value thresholds (contained within this Policy) will determine whether a specific
purchase should follow a process for Invitation to Tender, Request for Proposal or Request for
Quotation.

3. The following individual positions are authorized by the School Board to sign purchase orders for

purchases made in accordance with this Purchasing Policy:

Superintendent of Schools
of Finance and Operations
Director of Schools, Eastern Zone

of Schools, Western Zone
Director of Human Resources

of Learning Services
Coordinator of Student Services

tor of Labour Relations
Coordinator of Financial Services

ications Officer
Transportation Analyst,

School-Based Funds Handbook
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Director

Director

Director
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Purchasi

ng Officer
Transportation Analyst, Western Zone
Coordina
tor of Operations
Manager of Custodial and Grounds
Manager
of Fleet Maintenance
Maintenance Team Leader, Eastern Zone Manager
of Facility Maintenance
Maintenance Team Leader, Western Zone School
Principals
Coordinator of Technology & Innovation School
Vice Principals

Regional Consultant, Technology
Any other individual position deemed necessary by the Director of Finance & Operations.

4, The Purchasing Officer shall provide to all school principals and to all divisional or department

managers responsible for purchasing, aprice list of all itemswhich are to be purchased from alist
of bulk-purchase vendors who will drop-ship directly to schools and board offices.
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PROCEDURE
SOUTHWEST REGIONAL SCHOOL BOARD
NUMBER
POLICY MANUAL
PAGE
TITLE:  PURCHASING POLICY EFFECTIVE DATE | REVISION DATE
April 27,1999
2.1 TEND

ER CALLS

The Purchasing Officer shall ensure that the following conditions apply when the tendering

processis being followed:

@ Tender calls must be publicized in a provincia newspaper(s) and/or on the Electronic
Bulletin Board, as necessary, depending on the threshold value of the purchase.

(b) Tender cals must use language which is common in the general field of the product
being tendered and any special terms must be clearly defined.

(© Tender calls must use detailed specifications which include current standard technical
codes common to the product being tendered.

(d) Escape
clauses must be provided in multi-year contracts.
(e) Tender

calls must clearly state the location for deliveries.

H The School Board reserves the right to accept or reject any or al bids, not necessarily
accept any bid which it may consider to be in its best interest. The School Board also
reserves the right to waive formality, informality or technicality in any bid.

(9) Tender

documents must clearly specify adate and time for closing of the tender.

(h) The time between the date of public advertising of a tender call and the closing of the
tender shall not be less than fifteen (15) calendar days, not less than ten (10) business
days, before the closing of the tender, the only exception is an emergency requirement.

() Tenders must be received in a sealed envelope, directed to the Purchasing Officer, with
the assigned tender name clearly visible on the exterior of the envelope.

() Receipt

of atender submission must be recorded in atender receipt register.

(K) Upon receipt, the tender envelope shall be dated and initialed and placed in a locked
Tender Box at the Board' s Satellite Office, Bridgewater, by the receiving employee.

I Faxed

Ee)nders shall not be accepted, unless previously approved by the Purchasing Officer.
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PROCEDURE

(m)

Unsealed tenders shall not be accepted, except asin (I) above. NUMBER

(n)  Tendersreceived after the date and time specified for
closing shall be recorded, but shall not be opened or PAGE
considered further.

(o) A bidder’ s written request for withdrawal of abid must be
received prior to the opening of tenders or the awarding of atender.

(p) Tenders which are withdrawn shall remain in the locked Tender Box until the hour
appointed for the opening of tenders, at which time they shall be set aside and shall not be
opened or considered further.

SOUTHWEST REGIONAL SCHOOL BOARD
POLICY MANUAL
TITLE: PURCHASING POLICY REVISION DATE
EFFECTIVE
DATE
April 27, 1999

Tender Calls (continued):

(@

Tenders

shall be opened immediately following the closing of the tender.

(n)
()

(t)

(u)
(v)

(w)

Tenders shall be opened in public with a minimum of two School Board Staff present.
All School Board Members shall be notified of the tender opening.

Tender submissions must be signed by an authorized representative of the company and
witnessed or, if the bidder is a corporation, signed and sealed with company seal: tenders
which are unsigned will be deemed incomplete and will not be considered.

For tender calls involving large purchases or contracts, or highly technical matters, a pre-
tender meeting and/or site visit, as appropriate, may be scheduled for potential tenderers
to meet with end users.

All correspondence regarding a tender must be in writing and must be between the
Purchasing Officer and the tenderer.

The Purchasing Officer shall monitor purchases to ensure purchases of like items are not
divided into two or more purchase orders for the purpose of avoiding monetary
threshol ds established under this policy.

After contracts have been awarded, all tender documents will be available to the public,
during regular office hours of the Board, subject to the provisions of the Freedom of

School-Based Funds Handbook Page 95



)

v)

2

Information and Protection of the Privacy Act. Any party or bidder may request and
receive, from the procuring entity, the name and address of the successful bidder and the
successful price.

When requesting a purchase which must be tendered, each principal or divisiona or
department manager responsible for purchasing, shall provide the Purchasing Officer
with al specifications, conditions, plans and/or material lists necessary and a suggested
list of suppliers for preparation of the tender call.

The Purchasing Officer shall review and tabulate the results of each tender as soon as
possible after the opening of a tender, (the originator may be requested to assist in
tabulation of the results).

The Purchasing Officer shall use interviews with tenderers, references, and/or consultants
as necessary in order to clarify elements of a specific tender.
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PROCEDURE
SOUTHWEST REGIONAL SCHOOL BOARD

POLICY MANUAL NUMBER

PAGE

TITLE: PURCHASING POLICY April 27,1999

EFFECTIVE DATE
REVISION
DATE

Tender Calls (continued):

(aa)

When analysis of atender call response has been completed, the Purchasing Officer shall
forward a recommendation to the appropriate authorizing individual(s). If the lowest
tender is not recommended, the Purchasing Officer shall attach an explanation to the
summary report explaining the rationale for the decision. Should the individual(s) not
accept the Purchasing Officer’s recommendation, a letter outlining reasons why the
recommendation was not accepted shall be forwarded with the tender results to the
Board' s Operations Committee for recommendation to the Board.

CONSULTANT SERVICES

The Director of Finance and Operations shall establish a budget line item to provide for
temporary engagement of a specialized consultant service.

(@

(b)

When the nature of a particular service or project warrants, the Director of Finance and
Operations may engage the services of a professional consultant with specialized skills or
knowledge to develop specifications for atender or to supervise a project.

When the engagement of a professional consultant under Clause (a) above causes the
budgeted line item 10 to be exceeded, the Director of Finance and Operations shall obtain
approval for any budget over-run from the Operations Committee.

EVALUATION OF BIDS

Bids shall be evaluated not only on the price, but also on quality, service and the capability of the
bidder to meet the criteria stated in the bid document.

(@

The Operations Committee shall:
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PROCEDURE

(i) NUMBER

recommend the School Board award the tender, or
(i)  recommend the School Board reject the tender, or | PAGE

(iii)
recomm
end the School Board recall the tender, and
(iv)
provide
the School Board with arationale for the recommendation.
SOUTHWEST REGIONAL SCHOOL BOARD
POLICY MANUAL
TITLE: PURCHASING POLICY EFFECTIVE DATE
April 27,1999 REVISION

DATE

Evalutation of Bids (continued):

(b) Notwithstanding other clauses in this administrative procedure, the Superintendent of
Schools, or designate, shall have the authority to award a contract when emergency
circumstances dictate the need to address urgent matters.

(© In all cases where emergency action has been taken to award a contract, the
Superintendent of Schools shall report the circumstances to the School Board as soon as
possible.

2.2 GEN
ERAL PURCHASES

In matters relating to pricing, the Purchasing Officer, or other authorized purchaser, shall ensure
the following elements are considered:
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PROCEDURE

@)
prices shall be obtained as per the Board's Purchasing NUMBER
Thresholds,
(b) PAGE
the product or service must be awarded to the lowest responsible
bidder;
(© Board
requirements relative to provincial and/or federal taxes are clearly defined;
(d) the FOB
point is clearly established;
(e the
method of payment for any progress billingsis clearly established; and
()] vendors are instructed to supply details of any early payment discounts.
2.3 SELE

CTION CRITERIA

In matters relating to selection of products or services, the Purchasing Officer, or other

authorized purchaser, shall ensure the following elements are considered:

(@)

s made must meet the intent of the originator of the purchase process;

(b)

are obtained for comparison purposes;

()

from various manufacturers are given trial use;

(d) comparisons are made with past purchases, equivaent products;

selection
samples

products

(e when specifying products, allowances are made for consideration of equivalent products,

SOUTHWEST REGIONAL SCHOOL BOARD

POLICY MANUAL

TITLE:
PURCHASING POLICY

EFFECTIVE DATE
April 27,1999

REVISION
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DATE

Selection Criteria (continued)

)

informat
ion regarding product make and model has been confirmed by the vendor;
(9)

consider
ation should be given to standardization, when appropriate;
(h)

referenc

es are obtained, when appropriate;

) service contracts, such as garbage collection, snow removal, audit & legal services, etc.,
may be advertised every three years;

() purchasing is done without prejudice, seeking to obtain the maximum value for each
expenditure;

(k) the

capabilities, financial status, and past performance of vendors are reviewed; and

() a vendors list is established to identify to all authorized purchasers those vendors who
have been cleared for specific purchases.

2.4 WARR
ANTIES

In matters relating to warranties, the Purchasing Officer shall ensure the following elements are
considered:

@ vendors
have clearly provided details of terms and conditions of warranties;

(b) end
users are instructed to ensure preventive maintenance requirements are met;

(© end
users are instructed to check terms and conditions of warranties prior to affecting repairs,

(d) end

users are instructed to utilize warranty coverage whenever possible.

ENVIRONMENTAL CONCERNS

In matters relating to environmental concerns, the Occupational Health and Safety Officer shall
ensure the following elements are considered:

@ product
specifications and product future use do not risk any environmental harm;
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(b)

sare suitable for the intended environment; and
(© all employees give proper adherence to Workplace Hazardous Materials Information
System (WHMIS) documents and procedures.

material

OTHER CONSIDERATIONS

Amendments. This policy may be amended from time to time with the approval of the
Southwest Regional School Board.
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SOUTHWEST REGIONAL SCHOOL BOARD

POLICY MANUAL PROCEDURE
NUMBER
PAGE
TITLE EFFECTIVE DATE
PURCHASING POLICY April 27, 1999 REVISION
DATE
PURCHASING THRESHOLDS
2.5 GOODS

(Technology purchases should be made through the Purchasing Officer to ensure current specifications)

$500 - $1,000

$1,000 - $5,000

$5,001 - $25,000

Over $25,000

2.6

Written
guotations are not required, but three (3) verbal quotes must be documented to
ensure the maximum value is obtained.

A minimum of three (3) written quotations are required, unless there are not
sufficient suppliers available.

A minimum of three (3) written quotations are required, unless there are not
sufficient suppliers available. The request must be posted on the Electronic Public
Bid Notice System.

The Purchasing Officer shall forward a quarterly report on this type of purchase to
the Board’ s Operations Committee.

Sealed Public
Tender (see Tendering Procedure).
Must be advertised in aprovincially circulated newspaper.
Must be posted on Electronic Public Bid Notice System.
All recommended purchases must be submitted to the Operations Committee for
recommendation to the Board.

SERVICES
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Under $5,000

. . _ PROCEDURE
Written quotations are not required, but

three (3) verbal quotes must be
documented to ensure maximum value is | NUMBER
obtained.

PAGE

$5,000 - $50,000 A minimum of three written quotations are
required unless there are not sufficient
suppliers available. The request must be posted on the Electronic Public Bid Notice
System.
SOUTHWEST REGIONAL SCHOOL BOARD

POLICY MANUAL

TITLE: PURCHASING POLICY EFFECTIVE DATE
April 27,1999 REVISION
DATE

SERVICES (continued)

$5,000 - $50,000 The Purchasing Officer shall forward a quarterly report on this type of purchase to
the Board’ s Operations Committee.

Over $50,000 Sealed Public
Tenders (See Tendering Procedure).
Must be advertised in aprovincially circulated newspaper.
Must be posted on Electronic Public Bid Notice System.
All recommended purchases must be submitted to the Operations Committee for
recommendation to the Board.

2.7 CONSTRU
CTION

Up to $5,000
3

Construction
requirements with an estimated value up to $5,000 will be acquired
by departments, and three (3) quotes (written or verbal) must be
documented.

$5,001 to $50,000 (b)
Construction
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$50,001 to $100,000

requirements  with  an
estimated value between
$5,001 to $50,000 will be
posted on the Electronic
Public Bid Notice System. NUMBER
In addition, bids or
proposals may be invited |pPAGE
from a minimum of three
(3) suppliers to ensure an
adequate degree of competition.

PROCEDURE

The Purchasing Officer shall forward a quarterly report on this type
of purchase to the Board' s Operations Committee.

(©)

Construction
requirements with an estimated value between $50,001 to $100,000
will be posted on the Electronic Public Bid Notice System. In
addition, bids or proposals may be invited from a minimum of three
(3) suppliers to ensure an adequate degree of competition.  All
recommended purchases must be submitted to the Board's
Operations Committee for recommendation to the School Board.

SOUTHWEST REGIONAL SCHOOL BOARD

POLICY MANUAL

TITLE:
PURCHASING POLICY

EFFECTIVE DATE
April 27,1999 REVISION DATE

CONSTRUCTION (continued):

$100,000 (d)

Construction

requirements with an estimated value over $100,000 will publicly advertised
and posted on an Electronic Public Bid Notice System. Bids or proposals
may be invited from a minimum of three (3) suppliers where required to
ensure an adequate degree of competition. All recommended purchases
must be submitted to the Operations Committee for recommendation to the

Board.

FACILITIES

All buildings are to be acquired by way of public advertisement in accordance with the Tendering

Procedure.
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2.8 PURCHAS
E ORDERS

Purchase orders should be used for the purchase goods and services which will be charged to the Southwest
Regional School Board. Purchase order procedures are available from the Accounts Payable Department or the
Purchasing Officer.

2.9 PETTY CA
SH

In order to reduce the number of purchase orders created for minimal amounts, each school or department
may maintain a petty cash account for small purchases.

The Board will provide schools and Department Heads with Petty Cash Account funding in amounts
approved by the Director of Finance & Operations for purchases not exceeding one hundred dollars
($2100.00).

Summary sheet with receipts attached and approved by the Principal, or Department Head, shall be

forwarded to the Satellite Office, Bridgewater, for replenishment as required. Any school or Department
can receive petty cash by submitting a written request to the Director of Finance & Operations.

Adopted by the Southwest Regional School Board
on April 27, 1999.
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