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	Subject: Introductory Memo
	Index Number: 01.A.01
	Page Number: 1 of 1


TO ALL SECRETARIES AND ALL PRINCIPALS:
FOR YOUR INFORMATION IN DIRECTING INQUIRIES AND/OR COMMUNICATIONS THE FINANCE DEPARTMENT IS ORGANIZED AS FOLLOWS:

FINANCE
STEVE CHODES

523-0159 / Internal 33659  CHIEF FINANCIAL OFFICER
JOHN EVEREST


523- 0159  /  Internal
33202   DIRECTOR OF FINANCE

DONNA HALE 

523-0159 / Internal 33659  ADMIN ASSISTANT

JERRY LEIN


523-0065 / Internal 33213  BUDGET MANAGER

ADAM DAMERON

523-0124 / Internal 33224  BUDGET ANALYST

LORI SWINDELL

523-0004 / Internal 33604  ACCOUNTING ANALYST

DEBRA BURLING

523-0054 / Internal 33201  ACCOUNTING MANAGER

JANET KERN


523-0077 / Internal 33228  ACCOUNTS PAYABLE A-G

GREG DRAKE


523-0076 / Internal 33227  ACCOUNTS PAYABLE H-O

LAURA GRIGGS

523-0061 / Internal 33209  ACCOUNTS PAYABLE  P-Z

TERRIE SWEET

523-0078 / Internal 33229  ACCOUNTS RECEIVABLE

BOB WELLS


523-0161 / Internal 33661   INVESTMENT MANAGER

GLORIA WILLIAMS

523-0060 / Internal 33207   PAYROLL MANAGER

TRACY WILLIAMS

523-0059 / Internal 33206   PAYROLL ANALYST

BRENDA ANDERSON            523-0057 / Internal 33204   PAYROLL ANALYST

PURCHASING

DAVID PELLETIER

523-0072 / Internal 36222   PURCHASING  MANAGER
MICHELLE BENTLEY

523-0071 / Internal 36221   PURCHASING BUYER 

DWAYNE BRADFORD

523-0055 / Internal 36202   PURCHASING BUYER
JIM SCOTT


523-0070 / Internal 36220   SENIOR BUYER
CAROL PARKER

523-0073 / Internal 33223   SECRETARY
RISK MANAGEMENT
NANCY RAGAINS

523-0312 / internal 33112  MANAGER
SUSAN WOODS

523-0313 / internal 33113  CLAIMS SPECIALIST
	Subject: Cash Receipts and Bank Deposits
	Index Number: 01.B.01
	Page Number: 1 of 2


The School District of Springfield R12 Board policy concerning deposits is as follows:

All revenue received by the school district shall be deposited in the official depositories as determined by the Board of Education and shall be subject to supervision and audit by the Board of Education.  All funds shall be deposited within 24 hours of receipt.  Any funds kept overnight in the building must be kept in a secure place, such as a safe.

CASH RECEIPTS:  Each time money is received a receipt should be written from the receipt book.  Indicate type of transaction (cash or check), enter date, and the name of the person or business from whom the money was received.  Next the amount of the receipt, a brief description of the intent, and then indicate the fund into which the money will be deposited.  Enter the account description, account number, and the number of the deposit slip that will include this receipt.

When all the receipts are written add the amount of each receipt for a grand total.  This is a good check when making the deposit to confirm that the total is correct.

ACTIVITY FUND DEPOSIT:  The Activity Fund Deposit Books are prepared in duplicate. The first page will be sent to the bank with the deposit.  The second page will remain in the deposit book.  The deposits are numbered with the name of the school and site number printed on each one.

In the section marked “For School Use Only”, enter the 4 digit object code and program code, when needed, and the amount of money to be credited to that activity account.  Enter the total of your deposit and the date.

INCIDENTAL FUND DEPOSIT:  The Incidental Fund Deposit Books are prepared in duplicate.  The first page will be sent to the bank with the deposit.  The second page will remain in the deposit book.  The deposits are numbered with the name of the school and site number printed on each one.

The right hand side of the slip is preprinted with the necessary account information.  Enter the amount of money to be credited to each incidental account.  If another account number is needed write the 4 digit object code and program code, when needed, and the amount of money to be credited to that incidental account. Enter the total of your deposit and the date.

	Subject: Cash Receipts and Bank Deposits
	Index Number: 01.B.01
	Page Number: 2 of 2


Great Southern Bank has provided these basic guidelines to follow when preparing deposits:

1. Do not fold or wad currency.  Use paper clips to hold currency together.  If rubber bands are used they should be wrapped around the ends of the bills instead of the middle. 

2. Write the total amount of currency on the currency line.

3. Write the total amount of coin on coin line.

4. List each check on the deposit slip.  If all checks can not be listed include a calculator tape of the checks and show total on the deposit slip.

5. Prepare a calculator tape or include a note showing the amount of each denomination of currency and coins.

6. Endorse the checks.

Fill out the required information on the security envelope and place all money, checks, and the deposit slip in the envelope.  

 Deposits shall be secured at all times prior to being picked up by armored car.  The designated “pick-up point” should be a place where the deposit envelope is secure and not accessible to unauthorized persons.

Each site shall have a written record of the chain of custody for the deposit before it is picked up.  A notebook will be sufficient for this.  Any time the deposit changes hands the employee who is accepting custody of it should sign the notebook, noting the date and time of day.  At the time of pick-up by armored car the driver will sign the service ticket, noting the date and time of day, showing that he has custody of the deposit.

	Subject: Garda Armored Car Services
	Index Number: 01.B.02
	Page Number: 1 of 2


GARDA Armored is contracted to serve as the district’s armored car services provider.  A trial run is scheduled by GARDA to occur before school starts each year.  GARDA begins the regular afternoon delivery of AM change orders to secondary sites and afternoon pickup of bagged deposits from all schools on the first day of school.

The trial run allows GARDA to tweak route schedules, if necessary, to conform to the district’s requirements and also provides an opportunity for new GARDA and R-12 people to get acquainted. For the benefit of new R-12 personnel who have responsibility in cash handling and as a reminder for seasoned employees, we have prepared the following instructions and information relating to our armored car operations:

1. Cash receipts shall be recorded and bank deposits shall be prepared in accordance with the procedure “CASH RECEIPTS AND BANK DEPOSITS”.

2. Deposits shall be prepared and ready for GARDA pickup forty minutes after the school’s last scheduled lunch period.

3. School personnel who deliver sealed bank deposit bags to GARDA drivers shall verify that the GARDA employee receiving the deposit is included on the “GARDA Photo Roster”.  All schools receive a current GARDA employee picture roster from GARDA on the trial run.

4. Each school will receive non-reusable tamper-evident plastic bags and a supply of manifests on the pre-school start trial run.

5. Daily delivery of AM change orders and afternoon pickup of deposits on days that school is in session (School Calendar, or, as revised) is a part of contracted services.  With  24-hour notification, arrangements for additional armored services may be made to pickup bagged deposit receipts from special events and will be charged as follows:

a. When GARDA Armored is to arrive before 4:00 PM, Monday through Saturday the charge to the site will be $20.00,

b. When GARDA Armored is to arrive after 4:00 PM, Monday through Saturday the charge to the site will be $75.00.

	Subject: GARDA Armored Car Services
	Index Number: 01.B.02
	Page Number: 2 of 2


6. Please direct your questions that relate to processing of deposits at Great Southern Bank to Terrie Sweet at 523-0078 or by email.

7. Please direct your questions relating to GARDA Armored services to Bob Wells at 523-0161 or by email.

	Subject: GL Account Lookup & Budget Reports
	Index Number: 01.C.01
	Page Number: 1 of 9


GL ACCOUNT INQUIRY 

SECTION 1:  GL Account Inquiry on Non-Student Activity Accounts

GL Account Inquiry provides both summarized and detailed account history with a focus on current available budget.

1.  Double click on MUNIS Main Menu
2. Double click on MUNIS General Ledger

3. Double click on Inquiries and Reports Menu
4. Double click on G/L Account Inquiry
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5. Click on Seg Find on the left side of the screen to open a new window:
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6. A GL Account is made up of 5 separate segments separated with dashes:  Fund-Function-Object-Location-Program such as 10-1151-6411-122-000.

      A search can be conducted on any of these segments individually, or  

      together as one GL Account.  To inquire about a specific GL Account, 

      complete ALL of the segments, even if some of the segments are zeros.    

      Enter the Fund number in the Fund field.  Tab
7. Enter the Function number.  Tab
8. Enter the Object number.  Tab
9. Enter the Location number.  Tab
10. Enter the Program number.  Tab
11. Click on Green [image: image3.png]


 or <Enter>
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12. The Current Year tab displays the original budget (Original Approp), any transfers in and out (Amendments), Revised Budget, YTD Actual, Available Budget, and % of budget Used for current year and prior year.

13. Encumbrance and Requisitions for the current year are also displayed.  All amounts in YTD Actual, Encumbrance and Requisitions reduce the Available Budget:

              Encumbrance contains the total amount reserved for outstanding   

                  purchase orders against the account.  

              Requisitions contain the total amount of encumbered funds for            

                  requisitions that have not yet been rolled into purchase orders.

14. Click on the 3 Year Comparison tab.  Click on any yellow folder on this screen to display detail, and then click on the Red [image: image5.png]


 or File Exit to leave the detail.

15. Note that Invoice Entry amounts in Batches that have not yet been posted by Accounting WILL be included in the YTD Actual field but WILL NOT appear in the YTD Actual-detail-folder until the batches are posted by Accounting.  

16. The History tab displays a 4-year comparison.

	Subject: GL Account Lookup
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To View Rollup Accounts

17. Rollup codes are easy to identify because they are organized as follows:

School (site) rollup codes begin with 22 followed by the Munis school location code.  Example:  Rollup code 22122.  The beginning 22 indicates that this is a site rollup code.  122 is the Munis location code for Glendale.

Function rollup codes begin with 1 followed by the Munis function code.  Example:  Rollup code 12546.  The beginning 1 indicates that this is a function rollup code.  2546 is the Munis function code for Security Services.

Program rollup codes begin with 33 followed by the Munis program code.  Example:  Rollup code 33655.  The beginning 33 indicates that this is a program rollup code.  655 is the Munis program code for the Safe Schools grant.

18. To view rollup accounts, click on Seg Find and enter the GL Account for which you want to look up the desired rollup.

19. Click on Bud Group (yellow folder top right side of screen).  Write down the rollup code. NOTE:  If the Bud Group folder is not yellow, there are no roll up accounts connected with the GL Account entered.
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20. Click on the Red [image: image7.png]


 (Cancel – ESC) or File Exit to close the screen.  You should now be back on the G/L Account Inquiry screen .
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21. Click on Find   [image: image9.png]



22. Click on Bud Group (yellow folder)

23. In the Rollup code field on the right side of the screen, enter the rollup code from step 19.   Green [image: image10.png]


 or <Enter>  
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25.  The screen below will display.  In this example, there are 10 accounts tied to the rollup number.
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26. Use the arrows at the bottom of the screen to look at the balance in each account.  Click on  [image: image13.png]


  (Browse) to get a listing of the rollup accounts.  

27. To view a rollup report Click on  [image: image14.png]


 (Browse), click on [image: image15.png]


 (Display) to display the report on-screen or click on the Printer icon to obtain a hard copy.  To exit the Displayed report, click on the X in the upper right corner of the screen.  Click on the Green [image: image16.png]


  or File Exit to leave the Browse list. 

28. To determine the bottom line balance of all accounts in this rollup, click on Current Year tab, then click the Totals button on the left side of the screen.  The screen will look like the one below.
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29. File Exit to leave the screen

SECTION 2:  GL Account Inquiry on Student Activity Accounts

· In Munis, each Activity account will have one Expense account for purchases and journal entries with a function 8000, and a similarly numbered Revenue account for cash deposits with a function 7000.  These 2 accounts will be connected so that deposits to the Revenue account are shown as Transfers In on the corresponding Expense account, and are included in the Available amount.

· The Expense account’s calculation of Available funds will include subtracting Requisitions and Encumbrance to provide a “correct” Available amount.

· The Available amount from the end of each year will move to the Original Budget amount to start the next year.

· Springfield Public Schools accounting practices uses accrual/reversal transactions to record purchases in the year in which they occur.

	Subject: Budget Reports
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PRINTING YEAR-TO-DATE BUDGET REPORT

1. Double click on MUNIS Main Menu.  Double click on MUNIS General Ledger

     Double click on Inquiries and Reports Menu.  

     Double click on YTD Budget Report.  

2. Click on the Seg Find action button.  Enter your Location number and press <Enter> or click on Green [image: image18.png]


.   The number of records found will appear at the bottom left of the screen.  Click on Report Options action button.


3. Sequence 1 should be 10-Character and the remaining Sequences should be blank. If not, change the Sequence field by clicking on the drop-down arrow [image: image19.png]


 and clicking on the appropriate selection.  To change a Sequence field to blank, click on the blank space below 11-Object.

4. On the Print Options tab (bottom half of the screen), the box next to Totals Only should be empty   If it is not, click the box to remove the check.

5. For the Account Description, select full or short. Selecting full will result in each account’s long descriptive name appearing on the report, while selecting short will provide the shortened name version.

6. The box next to Print Full GL Account should be checked.

7. Make sure that the Year/period is set to the proper fiscal year and month (ex. April 2008 = 2008 / 10).

8. All other options should remain at the default selections.  Press <Enter> 

9. Click the “X” at the top right corner of the Report Options screen [image: image20.png][8]=1E3)



. This will close the Report Options screen.

10. From here the icons at the top of the screen can be clicked to either View [image: image21.png]


 or Print [image: image22.png]


 the report, or open the report as a Word document [image: image23.png]=



 or Excel spreadsheet [image: image24.png]


. The window may have to be maximized to see these icons. The report may take a while to compile.  Wait for hourglass to disappear.

	Subject: Revolving Fund Account
	Index Number: 01.D.01
	Page Number: 1 of 1


· Authorization must be received from the Accounting Manager for a check written for an amount greater than $150.00.
· All staff reimbursements need to be made from AP or Payroll, not from a Revolving Fund Account.
· Do not deposit fundraiser proceeds in the Revolving Fund Account.
· The only activity involving funds INTO the account should be reimbursement from Accounting.
· To clear old checks from the Revolving Fund Account, send a letter to the vendor requesting authorization to stop payment on an un-cashed check and to re-issue a new check.  Accounts Payable Analysts have sample letters if needed.
· To clear accumulated bank interest from the Revolving Fund Account, total the interest paid during the year, then write a check to deposit that amount into the school’s activity fund.
· At the end of each quarter reconciliations are to be sent to the Accounting Department. Included should be the reconciliation worksheet and copies of the three months statements.

· If you have any questions regarding the revolving fund you can contact Lori Swindell Ext33604 or Debra Burling Ext33201.
	Subject: Request to Deposit in an Expense Account
	Index Number: 01.E.01
	Page Number: 1 of 1


If a refund is received because an item or event has been cancelled, the monies/check received can be put back into the expense account.  

Deposits made to expense accounts will reduce expenditures and will leave a larger unencumbered balance.  To deposit into a supply account, send the check to the Accounting Department.  Do not deposit through the school’s deposit slip because school deposit slips are for Activity Accounts only.  

For information call the Accounting Department – 523-0054

	Subject: Payment of Procurement Card
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UMB QUICK REFERENCE

CONTACTS:

· For assistance with UMB Website, contact:

· Michelle Bentley 523-0071 or ext. 36221
· For assistance with imported batch in Munis, contact: 
· Laura Griggs 523-0061 or ext. 33209
· Lori Swindell 523-0004 or ext. 33604
INSTRUCTIONS FOR PAYMENT OF PROCUREMENT CARD:

· Access website throughout the month to allocate expenses to the correct GL account.

· Receive e-mail at end of month from Laura Griggs with the cycle date, last day to allocate monthly expenses, the batch import date, and the date paperwork is due in Accounting.

· Send to Laura a copy of web page with authorized signature, original receipts with purpose written on the receipt, and a packing slip (if the product was shipped).

· If you only have a packing slip (no invoice) then write the purchase amount on the packing slip.

· Do not send a copy of the statement that you receive by e-mail from UMB to Accounting.

· Observe paperwork due dates.  If Accounting does not have your paperwork by the due date, your purchases will be deleted from the batch and you will have to manually re-enter them into a new batch for processing.

REMINDERS: 

· For trips paid with the District Visa Card, attach an agenda to the paperwork and send to Accounting. If no agenda was issued, write the reason for the trip on the receipts.

· Employee meals cannot be charged to the District Visa Card while out of town.

· Employees traveling should pay for their meals and turn in a Travel Reimbursement Form.

· For Student trips, meals can be purchased using the District Visa Card. Send Accounting a detailed receipt and a list of the students attending.

	Subject: Payment of Procurement Card
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· If receipts are lost, Accounting requires a Lost Receipt Affidavit signed by the Supervisor with detailed description of what was purchased.

· A cardholder may submit up to three (3) Lost Receipt Affidavits in a fiscal year.  After three, the following disciplinary actions will be taken:  

1)  Fourth Lost Receipt Affidavit:  Suspension of P-Card for one month.

2)  Fifth Lost Receipt Affidavit:  Suspension of P-Card for one year.

3) If card suspension occurs repeatedly, the card may be revoked permanently.

· It is the cardholder’s responsibility to verify that sales tax was not charged.  If sales tax is charged, cardholders will need to have the sales tax credited off their card.

· When ordering on-line or by phone for a vendor delivery, give the vendor the school name followed by the name of the staff person placing the order and the school address to avoid sales tax charges.

· Returns from Visa card purchases need to be credited back to the card – no credit memos.
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For Reimbursement for a purchase made by an employee – An original, itemized receipt that documents the purchase and indicates how paid, (cash, credit card, check, etc.) is required for reimbursement.  One invoice entry batch can be entered for an employee reimbursement for multiple purchases.  Use the transaction date for the invoice number.  A supervisor’s signature is required on the receipt before the reimbursement can be made.

Reimbursement for Intra-District travel by an employee – Submit request for mileage reimbursement on  the Intra-district Mileage Reimbursement Request form.  A supervisor signature is required on the form before it is submitted to the Finance Department.  The District reimburses mileage according to the IRS standard mileage reimbursement rate.  Contact the Finance Department to obtain the current rate.  This form will need to be filled out completely – including date, time of day, and beginning and ending odometer readings for each destination.

Travel Expense Reimbursement for an employee - This section summarizes the procedure regarding reimbursement of travel expenses other than intra-District mileage reimbursement. The District shall attempt to reimburse employees and officials for travel and related expense incurred in connection with District business in such a manner that the individual will not suffer, nor gain financially as a result of such travel or expense.
Attendance to out-of-town conventions and meetings for the purpose of professional development or to conduct school business shall be approved in advance by the appropriate department or school administrator.

Reimbursement for travel expenses shall be made upon submission of a Travel Expense Reimbursement form supported by documentary evidence/receipts when required and signed by the immediate supervisor. The Superintendent’s Travel Expense Reimbursement form must be signed by the Director of Finance or the Board President.  Documentary evidence required by IRS should disclose the amount, date, place, and essential character of the expenditure. In addition, for conference travel, documentary evidence must also include a copy of the itinerary/agenda. Each request shall include only the requestor's out-of-pocket expenses. Reimbursement will be made only after the travel is completed and all travel expenses have been incurred. The administrator who approved the travel should forward the Travel Expense Reimbursement form, with documentary evidence attached, to the Accounting department after the expenditures have been entered into the financial software system.
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LODGING  Reasonable and necessary amounts are allowed for lodging. When two or more staff shares the same room, the total claimed for reimbursement must not exceed the total paid for the room. Lodging will be reimbursed only for the days attending meetings plus allowable travel time.
Whenever possible, a District credit card should be used to pay for lodging charges. However, other expenses charged to the hotel should be paid by the employee upon checkout and NOT paid with the District credit card. An itemized statement, including a method of payment notation, furnished by the hotel is required for all lodging expenses. Summary statements provided by credit card companies will not be accepted as justification for reimbursement.

MEALS - When two or more District employees attend the same meal, each employee shall pay for and request reimbursement for his/her own meal.
Reimbursement for all District employees is allowed for meal expenses, not to exceed $42.00 per day for three meals, including tips. Reimbursement for any one meal should not exceed $25.00, including tips, except as noted below. Tips should not exceed 20% of the meal.  

Full reimbursement in excess of the maximum amount per meal is allowed when guests of the District are involved.  Itemized receipts including names and business relationship of guests attending are required.

 Prescribed maximums are not to be treated collectively as per diem allowances nor are they to be used individually without regard to the actual and necessary expenses. If actual expenses are less than the prescribed maximum, reimbursement will be  made for actual expenses.  Itemized receipts are NOT required for meal expense that are less than or equal to $25 per meal. The District credit card should NOT be used for payment of meal expenses.  

Reimbursement for Meals When Traveling Overnight - All meals are reimbursable within the above guidelines.
Reimbursement for Meals When No Overnight Travel is involved Meals are reimbursable under the above guidelines only when they are part of a meeting or activity where District business is discussed and individuals from outside the District are present. If the meal is part of a group meal or organized banquet where each participant pays individually, the meal is reimbursable under the above guidelines as long as the employee submits the amount (itemized receipt), the time and place, and the business purpose for each meal, as well as the business relationship to the “outsiders” present.
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TRANSPORTATION
Airfare  The District’s credit card should be used to purchase airfare whenever possible. Employees traveling by air should seek the lowest possible fare. The actual airline ticket or 
electronic ticket stub with confirmation of payment should be turned in to the District office responsible for processing monthly credit card charges. If the airfare is paid for with a personal credit card, the actual airline ticket or electronic ticket with confirmation of payment along with the personal credit card statement showing the charge should be attached to the Travel Expense Reimbursement form. Airfare reimbursement is limited to coach airfare.
Personal Vehicle - When personal vehicles are used for District travel, mileage will be reimbursed at the current IRS mileage rate. Request for mileage reimbursement is made on the Travel Expense Reimbursement form. Since personal vehicle related expenses are reimbursed through mileage, the District credit card should not be used for gas purchases or any other personal vehicle expenses.
District Vehicle - When District vehicles are used for District travel, receipts for all gas and repairs are required for reimbursement.  Mileage is not reimbursable when District vehicles are used. The District credit card can be used for gas purchases or any other District vehicle purchases.
OTHER EXPENSES

Reimbursements will be made for other expenses under the following circumstances:
· Telephone - Expenses incurred for official business.

· Miscellaneous transportation necessary to carry out purpose of trip (taxis, shuttles, etc.) – Employees are expected to use the least expensive transportation whenever possible. Receipts are required. Tips should be included on the receipt as well as the destination/purpose of the trip and should not exceed 15% of the fare. Transportation for personal use while on a business trip is not reimbursable.

· Parking – Receipts are required indicating date, time and location.

· Registration or Other Meeting Expenses - When necessary to carry out purpose of trip. (Agenda and receipts are required)

EXPENSES CHARGED TO SPONSORED GIFTS, GRANTS OR CONTRACTS

Reimbursement of expenses to be charged to sponsored gifts, grants or contracts made to the District for research, instruction, or other purposes must be in full compliance with the specific terms and instructions of the gift, grant or contract as well as this policy. In the 
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event a gift, grant, or contract specifically provides for special arrangements for accountability of travel expenses, this fact must be noted on the Travel Expense Reimbursement form.

UNALLOWABLE EXPENSES

The following expenses will NOT be reimbursed: 
· Alcoholic beverages

· Entertainment

· Fines

· Traffic violations

· Gifts

· Items for personal use

· Expenses incurred by an accompanying spouse

REQUESTING REIMBURSEMENT

All requests for reimbursement of travel expenses must be made on a Travel Expense Reimbursement form within 30 days after returning to the District. The form must be signed and dated by the employee and approved by the administrative official responsible for the funds from which the expenses are being paid.

In no case should an employee approve his/her own voucher. An administrative superior must approve vouchers for administrative officials. Itemized receipts, as outlined above, are required to be attached to the Travel Expense Reimbursement form for all expenditures.

OTHER CONSIDERATIONS

Requests for consideration other than those outlined above will be approved only by the Superintendent or designee.
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· Criteria --

Useful life of more than one year and valued at $1,000 or 




more

Laptop Computers
· Examples -- 

Buildings and Building Improvements

Land and Land Improvements

Buses and other Vehicles

Textbook Adoptions and Library Books

Equipment

· All Fixed Assets must be tagged.  Contact Greg Drake, KAC Accounting, for tags

· GSC will tag Fixed Assets that are delivered to the Supply Center

· If Fixed Assets are delivered directly to your site:

Tag the asset 
Complete all applicable sections of the Property Control Form

Mail form to Greg Drake (keep white copy for your records)

· If you choose to tag assets that could be easily stolen and cost $500-$999, fill out applicable sections of the Property Control Form and mail to Greg Drake

· If your site chooses to track an asset with a value less than $500, that tracking information is kept at your site

· If you dispose of a Fixed Asset, fill out the Permanent Transfer section of the Property Control Form.  Write “Disposal” in the blank area of the form and mail to Greg Drake
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Subject:  District property; damage to, or loss of 

Includes:  vandalism, theft, storm and weather-related damage

Damage to, or loss of, District property may require reporting to one or more of the following departments.  The site is responsible for contacting each department as needed:   

School Police Services:
Investigation and documentation 

523-0062

Building Services:

Repairs

523-0405

Risk Management:

Claim processing (internal and insurance company) and 523-0312 


requests for reimbursement

School Police Services will, upon your request, conduct an investigation and document the occurrence.  Some types of damage, such as certain types of graffiti, must be reported and documented.

Building Services will handle routine minor vandalism repairs and costs.  These occurrences do not require the involvement of School Police Services or Risk Management.  

Building Services should be notified of all incidents requiring repair.

Risk Management will handle internal requests by district sites for reimbursement of expenses (other than routine vandalism) from the district retained claims fund.  Any incident that may be eligible for reimbursement should be reported at the time of occurrence using the Risk Management District Property Loss or Damage Report.  

Risk Management will file and manage any claims involving insurance carriers.  

The Property Loss or Damage Report Form Link is as follows:
Y:\Forms on Web\2008-2009 forms\Property Loss or Damage Report FORM.pdf
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It is extremely important to identify the correct vendor to pay.

Springfield Public Schools has thousands of vendors on file.  The selection of the correct vendor is critical to making the payment on a timely basis.

To look up a vendor in the Munis Financial System:

Double click on MUNIS Main Menu.

Double click on Accounts Payable.

Double click on Vendor Maint/Reports Menu.

Double click on Vendor Inquiry/Reports.

Click on Find [image: image25.png]


 at the top of the page.  Turn CAPS LOCK on.

Any field shown in white is a searchable field.  

To search by vendor name, TAB to the Alpha field and enter the complete name OR enter a partial name using the wildcard *.  Examples:
GOV* will bring up all the vendors beginning with GOV.

*GOV* will bring up all vendors having the three letters GOV within the name.  

Press <Enter>.

Using the wildcard * may bring up several vendors but only one is shown on the screen.  To view the entire list, click on Browse [image: image26.png]


 at the bottom of the page.  From the displayed list, double click on the correct vendor. 

To look at alternative addresses, click on Remit.  Click on Browse [image: image27.png]


   to view all alternative addresses.  Double click on an address to see detail.

If a vendor has not been entered into the system or if the correct address is not a choice, call or e-mail one of the Accounts Payable Analysts:

Janet Kern      523-0077 for vendors A – G.

Greg Drake     523-0076 for vendors H – O and all employee reimbursements.

Laura Griggs   523-0061 for vendors P – Z.
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If a new vendor is needed, contact the respective Accounts Payable Analyst (see below).

The following information will be needed to set up a new vendor:
Employee reimbursement:  The employee’s name, address, phone number and social security number.

Non-Employee Payments:  The vendor’s name, address, and phone number.  Except for corporations, a W-9 form (Request For Taxpayer Identification Number and Certification) needs to be completed by the vendor and returned to the Accounting Department before payment can be made.

The following sections of the W-9 form should be completed:

· The first five lines            Name of individual

                              Business name (if applicable)

                              Type of business (check appropriate box)

                              Address

· Part I                                Social security or EIN number

· Part III                              Signature and Date
For a copy of the W-9 contact an AP Analyst: 
     

         Janet Kern    – 523-0077 for vendors A – G
         Greg Drake    – 523-0076 for vendors H – O and all employees


Laura Griggs – 523-0061 for vendors P – Z
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WHEN AND HOW TO WRITE UP A JOURNAL ENTRY 

Journal Entry Form versus Transfer of Allotment Form

Usually, a journal entry is used to pay for an expense after it has been incurred (i.e., the item has already been purchased or the service has already been rendered). Journal entries are processed through the Accounting Department and increase or decrease the total dollars expended in a General Ledger expense account.

Usually, a Transfer of Allotment is used when budget needs to be transferred from one account to another account before the item has been purchased or before the service has been rendered.  Transfers of Allotment are processed through the Budget Department and either increase or decrease budgeted dollars available in a General Ledger expense account.

*Exception:  Process all Fund 60 (student activity fund) transactions with a journal entry form, never with a Transfer of Allotment.  Journal entries are necessary because Transfers of Allotment move budgeted dollars only and there is no budget for student activity accounts.

Debit/Credit Guidelines on the Journal Entry Form

If you are paying a bill from another school or department (paying for ID badges, paying GSC for work done, returning unspent funds to the Foundation, etc.), or you are paying for an expense that another department has incurred:

Debit your school’s account

Credit the account of the other school or department

If you are reimbursing one of your accounts with funds from another one of your accounts:

Credit the account that made the initial purchase (the account that you are reimbursing)

Debit the account that ultimately is paying for the purchase

When accounts are debited, the expense is increased and the funds available to spend are decreased.  When accounts are credited, the expense is decreased and the funds available to spend are increased.

 This form requires a principal’s signature; upon completion, it should be sent to the Accounting Manager in the Accounting Department.

A copy of the Journal Entry Form can be found on the Financial Services website:
http://springfieldpublicschoolsmo.org/finance/PrintableForms.htm
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This form requires a principal’s signature; upon completion, it should be sent to the Budget Department.
A copy of the General Ledger Account Change/Setup Form can be found on the Financial Services website:
http://springfieldpublicschoolsmo.org/finance/PrintableForms.htm
	Subject: Transfer of Allotment Request 
	Index Number: 01.L.03
	Page Number: 1 of 1


The Transfer of Allotment Request is used to transfer funds from one district funded account to another district funded account.

This form requires a principal’s signature; upon completion, it should be sent to the Budget Analyst in the Budget Department.

A copy of the Transfer of Allotment Request Form can be found on the Financial Services website:
http://springfieldpublicschoolsmo.org/finance/PrintableForms.htm
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Since regular AP checks are issued weekly, only unusual emergency needs should require a manual check.   If it becomes necessary to issue a manual check, the request should be entered for payment at the site, and then hand carried to KAC for approval by the Budget, Business, and Accounting Departments.

This form requires a principal’s signature; upon completion, it should be hand carried to the Kraft Administration Building, Room 208.

A copy of the Manual Check Approval Form can be found on the Financial Services website:
http://springfieldpublicschoolsmo.org/finance/PrintableForms.htm
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The Purchasing Department and the Accounts Payable Office will no longer accept invoices without a signed delivery receipt or packing list.  If a packing slip is lost, you will need to request another packing slip from the vendor or you can fill out the Lost Packing Slip form.

This form requires a principal’s signature; upon completion, it should be sent to the Contract Compliance Analyst in Purchasing.

A copy of the Lost Packing Slip Form can be found on the Financial Services website:
http://springfieldpublicschoolsmo.org/finance/PrintableForms.htm
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Proof of receipt is required on all purchases made with a District Procurement Card.  Bills will not be paid by the Accounts Payable Department unless all receipts are accounted for.
The Cardholder Lost Receipt Affidavit can be used in place of a lost receipt; this form requires the cardholder’s signature as well as an administrator’s signature.  Upon completion, the form should be turned in to the responsible secretary who then forwards the paperwork over to Accounting.  A cardholder may submit up to three lost receipt affidavits in a fiscal year.   After three lost receipt affidavits have occurred in a fiscal year, the following disciplinary actions will be taken.
· 4th lost receipt affidavit – suspension of P-card for one month

· 5th lost receipt affidavit – suspension of P-card for one year.

If card suspension occurs repeatedly, the card may be revoked permanently.

A copy of the Cardholder Lost Receipt Affidavit can be found on the Financial Services website:
http://springfieldpublicschoolsmo.org/finance/PrintableForms.htm
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The Reconciliation Form is to be used as an aid in reconciling Revolving Accounts at the sites.  The two balance totals at the bottom of the form represent a reconciliation of the bank statement to the site’s checkbook.

Sites are required to submit this form quarterly for review by the Accounting Manager.

A copy of the Reconciliation Form can be found on the Financial Services website:
http://springfieldpublicschoolsmo.org/finance/PrintableForms.htm
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This system of coding is prescribed by the State of Missouri and is used by all school districts throughout the state.

	XX
	XXXX
	XXXX
	XXX
	XXX
	

	FUND
	FUNCTION
	OBJECT
	LOCATION
	PROGRAM
	


FUNDS

10

GENERAL FUND

20

SPECIAL REVENUE (TEACHERS) FUND

40

CAPITAL PROJECTS FUND (Major Equipment and Capital Projects)

60 ACTIVITY FUND

* ALL GL ACCOUNT CODES HAVE 16 DIGITS.

* WHEN SUBMITTING ANY CORRESPONDENCE OR TRANSFERS, MAKE SURE THE FULL 16 DIGIT GL CODE IS CORRECT, I.E. 

10-1111-6411-111-000
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FUNCTION


DESCRIPTION
1111



ELEMENTARY SCHOOL

2411
ELEMENTARY SCHOOL PRINCIPAL, SECRETARIES & TEACHERS POSITIONS (FUND 20-CERTIFICATED & FUND 10- NON CERTIFICATED)

2542



FACILITY IMPROVEMENT

DESCRIPTION OF GL ACCOUNT CODE:

	XX
	XXXX
	XXXX
	XXX
	XXX
	

	FUND
	FUNCTION
	OBJECT
	LOCATION
	PROGRAM
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BOARD PAID BENEFITS

6211
TEACHER RETIREMENT




UPDATED

ANNUALLY



(ALL QUALIFIED CERTIFICATED PERSONNEL)


6221

NON-TEACHER RETIREMENT



UPDATED



(ALL QUALIFIED NON-CERTIFICATED PERSONNEL)
ANNUALLY

6231

FICA – RETIREMENT





6.2%


6232

FICA – MEDICARE NON- TEACHERS



1.45%


6246

LIFE INSURANCE


6248

MEDICAL INSURANCE


6249

DENTAL INSURANCE


6250

LONG-TERM DISABILITY
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Account Type:  ACTIVITY ADVISORY

Account Code:  60-8000-8000-XXX-000

Account Funding:  Fundraising and contributions.  

Account Uses:  The account is used at the principal’s discretion for the school needs. 
Account Status:  Account balances can be seen on the G/L Account Inquiry screen.
Account Transfers:  Budget transfers from outside Fund 60 cannot be made to the Activity accounts.

Account Cycle:  Activity accounts are never closed.  Schools should verify account balances at the end of each month for accuracy.  Balances are carried forward on most activity accounts from year to year.
Deficit Funding:  All accounts should have a positive balance and not run a deficit at any time.
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Account Type:  ACTIVITY SALARIES

Account Code:
60-8000-6111-XXX-000
 Salary




60-8000-6211-XXX-000        Teacher Retirement updated annually



60-8000-6232-XXX-000
 FICA Medical 1.45%




60-8000-6231-XXX-000
 FICA Retirement 6.20%


60-8000-6221-XXX-000
Non-Teacher Retirement updated annually
Account Funding:  Any Activity account
Account Uses:  To pay salaries and benefits for the Activity accounts.
Account Status:  Account balances can be seen on the G/L Account Inquiry.  

Account Transfers:  Budget transfers from outside Fund 60 cannot be made to the Activity accounts.

Account Cycle:  Balances are carried forward in Activity accounts.  There should be no negative balances at the end of each school year.

Salary hours need to be submitted to Payroll on an Exception Pay Time Sheet, showing the full 16 digit GL code for the activity account paying for the teacher costs.

All salaries have benefit costs that are charged to your activity account too.


Certificated – Retirement rate is updated annually.
Non-Certificated –
Retirement Rate is updated annually



6.20% FICA Retirement




1.45% FICA Medicare

Payroll needs only the salary amount; the payroll system figures the benefits.
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Account Type:  LOST TEXTBOOK 
Account Code:  60-8000-8136-000-100
Account Funding:  Student payments for lost textbooks

Account Uses:  To reimburse students for returned textbooks that they had previously paid for as lost.

Account Status:  Schools will deposit receipts from students for lost textbooks.  If books are found, the school obtains a refund from this account also.

Account Transfers:  Transfers from the regular budget account cannot be made to the Activity Accounts.

Account Cycle:  This account is carried forward.  The account is reviewed in September and the balance will be used to purchase additional textbooks by Curriculum.

LOST BOOKS

LOST TEXTBOOKS

Deposit student monies for lost textbooks in the Lost Textbook Clearance Account

60-8000-8136-000-100.

Refunds – If the student finds the books that were previously paid for then the refund request should be entered with Invoice Entry using the Lost Textbook Account for the budget code.

LOST LIBRARY BOOKS

When a student pays for a lost library book, the receipts should be kept in the school activity account for a refund or the librarian to order a replacement.  The school no longer has to go through the Library Office.
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Account Type:  PRINTING

Account Code:  10-1111-6363-XXX-000

Account Funding:  District operating funds – allotment is determined by the principal when distributing the school’s annual allotment based on enrollment. 

Account Uses:  Printing needs of the school.

· All printing jobs to be done by the OTC print shop:  Vendor (#106595)

· Go into Requisition Entry and input the information for the print job.

· Once the job is completed and you have received the items send the packing slip and the invoice (if you have it) to Accounting

Account Status:  Account balances can be seen on the G/L Account Inquiry screen.  

Account Transfers:  Transfers can be made to and from this account from other 6300, 6400 and 6500 accounts with completion of a Transfer of Allotment Form.

Account Cycle:  Unused budget balances are NOT carried forward to the next fiscal year.
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Account Type:  POSTAGE

Account Code:  10-1111-6367-XXX-000

Account Funding:  District operating funds – allotment is determined by the principal when distributing the school’s annual allotment based on enrollment. 

Account Uses:  To pay for postage stamps, district stamped envelopes and postcards and any other postal shipping needs.

Schools can process their mail thru the district mailroom.  The mailroom will 
record mail processed by schools and Budget will charge the postage to the 
school’s allotment as a Journal Entry. Pre-stamped envelopes can be ordered 
from the Supply Center.

Account Status:  Account balances can be seen on the G/L Account Inquiry screen.  

Account Transfers:  Transfers can be made to or from this account from other 6300, 6400, or 6500 accounts with a Transfer of Allotment Form.

Account Cycle:  Unused budget balances are NOT carried forward to the next fiscal year.
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Account Type:  SUPPLIES

Account Code:  10-1111-6411-XXX-000

Account Funding:  District operating funds – allotment is determined by the principal when distributing the school’s annual allotment based on enrollment. 

Account Uses:  To purchase educational and office supplies for the school either from the district Supply Center or an outside source.

How to Acquire Supplies:  A school can order thru the district Supply Center classroom and office supplies or they can purchase items from an outside source. If the amount is over $1000 the item(s) need to put into a requisition to purchase. If the item(s) are under $1000 then they need to be input into a batch or the Visa card needs to be used. 

*please check with the supply center first*

Account Status:  Account balances can be seen on the G/L Account Inquiry screen.  

Account Transfer:  Transfers can be made to or from this account to other 6300, 6400, or 6500 accounts with a Transfer of Allotment Form.

Account Cycle:  Unused budget balances are NOT carried forward to the next fiscal year.
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Account Type:  GUIDANCE & COUNSELING SUPPLIES
Account Code:  10-1111-6411-XXX-304

Account Funding:  District operating funds transferred to the schools from the Counseling Department.
Account Uses:  To purchase supplies for the school counselor.

Account Status:  Account balances can be seen on the G/L Account Inquiry screen.  

Account Transfers:  Transfers can be made to or from this account to other 6300, 6400, or 6500 accounts (having a 304 program code) with a Transfer of Allotment Form.

Account Cycle:  Unused budget balances are NOT carried forward to the next fiscal year.
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Account Type:  REPAIR AND MAINTENANCE
Account Code:  10-1111-6417-XXX-000

Account Funding:  District operating funds – allotment is determined by the principal when distributing the school’s annual allotment based on enrollment. 

Account Uses:  To provide for the repair of equipment located in the school building. 
Account Status:  Account balances can be seen on the G/L Account Inquiry screen.  

Account Transfers:  Transfers can be made to or from this account from other 6300, 6400 and 6500 accounts with a Transfer of Allotment Request form.

Account Cycle:  Unused budget balances are NOT carried forward to the next fiscal year.
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Account Type:  CONSUMABLES – SCIENCE

Account Code:  10-1111-6427-XXX-114

Account Funding:  District monies – allocated by Science Facilitator
Account Uses:  To purchase instructional science supplies and materials needed for the classroom.  Items can be purchased from the Supply Center or an outside source.

You CANNOT buy equipment from this account.

Account Status:  Account balances can be seen on the G/L Account Inquiry screen.  

Account Transfers:  Transfers can be made to or from this account from other 6300, 6400 and 6500 accounts with a Transfer of Allotment Request Form.
Account Cycle:  Unused budget balances are NOT carried forward to the next fiscal year.
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Account Type:  EQUIPMENT

Account Code:  40-1111-6542-XXX-XXX

Account Funding:  District operating funds – allotment is determined by the principal when distributing the school’s annual allotment based on enrollment. 

Account Uses:  To purchase equipment needs of the school.  These are Fixed Assets costing more than $1,000.  Smaller items such as furniture should be purchased from the Supply Budget.
Purchases need to be in accordance with District and State purchasing requirements (see the Purchasing Department’s requirements page elsewhere in this book).

Remember – Equipment is an item that meets all of the following criteria:

1. It can be identified as a stand-alone item costing over $1,000, even though it may be assembled from items which separately cost under $1,000 each.
2. It can be expected to serve its primary purpose for more than one year

3. It is feasible to repair the item when damaged or when some of the parts are lost or worn out

Account Status:  Account balances can be seen on the G/L Account Inquiry screen.  

Account Transfers:  Transfers can be made to or from this account from other 6300, 6400, and 6500 accounts with a Transfer of Allotment Request Form.

Account Cycle:  Unused budget balances are NOT carried forward to the next fiscal year.

Equipment definition from the Missouri Financial Accounting Manual, DESE, School Finance – July 1, 1997, page 292:
Equipment – Items that are electrical or mechanical in nature or furniture and 1) have a useful life of at least one year; 2) would be repaired rather than replaced; 3) the cost of tagging and inventory is a small percent of the item’s costs; and 4) cost  $1000 or more   per unit.
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Account Type:  PDC YEARLY ALLOCATION

Account Code:
10-2215-6391-XXX-400       PDC Site Supplies/Services



20-2215-6316-xxx-400
PDC Site Subs - other
Account Funding:  Professional Development Committee yearly allocations by sites is determined by the certificated personnel at each site and the Staff Development Office.

Account Uses:  To pay to provide professional development opportunities for the certificated personnel at each site.  To provide Kelly Educational Services subs, use account code: 20-2215-6316-xxx-400.  
Account Status:  Account balances can be seen on the GL Account Inquiry screens. 
Account Transfers:  Transfers of allotments are not necessary because all PDC accounts for each school are included in the school’s Rollup Code 44XXX.
Account Cycle:  Unused budget balances will be returned to the PDC each spring.

The PDC committee will determine a date for all site PDC funds to be 
encumbered.  Unspent funds will be reallocated by the PDC committee at the 
designated time.

	Subject: Clerical Support 
	Index Number: 01.N.12
	Page Number: 1 of 1


Account Type:  CLERICAL EXCEPTION PAY (Additional pay for school secretary to assist at busy times).

Account Code:
10-2411-6181-XXX-000

Account Funding:  District operating funds transferred in according to “Account Transfer” section shown below.  
Account Uses:  The principal can authorize the school secretary to work beyond regular hours and send in the payroll sheet with the hours worked to payroll by the payroll cut-off date each month.  “Employee Time Report” sheets need to be filled out and signed for all overtime.  Request these “Employee Time Report” sheets from the Supply Center.  The district pays NTR & FICA on all secretarial overtime.

Account Status:  School account activity can be seen on the G/L Account Inquiry screen.

Account Transfer:  Transfers from a salary or benefit account cannot be made to a non-salary account but transfers can be made to a salary account from a non-salary account.  If a principal authorizes more overtime than there is allotment to cover expenditures, then a transfer will be needed to cover all negative balances.

Account Cycle:  Salary and benefit accounts cannot be carried forward to the next fiscal year.

	Subject: Facility Improvements 
	Index Number: 01.N.13
	Page Number: 1 of 2


Account Type:  FACILITY IMPROVEMENTS

Account Code:  10-2542-6415-XXX-000



Account Funding:  Facility Improvement – accounts are budgeted each year at the discretion of the School Board.
Account Uses:  To provide for facility repairs or improvements through Building Services or outside vendors
Site Facilities Improvement Request Instructions

1.
The principal or secretary should enter a work order with F.I. indicated at the beginning of the description (ex: F.I. Install marker board in Room 101).

2.
An e-mail will be returned to the requestor with the estimate.

3.
Please reply to email, through the SchoolDude link, with one of the three following responses. We would appreciate a response within 2 weeks:


a.
Enter a PO (Vendor #104037) indicating that you would like the work done now with the WO# at the beginning of the description (ex: WO# 2345 Install marker board in Room 101) and send email with PO #. 


b.
Defer the WO for up to 6 months (This is so we will keep it active).


c.
Cancel, you do not want to proceed.


If after one month there is no response the work order will be closed.

4.
When the PO is received, the work order will be sent to the shop for completion.

5.
When the work is complete an e-mail will be sent to the requestor with the FINAL COST. 

6.
Please reply to the e-mail (again through the SchoolDude link) with approval of the work for payment.

7.
An invoice will be sent, following your approval, to accounting and the PO will be paid. 

Note: The emails through the SchoolDude link are necessary since we are no longer use an actual signature

If you have questions regarding Facility Improvement, work orders, or School Dude please call General Services Center at 523-0400. 

	Subject: Facility Improvements 
	Index Number: 01.N.15
	Page Number: 2 of 2


Account Status:  Account balances can be seen on the GL Account Inquiry screen.  

Account Transfers:  Transfers can be made to this account but not from this account.

Account Cycle:  Unused balances are carried forward to the next fiscal year, within published limitations
	Subject: Trip Notes
	Index Number: 01.0.01
	Page Number: 1 of 1


FIELD TRIPS: (Other than Athletic events)

First enter the bus trip in the requisition screen of Munis. Be sure to estimate the cost of the trip as closely as possible. 

· On the requisition/PO make sure that the trip date and destination are included in the description. 

· Only one trip should be put on each requisition.

Once you have the requisition number. Then the trip needs to be entered into the bus trip system. 

· Be sure to use the requisition number from Munis when entering the trip in the bus trip system. 

· If there are questions concerning the trip when entering it in the bus trip system Linda Leeper needs to be contacted at EXT. 36662

Once the trip is taken and the cost is finalized in the bus trip system, the finance department will invoice the trip. 

· If there are any questions about the invoiced amount of the trip Lori Swindell at EXT. 33604 should be contacted

· If there are any special reimbursements that require an invoice sent to an outside agency please email or call the finance department and let them know. 

If a district bus is not available then an outside agency will need to be scheduled. 

If a trip needs to be cancelled an email needs to be sent to the finance department (Lori Swindell), purchasing department (Jim Scott or Dwayne Bradford), and transportation (Linda Leeper) requesting that the trip is cancelled.  

	Subject: Record Retention
	Index Number: 01.P.01
	Page Number: 1 of 8


	RECORD RETENTION

	
	
	
	
	
	
	

	Administration
	
	
	
	
	
	

	Secretary of the Board of Education report (FD-5) Financial
	
	
	PERMANENT
	
	

	sheet, attendance report, receipts and disbursements for 
	
	
	
	
	
	

	fiscal year of districts as a whole
	
	
	
	
	
	

	Boundary change records -- Notices to school district from
	
	
	PERMANENT
	
	

	Board of Arbitration as to proposed change, petitions for changes
	
	
	
	
	
	

	District reorganization records
	
	
	PERMANENT
	
	

	Litigation files
	
	
	PERMANENT
	
	

	Missouri School Improvement Program Report (MSIP)
	
	
	PERMANENT
	
	

	Self-study
	
	
	
	
	
	

	Final report
	
	
	
	
	
	

	State Board of Education summary
	
	
	
	
	
	

	Notice of classification
	
	
	
	
	
	

	Post High School Status reports -- 1 year and 5 year follow-ups
	
	
	RETAIN UNTIL SUPERCEDED
	

	Written curriculum guide
	
	
	RETAIN UNTIL SUPERCEDED
	

	School improvement plan
	
	
	RETAIN UNTIL SUPERCEDED
	

	Supporting documentation (Data Files)
	
	
	1 YEAR AFTER COMPLETION OF CYCLE

	Property Titles, Abstracts, Deeds
	
	
	PERMANENT
	
	

	CORE DATA -- "The Missouri Department of Elementary and
	
	
	REFERENCE
	
	
	

	Secondary Education (DESE) maintains an historical copy of
	
	
	
	
	
	

	date submitted electronically as part of the Core Data
	
	
	
	
	
	

	Collection System.  Although district staff members are 
	
	
	
	
	
	

	encouraged to maintain copies as appropriate for immediate
	
	
	
	
	
	

	local use, permanent copies of these data are maintained by
	
	
	
	
	
	

	DESE and are therefore not required to be maintained by local
	
	
	
	
	
	

	school districts."
	
	
	
	
	
	

	District Update
	
	
	
	
	
	

	District school directory update
	
	
	
	
	
	

	District Tax Data Update
	
	
	
	
	
	

	Attendance Center Update
	
	
	
	
	
	

	School Calendar Header/Detail update
	
	
	
	
	
	

	Attendance, graduate, transfer, dropout data
	
	
	
	
	
	

	Enrollment, membership and summer school data
	
	
	
	
	
	

	Educator/course and assignment update
	
	
	
	
	
	

	Sending School update
	
	
	
	
	
	

	Summer School update
	
	
	
	
	
	

	Application for State School Monies (e.g. Special Education, 
	
	
	5 YEARS
	
	
	

	Gifted, Transportation)
	
	
	
	
	
	

	Application for Classification Records (C & D reports)
	
	
	5 YEARS
	
	
	

	Application for State Building Aid
	
	
	5 YEARS
	
	
	

	Application for State Money -- includes Special Education
	
	
	5 YEARS
	
	
	

	and Transportation
	
	
	
	
	
	

	Application for Summer School Approval
	
	
	5 YEARS
	
	
	

	Bids, Agreements, Contracts (after expiration)
	
	
	5 YEARS
	
	
	

	Multiple Consortium Coops Legal, Technical, Special Ed,
	
	
	5 YEARS
	
	
	

	Professional Development
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	All reports generated for local purposes may include, but 
	
	
	
	
	
	

	are not limited to:
	
	
	
	
	
	

	Principal's Monthly Report to Superintendent -- includes all
	
	
	DESTROY IN CURRENT AREA
	

	attendance information
	
	
	
	
	
	

	Public school enumeration report of County Clerk to 
	
	
	DESTROY IN CURRENT AREA
	

	State Commissioner of Education 
	
	
	
	
	
	

	Six-Director Elementary Budget Report of District Clerk
	
	
	DESTROY IN CURRENT AREA
	

	School calendar of events
	
	
	DESTROY IN CURRENT AREA
	

	Distribution of Teaching Workload Ledger
	
	
	DESTROY IN CURRENT AREA
	

	Daily Bulletins
	
	
	DESTROY IN CURRENT AREA
	

	
	
	
	
	
	
	

	Adult Education
	
	
	
	
	
	

	Class and grade reports for individual students
	
	
	PERMANENT
	
	

	GED test results
	
	
	PERMANENT
	
	

	Application to state for reimbursement
	
	
	5 YEARS
	
	
	

	Employment and training record of students
	
	
	2 YEARS
	
	
	

	Adult education questionnaire
	
	
	DESTROY IN CURRENT AREA
	

	
	
	
	
	
	
	

	Buildings and Grounds
	
	
	
	
	
	

	Surveys and plot plans pertaining to school real estate
	
	
	PERMANENT
	
	

	Blueprints, specifications and shop drawings
	
	
	PERMANENT
	
	

	ADA Plan
	
	
	PERMANENT
	
	

	Federal Environmental Reports (asbestos, lead, radon, etc.)
	
	
	PERMANENT
	
	

	Building key schedules -- List of different master keys and
	
	
	RETAIN UNTIL SUPERCEDED
	

	individual keys and holders
	
	
	
	
	
	

	District wide inventory of equipment
	
	
	PERMANENT & UPDATE
	
	

	Contract for use of other premises (after expiration)
	
	
	5 YEARS
	
	
	

	Application for use of school premises
	
	
	2 YEARS
	
	
	

	Vehicle maintenance and warrany records
	
	
	AS LONG AS EQUIPMENT IS OWNED
	

	Maintenance records for each school building
	
	
	DESTROY IN CURRENT AREA
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Business Affairs
	
	
	
	
	
	

	Annuity Payment Records
	
	
	PERMANENT
	
	

	Assessed Valuation Certification
	
	
	PERMANENT
	
	

	Bound book generated by bond counsel
	
	
	PERMANENT
	
	

	Lease/Purchase agreements
	
	
	PERMANENT
	
	

	Sales tax exemption letters
	
	
	RETAIN UNTIL SUPERCEDED
	

	Tax exemption certificate
	
	
	RETAIN UNTIL SUPERCEDED
	

	Insurance policies and documents
	
	
	RETAIN UNTIL SUPERCEDED
	

	Property
	
	
	
	
	
	

	Liability
	
	
	
	
	
	

	Group health
	
	
	
	
	
	

	Workmans' compensation
	
	
	
	
	
	

	Life insurance
	
	
	
	
	
	

	Disability, etc.
	
	
	
	
	
	

	Official Budget Document
	
	
	10 YEARS
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	Investment records -- correspondence, checks of investment
	
	
	5 YEARS
	
	
	

	with receipts, amount available to invest
	
	
	
	
	
	

	Surety bonds
	
	
	5 YEARS AFTER AUDIT
	
	

	Tuition Reports to State Department of Education
	
	
	3 YEARS
	
	
	

	Individual payroll cards
	
	
	2 YEARS AFTER AUDIT
	
	

	Payroll ledgers, current payroll
	
	
	2 YEARS AFTER AUDIT
	
	

	Neighborhood youth corps work schedules
	
	
	SUBJECT TO FEDERAL REQUIREMENT
	

	
	
	
	
	
	
	

	Federal Programs
	
	
	
	
	
	

	Chapter I
	
	
	5 YEARS
	
	
	

	Chapter II (Title VI)
	
	
	5 YEARS
	
	
	

	Drug-Free Schools & Community Grants
	
	
	5 YEARS
	
	
	

	Federal Impact-aid P.L. 815 & P.L. 874
	
	
	5 YEARS
	
	
	

	Medicaid Records/Payments
	
	
	5 YEARS
	
	
	

	
	
	
	
	
	
	

	Food Services
	
	
	
	
	
	

	National school lunch, food distribution, special milk and school
	
	
	3 YEARS
	
	
	

	breakfast programs application agreements
	
	
	
	
	
	

	Application for free or reduced price meals
	
	
	3 YEARS
	
	
	

	Lunch, milk, and breakfast claim for reimbursement
	
	
	3 YEARS
	
	
	

	Commodity reports to superintendent -- lists commodities on hand
	
	
	3 YEARS
	
	
	

	Cafeteria records and reports
	
	
	1 YEAR AFTER COMPLETION OF AUDIT

	Cafeteria register tapes
	
	
	COMPLETION OF AUDIT
	
	

	Daily reports to Superintendent -- number of students served, receipts
	
	
	COMPLETION OF AUDIT
	
	

	Cafeteria tickets
	
	
	COMPLETION OF AUDIT
	
	

	
	
	
	
	
	
	

	Health Records
	
	
	
	
	
	

	Individualized student records -- those records specific to the student
	
	
	
	
	
	

	that contain health history, screening results, etc
	
	
	
	
	
	

	Cumulative Health Record
	
	
	PERMANENT
	
	

	Emergency Card -- should be renewed annually
	
	
	UPDATED ANNUALLY
	
	

	Clinic Record -- individual documentation of each clinic visit/
	
	
	23 y/o*
	
	
	

	assessment/care provided
	
	
	
	
	
	

	Nursing Documentation -- records, assessment tools, etc. where
	
	
	
	
	
	

	the nurse or care giver documents in detail the assessments and/or
	
	
	
	
	
	

	care provided
	
	
	
	
	
	

	Medication Record
	
	
	23 y/o
	
	
	

	Medication consents -- parent/guardian/physician
	
	
	23 y/o
	
	
	

	Treatment records
	
	
	23 y/o
	
	
	

	Asthma peak flow records
	
	
	
	
	
	

	Seizure logs
	
	
	
	
	
	

	Cauterization records
	
	
	
	
	
	

	G-tube feeding record
	
	
	
	
	
	

	Physician orders for specialized treatments/procedures
	
	
	23 y/o
	
	
	

	Consents for specialized treatments/procedures -- parent/
	
	
	23 y/o
	
	
	

	guardian/physician
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	Health care plans -- summary of the nursing plan of care for a student
	
	
	1 YEAR
	
	
	

	with special health needs (evaluate annually - may be a part of the 
	
	
	
	
	
	

	Individual Education Plan - IEP)
	
	
	
	
	
	

	Head injury note **
	
	
	1 YEAR
	
	
	

	Daily Clinic Log** -- list of all students seen on any given day (this is
	
	
	1 YEAR
	
	
	

	not considered to be an adequate way to document individualized care)
	
	
	
	
	
	

	Behavioral Assessment Tool -- to assess drug/alcohol use
	
	
	23 y/o
	
	
	

	Accident Reports
	
	
	23 y/o
	
	
	

	Physician releases to return to school/sports participation or to be
	
	
	
	
	
	

	excluded from such
	
	
	
	
	
	

	Child abuse/neglect documentation -- notes, graphics, etc.
	
	
	23 y/o
	
	
	

	Screening reports of medical professionals
	
	
	1 YEAR**
	
	
	

	Incident Reports -- may document internal concerns such as 
	
	
	
	
	
	

	facility safety issues, medication administration errors (should be
	
	
	
	
	
	

	stored in file separate from student records)
	
	
	
	
	
	

	Immunization exemptions -- shall be kept as defined in 
	
	
	
	
	
	

	Missouri Statutes
	
	
	
	
	
	

	Religious exemption
	
	
	
	
	
	

	Physician exemption
	
	
	UNTIL GRADUATION OR LEAVING THE 

	In-Progress form
	
	
	DISTRICT UNTIL NEXT DOSE IS DUE
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	* y/o refers to the student's age, ie. 23 years old
	
	
	
	
	
	

	** The above records need only be kept during the current year if the
	
	
	
	
	
	

	information contained within the document has been summarized and 
	
	
	
	
	
	

	recorded onto the students individual clinic record or onto the students
	
	
	
	
	
	

	cumulative health record
	
	
	
	
	
	

	
	
	
	
	
	
	

	Instruction
	
	
	
	
	
	

	District test scores
	
	
	PERMANENT
	
	

	Textbook Inventory
	
	
	RETAIN UNTIL SUPERCEDED
	

	Non-public school textbook expenditures and records,
	
	
	5 YEARS
	
	
	

	voucher receipts, ledger sheets correspondence to
	
	
	
	
	
	

	schools receiving books
	
	
	
	
	
	

	Teacher's grade books
	
	
	2 YEARS
	
	
	

	Application for approval for matching federal funds to
	
	
	DESTROY IN CURRENT AREA
	

	train driver education teachers
	
	
	
	
	
	

	Application for federal matching funds to purchase
	
	
	DESTROY IN CURRENT AREA
	

	driver education simulation equipment
	
	
	
	
	
	

	Counselor records
	
	
	DESTROY IN CURRENT AREA
	

	Teacher plans, programs, recommendations
	
	
	DESTROY IN CURRENT AREA
	

	Office of Economic Opportunity information work
	
	
	SUBJECT TO FEDERAL REQUIREMENTS

	study program
	
	
	
	
	
	

	
	
	
	
	
	
	

	Personnel
	
	
	
	
	
	

	Employee Directory
	
	
	RETAIN UNTIL SUPERCEDED
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	Special Education
	
	
	
	
	
	

	Annual report of exceptional pupil programs (Special Ed)
	
	
	5 YEARS
	
	
	

	Application for exceptional pupil programs (Special Ed)
	
	
	5 YEARS
	
	
	

	Remedial speech and hearing class applications
	
	
	5 YEARS
	
	
	

	Applications for home teaching for home-bound instruction to
	
	
	5 YEARS
	
	
	

	State Department of Elementary and Secondary Education
	
	
	
	
	
	

	Applications report of exceptional pupil programs
	
	
	5 YEARS
	
	
	

	P.L. 94-142 Entitlement
	
	
	5 YEARS
	
	
	

	P.L. 619 Early Childhood Handicapped
	
	
	5 YEARS
	
	
	

	Medicaid Records/Payments
	
	
	5 YEARS
	
	
	

	Special Education -- pupil listings, test scores
	
	
	3 YEARS
	
	
	

	Test Protocols
	
	
	3 YEARS
	
	
	

	Title programs
	
	
	SUBJECT TO FEDERAL REQUIREMENTS

	Chapter programs
	
	
	SUBJECT TO FEDERAL REQUIREMENTS

	
	
	
	
	
	
	

	Education of the Handicapped Act data: IDEA (note: These special
	
	
	
	
	
	

	education records are independent of the student cumulative record
	
	
	
	
	
	

	and are not permanent records.
	
	
	
	
	
	

	Record of access form, documentation screening, program 
	
	
	
	
	
	

	modifications, and evaluation plans, notice and/or consent forms for
	
	
	
	
	
	

	evaluation, diagnostic summaries, individualized education programs
	
	
	
	
	
	

	(IEPs) notice and/or consent forms placement and documentation of 
	
	
	
	
	
	

	the provisions of appropriate procedural safeguards.  This is subject
	
	
	
	
	
	

	to requirements of the State Compliance Plan for Part B of the 
	
	
	
	
	
	

	Education of the Handicapped Act as amended by Public Law 94-142
	
	
	
	
	
	

	Individuals with Disabilities Education Act (IDEA)
	
	
	FEDERAL REGULATIONS
	
	

	Under federal requirements, IDEA demands that destruction of 
	
	
	
	
	
	

	records will not take place until 3 years past the time the child no 
	
	
	
	
	
	

	longer receives IDEA services which is in most cases 3 years past
	
	
	
	
	
	

	graduation.  However, even if the destruction is not occurring until 
	
	
	
	
	
	

	after the 3 year minimum guideline, the school district must attempt
	
	
	
	
	
	

	to notify the parents or eligible student.  Consult with DESE, Special
	
	
	
	
	
	

	Education, for the most current federal regulations.
	
	
	
	
	
	

	Local compliance plan
	
	
	RETAIN UNTIL SUPERCEDED
	

	
	
	
	
	
	
	

	State Programs
	
	
	
	
	
	

	M.M.A.T. test results -- individual student
	
	
	SEE STUDENT RECORD
	
	

	Building/District
	
	
	RETAIN UNTIL SUPERCEDED
	

	Discipline Codes
	
	
	RETAIN UNTIL SUPERCEDED
	

	At Risk Student programs
	
	
	5 YEARS
	
	
	

	Career Ladder records
	
	
	5 YEARS
	
	
	

	Drop out data
	
	
	5 YEARS
	
	
	

	Kindergarten early entrance
	
	
	5 YEARS
	
	
	

	Minimum salary supplement
	
	
	5 YEARS
	
	
	

	Parents as Teacher project records
	
	
	5 YEARS
	
	
	

	Professional Development committee records
	
	
	5 YEARS
	
	
	

	School Board member training
	
	
	5 YEARS
	
	
	

	State gifted records
	
	
	5 YEARS
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	State grants (incentive, videos, health, A+ schools, class reduction size,
	
	
	5 YEARS
	
	
	

	vocational enhancement)
	
	
	
	
	
	

	Summer school records
	
	
	5 YEARS
	
	
	

	Technology plans
	
	
	5 YEARS
	
	
	

	Tuition reimbursement
	
	
	5 YEARS
	
	
	

	
	
	
	
	
	
	

	Student Activities
	
	
	
	
	
	

	Yearbooks
	
	
	PERMANENT
	
	

	Student policy handbook - includes Board of Education
	
	
	RETAIN UNTIL SUPERCEDED
	

	Rules and Regulations
	
	
	
	
	
	

	Scorebooks (Athletics)
	
	
	5 YEARS
	
	
	

	Athletic Equipment inventory (after audit)
	
	
	5 YEARS
	
	
	

	Athletic agreements between schools (after expiration
	
	
	2 YEARS
	
	
	

	of agreement)
	
	
	
	
	
	

	Athletic Officials' Contracts (after expiration)
	
	
	2 YEARS
	
	
	

	Conference reports (Athletic)
	
	
	1 YEAR
	
	
	

	Eligibility certificates (Athletic)
	
	
	1 YEAR
	
	
	

	Events schedules (Athletic)
	
	
	1 YEAR
	
	
	

	Scholarship awards
	
	
	1 YEAR
	
	
	

	Athletic Officials' schedules and expenses (after audit)
	
	
	1 YEAR
	
	
	

	Physical education excuses
	
	
	DESTROY IN CURRENT AREA
	

	Alumni lists
	
	
	DESTROY IN CURRENT AREA
	

	Student Organization records
	
	
	DESTROY IN CURRENT AREA
	

	Future Homemakers of America
	
	
	
	
	
	

	Future Farmers of America
	
	
	
	
	
	

	Future Business Leaders of America
	
	
	
	
	
	

	National Honor Society
	
	
	
	
	
	

	Student Council
	
	
	
	
	
	

	School club and organization constitutions
	
	
	DESTROY IN CURRENT AREA
	

	
	
	
	
	
	
	

	Student Records
	
	
	
	
	
	

	Student Cumulative Record -- These are student files
	
	
	PERMANENT
	
	

	for graduates and non-graduates.  They include birth
	
	
	
	
	
	

	records, grades, tests, official transcripts, GPA, class
	
	
	
	
	
	

	rank, college prep certificates.  If elementary, middle, 
	
	
	
	
	
	

	or junior high school records have been transferred to
	
	
	
	
	
	

	the Senior High Record, then the transferring school's
	
	
	
	
	
	

	record is considered a non-record and may be destroyed.
	
	
	
	
	
	

	Student drop out records -- These are distinct from the
	
	
	10 YEARS
	
	
	

	student cumulative record and are maintained as a
	
	
	
	
	
	

	separate file.
	
	
	
	
	
	

	Student transfer in - transfer out records -- These are 
	
	
	10 YEARS
	
	
	

	distinct from the student cumulative record and are 
	
	
	
	
	
	

	maintained as a separate file.
	
	
	
	
	
	

	Application for admission (general school district and vo tech)
	
	
	5 YEARS
	
	
	

	Nonresident student information -- attendance, address, 
	
	
	5 YEARS
	
	
	

	tuition records
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	Records of disciplinary action -- See RSMo 167.020
	
	
	1 YEAR
	
	
	

	subsection 7 and 160.261 subsection 7
	
	
	
	
	
	

	Student accident insurance information
	
	
	DESTROY IN CURRENT AREA
	

	New student orientation schedules
	
	
	COMPLETION OF AUDIT
	
	

	School publications information
	
	
	DESTROY IN CURRENT AREA
	

	Class meeting minutes
	
	
	DESTROY IN CURRENT AREA
	

	Class rosters
	
	
	DESTROY IN CURRENT AREA
	

	Current class schedules of district as whole
	
	
	DESTROY IN CURRENT AREA
	

	Deficiency report
	
	
	DESTROY IN CURRENT AREA
	

	Graduation records
	
	
	
	
	
	

	Commencement
	
	
	1 YEAR
	
	
	

	End of year activity arrangements
	
	
	1 YEAR
	
	
	

	Honor Roll lists
	
	
	1 YEAR
	
	
	

	Student Awards
	
	
	1 YEAR
	
	
	

	Letter grade distribution by class
	
	
	DESTROY IN CURRENT AREA
	

	Student directory
	
	
	DESTROY IN CURRENT AREA
	

	
	
	
	
	
	
	

	Transportation
	
	
	
	
	
	

	Agreement for contracted services
	
	
	3 YEARS
	
	
	

	Annual route approval report
	
	
	
	
	
	

	Application for state transportation aid
	
	
	
	
	
	

	Bus drivers' contracts
	
	
	
	
	
	

	Depreciation schedules for buses, facilities, and computer systems
	
	
	
	
	
	

	Driver's monthly record of pupils transported (9 count days)
	
	
	
	
	
	

	Ineligible/non-route miles
	
	
	
	
	
	

	Bus driver information
	
	
	1 YEAR
	
	
	

	Annual physical examination
	
	
	
	
	
	

	Drivers' commercial drivers license
	
	
	
	
	
	

	School bus permit number
	
	
	
	
	
	

	Drug test program record
	
	
	5 YEARS & EVALUATE
	
	

	Annual inspection by Highway Patrol
	
	
	3 YEARS
	
	
	

	School bus vehicle title
	
	
	RETAIN UNTIL SUPERCEDED
	

	
	
	
	
	
	
	

	Vocational Tech
	
	
	
	
	
	

	Reimbursement for salaries for vocational programs
	
	
	5 YEARS
	
	
	

	Application for authorization to purchase equipment, teaching aids on
	
	
	5 YEARS
	
	
	

	other items for vocational programs
	
	
	
	
	
	

	Reimbursement request for approved vocational education expenditures
	
	
	5 YEARS
	
	
	

	Contracted services report
	
	
	5 YEARS
	
	
	

	Memorandum of understanding between area vocational schools and
	
	
	5 YEARS
	
	
	

	sending school districts
	
	
	
	
	
	

	Federal Title IV financial aid administrative files
	
	
	5 YEARS
	
	
	

	PELL grant program student payment summary
	
	
	
	
	
	

	Federal PELL grant payment voucher
	
	
	
	
	
	

	IPS batch report
	
	
	
	
	
	

	Recipient data exchange summary report
	
	
	
	
	
	

	Audit reports
	
	
	
	
	
	

	Federal Title IV financial aid student files
	
	
	5 YEARS
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	PELL reports called SAR, ESAR, or ISAR
	
	
	
	
	
	

	Verification worksheet with documentation to prove information on sheet, 
	
	
	
	
	
	

	these might be 1040s, Social Security printouts, Division of Family
	
	
	
	
	
	

	Services printouts, etc.
	
	
	
	
	
	

	Acknowledgement of funds
	
	
	
	
	
	

	Enrollment agreement
	
	
	
	
	
	

	
	
	
	
	
	
	

	All students that acquire Stafford Loans will additionally have:
	
	
	
	
	
	

	Promissory note
	
	
	
	
	
	

	Entrance interview acknowledgement
	
	
	
	
	
	

	Acknowledgement of funds
	
	
	
	
	
	

	Exit interview acknowledgement
	
	
	
	
	
	

	
	
	
	
	
	
	

	All students who have attended another post secondary institution will
	
	
	
	
	
	

	have a Financial Aid Transcript from each of the schools attended.
	
	
	
	
	
	

	
	
	
	
	
	
	

	All first year students who receive Title IV funds and leave school before
	
	
	
	
	
	

	completing 60% of the program will have in the file:
	
	
	
	
	
	

	Refund calculation worksheet
	
	
	
	
	
	

	New perspectives intake form
	
	
	
	
	
	

	
	
	
	
	
	
	

	Minutes of Vo-Tech Committee Meetings
	
	
	2 YEARS
	
	
	

	Student folders -- testing and rating of students, reference 
	
	
	PERMANENT
	
	

	Vocational Guidance Program Application to State Department 
	
	
	3 YEARS
	
	
	

	of Education
	
	
	
	
	
	

	Vocational Technical Building Payment Certificate
	
	
	PERMANENT & UPDATE
	
	

	Vocational Technical School Tuition Charges
	
	
	5 YEARS
	
	
	

	Application for reimbursement from vocational funds for salaries, travel, 
	
	
	3 YEARS (SUBJECT TO FEDERAL REGS)

	and other allowable items
	
	
	
	
	
	

	Enrollment report for vocational program
	
	
	3 YEARS
	
	
	

	Grade report sheets (Vocational school)
	
	
	2 YEARS
	
	
	

	Record of curriculum (Vocational education)
	
	
	1 YEAR
	
	
	

	Technology Consortium meetings
	
	
	5 YEARS
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Information required when submitting hours and/or pay to be paid through payroll:

If submitting pay for a new employee, forms I-9 and W-4 must be filled out through personnel.

1. Be sure that you use the revised employee time report form (copy attached).

2. Complete all information on the form.

3. Signature of reporting authority.

4. The original employee time report should always be sent to the Payroll Department; keep a copy for your files.  Time sheets may be submitted by the week or by the pay period.
5. If there are a number of exempt employees being paid for the same type of work, they can be reported by a listing in alphabetical order with all of the information required. Non-exempt employees must be paid from a time sheet.
6. COMPLETE INFORMATION IS REQUIRED ON EACH EMPLOYEE TIME REPORT SUBMITTED.  NOT JUST THE FIRST TIME REPORTED.
A copy of the Exempt Retiree Time Report, Exempt Employee Time Report, and non-exempt timecard can be found on the Payroll website:
http://sps.k12.mo.us/payroll/forms.htm
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Payroll Manual Check Procedures
Manual Checks are a very time consuming and costly process; therefore, the School District is encouraged to request manual checks in emergency financial needs only.

1. The primary purpose of a manual check is to generate omitted payments to newly hired employees who were hired too late in the payroll cycle to meet the regular processing schedule.  A manual check will only be issued to new hires that have worked at least 5 full days.

2. Manual checks for additional compensation will be issued for adjustments of a minimum of 24 hours; or a minimum of $300.00.  Request for a manual check must be made within the three business days after the pay date.

3. In the event an employee is not paid correctly due to an error made by the Payroll Department, the Payroll Department will submit the request form to the Financial Director.

Manual Check Request Process

All requests must be made on the Payroll Manual Check Request Form.  This form must be completed in its entirety.  This request form must be presented in person to the Director of Finance for signature approval.  Backup must accompany the request form with all applicable information and approved signatures.  This would include hours to be paid, rate of pay, and general ledger account to be charged.

Manual checks will be issued thru direct deposits on the 5th business day after the regular scheduled pay date.  Actual checks that are processed will be mailed to the employee’s home.

A manual check request beyond 3 business days after the scheduled pay date will be processed with the next payroll.

It is the policy of the District to follow MO State Laws concerning final checks for involuntary terminations.

A copy of the Payroll Manual check Approval form can be found on the Payroll website:
http://sps.k12.mo.us/payroll/MANUAL%20CHECK.htm
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· This form is used to set up Direct Deposit for an employee’s payroll. 
A copy of the Automatic Deposit Authorization Form can be found on the Payroll website:
http://sps.k12.mo.us/payroll/automaticdeposit.htm
	Subject:Explanation of Payroll Check/Voucher 
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	Subject: Absence Codes
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Leave Code Description

300 DOCK DAYS UNPAID

301 DOCK HOURS UNPAID

303 PERSONAL ILLNESS DAYS

304 VACATION DAYS

306 MILITARY DAYS

307 MILITARY HOURS

308 PERSONAL BUSINESS DAYS

309 PERSONAL ILLNESS HOURS

310 PERSONAL BUSINESS HOURS

311 VACATION HOURS

320 PAID DAYS ABSENCE

321 PAID ABSENCES HOURS NO ACCRUAL

	Subject: Reasons for Absence Codes
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	Type
	Code
	Short Desc
	Long Desc
	Data

	PERSONNEL REASON CODES
	101
	PI
	PERSONAL ILLNESS
	

	PERSONNEL REASON CODES
	102
	FAMILY
	FAMILY ILLNESS
	

	PERSONNEL REASON CODES
	103
	SCHL BUS
	SCHOOL BUSINESS
	

	PERSONNEL REASON CODES
	104
	MILITARY
	MILITARY DUTY
	

	PERSONNEL REASON CODES
	105
	JURY DUTY
	SUBPOENA/JURY DUTY
	

	PERSONNEL REASON CODES
	106
	MSTA
	MSTA ORG BUSINESS
	

	PERSONNEL REASON CODES
	107
	SUSP W/PAY
	SUSPENSION WITH PAY
	

	PERSONNEL REASON CODES
	108
	SUB-TCH
	SUBBING FOR TEACHER
	

	PERSONNEL REASON CODES
	109
	ADV STUDY
	ADVANCED STUDIES
	

	PERSONNEL REASON CODES
	110
	AWOP
	ABSENT WITHOUT PAY
	

	PERSONNEL REASON CODES
	111
	ADOPTION
	CHILD  ADOPTION
	

	PERSONNEL REASON CODES
	112
	SNEA
	SNEA ORG BUSINESS
	

	PERSONNEL REASON CODES
	113
	EXC FMLA
	EXC DAYS FMLA
	

	PERSONNEL REASON CODES
	114
	EARLY RELE
	EARLY RELEASE HOURS
	

	PERSONNEL REASON CODES
	115
	W/C
	WORKERS COMP INJURY
	

	PERSONNEL REASON CODES
	116
	IST INJURY
	FIRST DAY INJURY ON THE JOB
	

	PERSONNEL REASON CODES
	117
	PROFF DEV
	PROFESSIONAL DEVELOPMENT
	

	PERSONNEL REASON CODES
	118
	FUNERAL
	FUNERAL LEAVE
	

	PERSONNEL REASON CODES
	119
	S-ESP
	S-ESP ORG BUSINESS
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	Index Number: 01.Q.06
	Page Number: 2 of 2 


	PERSONNEL REASON 

CODES
	121
	FMLA
	FAMILY MEDICAL LEAVE
	

	PERSONNEL REASON CODES
	122
	VAC PD OUT
	VACATION PAID OUT
	

	PERSONNEL REASON CODES
	123
	FORFEITED
	FORFEITED  TIME DUE TO TERMI
	

	PERSONNEL REASON CODES
	124
	SKP PD
	ACCRUED SICK TIME PAID OUT
	

	PERSONNEL REASON CODES
	125
	BAL TO O
	BALANCE TO ZERO
	

	PERSONNEL REASON CODES
	126
	HOLIDAY
	UNPAID HOLIDAY
	

	PERSONNEL REASON CODES
	127
	SUSP W/O
	SUSPENSION WITHOUT PAY
	

	PERSONNEL REASON CODES
	130
	APPRV ABS
	APPROVED PERSONAL ABSENCE
	

	PERSONNEL REASON CODES
	131
	BILL/TRNSF
	BILLED/TRANSFERRED FUNDS
	

	PERSONNEL REASON CODES
	132
	W/C- DAY
	W/C - DAY OF ACCIDENT
	

	PERSONNEL REASON CODES
	133
	W/C-DOCTOR
	W/C - DOCTOR OFFICE VISIT
	

	PERSONNEL REASON CODES
	140
	LITE
	LITE DUTY - OFF SITE
	

	PERSONNEL REASON CODES
	141
	PERS BUSNS
	PERSONAL BUSINESS
	

	PERSONNEL REASON CODES
	142
	VACATION
	VACATION
	

	PERSONNEL REASON CODES
	143
	UNPD FMLA
	UNPAID FMLA -TIME USED UNPAID
	

	PERSONNEL REASON CODES
	144
	ADMIN
	ADMINISTRATIVE ABSENCE
	

	PERSONNEL REASON CODES
	9000
	SPS ADJUST
	SPS MANUAL ADJUSTMENT
	

	PERSONNEL REASON CODES
	9999
	CONVR ADJ
	CONVERSION ADJUSTMENT
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The list of deduction codes can be accessed at the following web site:
http://sps.k12.mo.us/payroll/Misc/DEDUCTION%20CODES.xls
	Subject: Payroll Earning Codes 
	Index Number: 01.S.08
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The list of payroll earning codes can be accessed at the following web site:
http://sps.k12.mo.us/payroll/Misc/PAY%20CODES%20DESCRIPTION.xls
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23.





� HYPERLINK "http://sps.k12.mo.us/payroll/Misc/newest%20earnings%20codes.xls" �Earning Code�


Descriptions can be found on  Payroll Website Earnings Codes





� HYPERLINK "http://sps.k12.mo.us/payroll/MUNIS/MUNIS%20DEDUCTION%20CODES.htm" �Deduction  Code� descriptions can be found on Payroll Website 


Deduction Codes�
�






Check or Direct Deposit Amount�
�






Leave amounts


Earned, Used 


and Balance �Available Bal as of cutoff- in  check month�
�






Will show rate of pay & number of hours for extra workshops or exception pay.  Paid workshops are listed on Payroll Website under 


� HYPERLINK "http://sps.k12.mo.us/payroll/current.htm" �Current Payroll Information�





Federal & State Tax


Withholding Allowances


Forms can be printed from the payroll website under


� HYPERLINK "http://sps.k12.mo.us/payroll/taxforms.htm" �Tax Forms�








Deduction Totals for


Current Month and Calendar Year to Date





Total Gross Pay
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