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TITLE 126
WEST VIRGINIA BOARD OF EDUCATION
Legislative Rule
CHAPTER 18-9B
SERIES 2
POLICY 1224.1

Title: Individual Schoel Accounting Procedures
Section 1. General N
1.1 These. rules update establlished regulations and procedures for
individual school accounting procedures.
1.2 Autherity = 18-~9B-5
1.3 Filing Date - August 24, 1989
1.4 Effective Date - October 9, 1589
Section 2. Respcnsibility
2.1 The school principal is responsible for the financial management of
the school and must ensure that all financlal records are accurately
maintained and all financial reports are submitted in a timely
manner tc the Superintendent., or his/her designee, as required.
2.2 All employees of a County Board of BEducation who are responsible for

Section 3.

3.1

monies or property shall be beonded.
County Board of Education.

The cost shall be borne by the

Accounting System

The accounting system established herein for individual schools
represents the minimum reguirements. The school accounting system
shall cover all monies for which the school has responsibility and
control.

The accounting system for individual school funds is designed to:
a. Protect the funds entrusted to those in authority:
b. Protect the integrity of individuals so entrusted.

Each school 1is a separate and distinct accounting entity. )
school's accounting system should only include monies for which the
school has responsibility and fiscal control. No school personnel
shculd be cofficially responsible for nor should any school
accounting system include any money not remitted directly to the
scheool for school use.
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A fund 1s a separate grouping of receipts and expenditures for
specific activities, accocunted for by separate accocunting records
and bank accounts. 2 scheol is permitted to establish a General
Fund and a Food Services Fund. These two (2) funds are briefly
described as follow:

a. General Fund —- a separate grouping of receipts and expenditures
not belonging te the School's Food Services Program. Note: The
General Fund may be subdivided into subsidiary accounts; e.q.,
Office Accecunt., Bank Account, Library Account, Athletic Account,
et cetera.

b. Focd Services Fund -—- a separate grouping of receipts and
expenditures belonging only to the School’'s Food Services
Program. Note: The Focod Services Fund may be subdivided into
subsidiary accounts; e.g., Food Account, Supplies Account,
Commodities Account, et cetera.

. Eachof the funds shall be identified separately and maintained in

separate bank accounts. Only one (1) checking account is permitted
for edch fund.

There will be a separate and complete set of records for each fund.
The basic forms and books reguired for the minimum accounting system
are: ..

a. Purchased and/or secured in standard form:
1} Receipt Books
2) Journals
3) Ledgers
4) Purchase crders
5) Checks with school name and fund name imprinted
with all checks pre-numbered
6) Deposit Slips
b. Monthly financial reports required by the County Beard of
Education.
¢. Individual school's Annual Financial Report provided by the
West Virginia Department of Education.

Accounting records maintained on a computerized system
must produce the same type of financial records as
delineated herein.

Receipts and Deposits

School personnel! who handle meoney must be aware of the need for
maintaining accurate and systematic records of all cash collected,

The school principal or principal’'s designee must issue a
pre-numbered receipt ticket in duplicate for all money received
daily. The original recelpt ticket shall be issued to the
individual transmitiing money to the principal or principal’'s
designee for deposit within a school account. The duplicate copy
shall remain on file as part of the school recerd. All receipt
tickets that are 1ssued shall show the amount received, the
transmitter's name, and the coriginal source of the funds.
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The total of these recelpt tickets shall egual the total of the
menies received and the total deposited in the school bank
account({s). ©Deposits shall be made in a timely manner with daily
deposits required when receipt tickets for the day are greater than
$200.

Disbursements _

All monies shall be disbursed by check. except for petty cash, and
no check shall be issued without itemized supporting documentation
such as purchase orders and invoices,

All checks shall be signed or countersigned by the principal.
Checks should be imprinted with the school name and fund name and
must be pre—numbered. Check stubs are to be completed in full on a

daily basis including deposits, expenditures, and balance.

No check shall be destroved. vVoided checks shall be clearly marked
on the face as "void," arranged in the proper sequence wlth other
checks, entered as a disbursement with the amount listed as “"void",
and it is recommended that the signature line(s) be physically
removed from the check and discarded.

Petty Cash Account

When a petty cash account 1s permitted by the county beard of
education, it shall not exceed $50. A check to reimburse petty cash
shall be supported by itemized receipts and/or invoices for amounts
pald. The cash and receipts in the petty cash drawer shall always
equal_ the amount set up for petty cash. The petty cash is
replenished by writing a check to the school-petty cash, for an
amount equal to receipts and/or invoices in the petty cash box.

Jeournals and Ledgers

A Jjournal must be used to record and summarize the financial
transactions of each school fund.

The journal must include the following information:

a) Transaction date

b} Receipt number

¢} Receipt amount

d) Name of individual, group, or company from whom money is received

e) Check number

f) Disbursement amount

g} Name of payee to whom money 1is disbursed

h) Individual accounts to which receipts and disbursements are
classified

A Cash Contrcol/Balance column must be established in the journal to
maintain control over the total cash resources available in a school
fund.

Activity account celumns must be established in the journal to allow
receipts and disbursements toc be properly classified. Proper
classification of recelpt and disbursements depends upon the nature
of each recejipt and disbursement.
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Receipts and disbursements shall be entered intc the journal by the
date of occurrence. Check numbers and receipt ticket numbers shall
be listed in numerical seguence.

Receipts and disbursements shall be entered into the journal from
recelpt tickets and checks.

Transactions should be posted in the journal on a daily basis and
summarized at the end of each month. The journal shall be kept
up-to—date at all times.

Checks shall be listed individually and never entered as a group on
the same line of the journal,.

Recelpt tickets shall be listed individually. but may be grouped
together on the same line of the Jjournal if money is received from
the same specific source on consecutively numbered receipt tickets.
The range of recelipt numbers grouped together in the journal must be
indicated in the Receipt Ticket Number column.

The followlng transactions must be recorded in the Journal and be
supported by detailed decumentation: receipts, disbursements,
veided receipt tickets, volded checks, non-sufficient fund charges,
bank —charges, administration fees, interest earnings, transfers
between accounts within a fund, transfers between the General Fund
and Fceod Service Fund, and transfers between depository accounts of
the same fund.

Ledger accounts may be established to maintain control over the
detailed breakdown of an activity account. For example, the <¢lubs
activity account may be further broken down in the French Club.,
Spanish Club, Math Club, and Science Club through the use of ledger
acceounts.

Insufficient Funds. Stop Paymenft, Canceling Outstanding Checks

At times scheools will accept checks which are returned by a bank to
the schocl marked “"Insufficient Funds." For various reasons it may
be necessary to stop payment or cancel a check issued by the
school. 1In all such instances proper jcurnal and/cr acceount entries
are to be made to ensure the avoidance of over inflation of receipts
and/or disbursements.

A stop payment order or a principal's directive to cancel
cutstanding checks may be 1initiated for c¢hecks which have been
outstanding for more than six (6) months if the circumstances so
warrant.

Pre~Numbering

Control and accountability of certain basic documents 1s essential
in order to maintain the integrity of the accounting system.
Therefore, the following documents shall be pre—numbered: receipt
tickets, checks, purchase crders, and athletic event tickets.
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Internal Control

Internal cecntrol is a plan of organization that is dessigned to
safequard a school's assets, check the reliability of its accounting
records, promete operatiocnal efficiency., and encourage adherence to
prescribed policies.

. Good internal contrel 1s a key factor in the effective management of

a school. Good internal control ordinarily includes the following

characteristics:

a) & plan of organization which provides appropriate sedregation of
duties.

b} A system of authorization and record procedures adeguate to
provide reascnable accounting c<ontrel over assets, liabilities,
revenues and expenses.

c) Sound practices to be followed in performance of responsibilities.

Paymenf For Personal Services

any employee of a Board of Education who is to receive payment for
services from funds collected at an individual school shall be paid
through the normal payroll process at the county business office.
The only exception would be contracted services.

Bank Reconciliation

A bank_statement reconciliation shall be prepared monthly for each
fund, immediately after the bank statement is received by the schocol.

Purchases

.Each individual school shall initiate and maintain a purchase order

system whereby all purchases which exceed an aggregate of $50.00 are
made by a pre-numbered purchase order 1ssued pricr to the purchase
and signed by the principal or his/her designee.

‘Purchdse Order forms shall be sequentially pre—numbered and

processed, as a minimum, in duplicate.

The sc¢heol principal must approve all expenditures, and approvals
can be made only when sufficient funds are avallabile.

No purchase may be made which obligates the income of a subsegquent
school year., nor may any purchase be made which wlll encumber a fund
or line item account in excess of the avallable resocurces cf that
fund or account.

N¢ purchase shall be made for flowers, gifts and service awards feor
school employees from state aid or local tax revenues.

——

Each school principal shall c¢losely monitor available balances for
investment possibllities. 2 school should utilize interest bearing

checking accounts, guarantesd certificates of deposit, or the State
cof West Virginia Consolidated Investment Fund.

-
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Each school principal shall closely monitor avallable balances for
investment possibilities. A school should utilize interest bearing
checking accounts, guaranteed certificates of deposit, or the State
of West Virginila Consolidated Investment Fund as specified in
§18-9-6.

Interest earned from investments shall be credited to the fund from
which the money was originally available.

The transfer of cash to and from investments shall not be included
as recelipts or expenditures for any account within a fund.

Quasi-Public Funds/Activities

The Board of FEducation has the authority to formulate rules and
requlations which ccntrol all receipts and disbursements collected
in the name of the school including those generated by a group or
booster organization.

Congumer Sales Tax

Items purchased for use or consumption by public schools are not
subject to the payment of sales tax. All invoices must be checked
to determine that sales tax has not been added to the total charges.
Such charges should be deleted., Each local Board of EBEducation is
supplied an exemption number by the State Tax Commissiconer. This
exemption number may be used by local schocls in completion of a
"west Virginla Ceonsumer Sales and Use Tax Blanket Exemption
Certificate" form for vendors.

Individual schools are subject to collection of sales taxes and
pavment thereof to the State Tax Commissioner under the conditions
as listed in the West Virginia State Cecde, Chapter 11.

Business License

Schodls must make application for a business license by contacting
the State Tax Department; however, as a political subdivision of
local government, schools are exempt from the registraticn fee. an
annual renewal form must be completed each year to continue the
business license.

Financial Reports

a4 monthly financial report for each fund will be prepared at each
school which exhibits, as a minimum, beginning balances, rewvenue,
disbursements, and ending balances. The report is to be prepared
within ten working days after the end of the month on which the
report is rendered.

an annual financial repcort for each fund. covering the pericd July 1
through June 3C, and a reconciled bank statement, shall be filed
with the County Superintendent of Schools as part of the official
school record. By September ! of each year, the County
Superintendent shall submit an annual summary report to the State
Board of Education together with copies of each school's individual
report(s}.
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buditing

All scheol accounts shall be audited at least annually at the
direction of the County Board of Education. The audit shall be
performed by personnel employed by the County Beoard of Education, by
certified public accountants, employees of the cChief Inspector and
Superwvisor of Public 0Offices, public accountants, or emplovees of
the State Board of Education.

It 18 important that the auditor become familiar with the Code of
West Virginia., and the policies and regulations of the local county
Board of Education, the State Board of Education and the State
Department of Education.

. Audits shall be conducted in accordance with generally accepted

auditling standards to the extent applicable and shall include a
review of internal <controls, tests of revenues, deposits,
expenditures and unpaid bills. Schoeols which receive in excess of
$100,000 in program revenue in restricted federal grant programs
such as In a decentralized Food Services Program must have theilr
audits made 1in accordance with generally accepted governmental
auditing standards as defined 1n the Standards for Rudit of
Governmental Organizations, Programs, Activities and Functions
promulgated by the U. S. Comptrollier General; the Single Audit Act
of 1984; and the provisions of OMB's Circular A-128, Audits of State
and Local Governments. Additionally, fund raising activities such
as vending machine sales, candy sales, etc., should be periodically
tested tc determine the reasconableness of the funds generated.

supporting workpapers for each school audit shall be retained for
use of the auditor who conducts the ensuing fiscal year audit.

Audits shall be made feor the County Board and transmitted through
the superintendent. A c¢opy shall be supplied to the persen in
charge of the school or program audited. A copy of the audit report
shall be on file in the Superintendent's office for public
inspection.

The costs of the audits may be borne by the County Board, the
individual school or program according to an egquitable schedule
established by the c¢ounty board.

for _audit purpcses, there shall be made available all required
reports, receipt books, checkbooks, canceled checks, complete
journals and ledgers, invoices and purchase orders, bank statements
and other information and records which may be incorporated as part
of the local county accounting system.

Records Retention

All dnternal accounting records are considered property of the
County Board of Education and must be preserved in the applicable
individual school except as authorized by the Board.




20.2 A1l financial reccrds shall be retained at least five (5) vyears or
until._all audit excepticons (if any) are resolved.

20.3 annual financial reports {statements), schocl audit reports, and
personnel earnings records (if applicable) shall be retained
permanently.

20.4 The process of disposing of any financial records shall be

supervised by the principal to insure complete destruction.

Policy Adopted: August 11, 1989
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WILLIAM H BARRINGTON
Zhief of Statf

KEM MECHLER
Secratary of State

MARY PORATLIFF B - —
Deruly Secretary of State

JUDY COCPER

DJirezior, &dranisirative Law

A. RENEE COE ' — STATE OF WEST VIRGINIA DONALD R. WILKIS
Dacuty Seerelary of Sate — R Direcior, Corpa-aticns
SECRETARY OF STATE
CATHEF!IN; FRERDTTE L - . Building 1, Suite 157-K (Plus zll the valunteer
Executive Assistant - 1900 Ka’nawha de_’ East - help we ~an get)

Teleptione: (304) 858.6000 : _ Charleston, WV 25305-0770 )

Corperations: (304) 558-300C

TO: Barbara Estep

AGENCY: Dept.-of Education

FROM: Judy Cooper, Director, Administrative Law Division
DATE: August 25, 1992

Recently our office sent to you the following rule to be reviewed,
proofed and returned:

SERIES: 2 _ TITLE: 12§

As of today, we still have not received the precofread rule
from you. This is a very important step in our process to get the
rules into our legislative computer system and out to our
subsgcribers in a monthly supplement., We would appreciate the rule
being reviewed, proofed and returned to us immediately so that we
can continue kéeping cur records and their records up-to-date. The
rule is encloseéd for prcofing. '

Thank you very much for your prompt attention to this matter. If
you have any guestions, please call.




KEN HECHLER
Sesretary of 3tate

MARY P RATLIFF
Deruty Secretary of 3:ate

A REMEZCOE
Deputy Secretary of State

CATHERINE FREROTTE

Executive Assistant

Telephane: (2043 £58-6000

Corporations' (304) 558.8000

STATE OF WEST VIRGINIA

SECRETARY OF STATE
Building 1, Suite 157-K
1900 Karnawha Blvd., East
Charleston, WV 25305-0770

WILLIAM K. MARRINGTON
Chief of Staff

JUDY COCPER
Qiracter, Adminigtrat.ve Law

DOMNALD R WILKZS

Direcior, Serpzratians

(Pius ail the volunteer
nelp we can gat)

TO:_Barbara Esiep

AGENCY: Educatlon - - -

FROM: JUDY COOPER, DIRECTOR, ADMINISTRATIVE LAW DIVISION

DATE: July 7, 1882

THE ATTACHED RULE RECENTLY FILED BY YQOUR AGENCY EAS BEEN ENTERED
INTO OUR COMPUTER SYSTEM. PLEASE REVIEW, PROOF AND RETURN IT WITH
ANY CORRECTIONS. IF THERE ARE NO CORRECTICNS, PLEASE SIGN THIS
MEMO AND RETURN IT TO THIS OFFICE. YOU WILL BE SENT A FINAL
VERSION OF THE RULE FOR YQUR RECOQORDS.

PLEASE RETURN EITHER THE CORRECTED RULE OR THIS FORM WITHIN TEN
{(10) WORKING DAYS OF THE DATE YOU RECEIVED THIS REQUEST. CALL IF
YOU HAVE ANY QUESTIONS. ' )

SERIES: 2 TITLE: 126 Education

THE ATTACHED RULE HAS BEEN REVIEWED AND I3 CORRECT.

SIGNED: .

TITLE OF PERSCN SIGNING:

DATE :
LA AR R R R R R R R R R ) )

THE ATTACHED RULE HAS BEEN REVIEWED AND NEEDS CGKﬁgg;;;;i/ THE

CORRECTIQNS., HAVE BEEN MARKED

SIGNED: %/W 5

TITLE OF PERSON SIGNING: /Z;/&y% //// éﬂ%&//ﬁ
DATE: Qam, / J s Dl

NOTE: IF/YoUu ARE NOT THE PERSON WHO HANDLES THIS RULE, PLEASE
FORWARD TO THE CORRECT PERSON. '
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WILLIAM H. HARRINGTON
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MARY P, RATLIFF *;&}gﬁ'*\; JUDY COOPER
Deputy Secretary of State ‘%%.:-:._j;;ﬁf Director, Admumstrative Law
<’%’
ROBERT £ WILKINSON . DONALD R, WILKES
Daputy Sacretary of State STA.TE OF WEST V[RGINIA. Director, Corporations
CATHERINE FRERQTTE SECREI‘ARY OF STATE SHEREE COHEN
Executive Assistant Special Assistant
Telephone: (304) 345-4000 GIBIICSUJII 25305 (Fius all the volunteer
342-3000 . help we can get)

TO: Barbara Estep

AGENCY: Dept.~of Educaticn

' FROM: JUDY COOPER, DIRECTOR, ADMINISTRATIVE LAW DIVISION
DATE: May 1, 1992

PHE ATTACHED RULE RECENTLY FILED BY YQUR AGENCY HAS BEEN ENTERED
INTO OUR COMPUTER SYSTEM. PLEASE REVIEW, PROOF AND RETURN IT WITH
ANY CORRECTIONS. IF THERE ARE NO CORRECTIONS, PLEASE SIGN THIS
MEMO AND RETURN IT TO THIS OFFICE. ¥YOU WILL BE SENT A FINAL
VERSION QOF THE RULE FOR YOUR RECORDS.

PLEASE RETURN EITHER THE CORRECTED RULE OR THIS FORM WITHIN TEN
(10) WORKING DAYS OF THE DATE YOU RECEIVED THIS REQUEST. CALL IF
YOU HAVE ANY QUESTIONS.

SERIES: _2  TITLE: _126 Dept. of Education /2—2§z-//

THE ATTACHED RULE HAS BEEN REVIEWED AND IS CORRECT.

SIGNED:

TITLE OF PERSON SIGNING:

DATE: _

-
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zZING.

THE ATTACHED RULE HAS BEEN REVIEWED AND NEEDS CORRE THE

CORRECTIONS HAVE BEEN MARKEDljﬁy

SIGNED: 'éézéé%iZééﬁ/ G?%/ éézékﬁig}. . ) -
TITLE OF PERSON SIGNING: czﬁé:, {;é??//Aé§£¢4¢{?i3/iéé;%£4/,

C4

pars:_DIsd /772

7




