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7.1—FISCAL YEAR 
 

The District’s fiscal year shall begin July 1 and end on the following June 30. 

 

 

Legal Reference: A.C.A. § 6-20-410 

 

 

 

 

7.2—ANNUAL OPERATING BUDGET  
 

The Superintendent shall be responsible for the preparation of the annual operating budget for the District. The 

Superintendent shall present the budget to the Board for its review, modification, and approval.  

 

The budget shall be prepared in the electronic format as prescribed by the State Board of Education and filed with 

the Division of Elementary and Secondary Education no later than September 30 of each year. 

 

The approved budget shall provide for expenditures that are within anticipated revenues and reserves. The District 

Treasurer shall present monthly reconciliation reports and a statement on the general financial condition of the 

District monthly to the Board. 

 

Any changes made to the budget shall be in accordance with District policy and state law. 

 

 

Legal References: A.C.A. § 6-13-701(e)(3) 

A.C.A. § 6-20-2202 

 

 

  

 

7.3—MILLAGE RATE 
 

At least sixty (60) days in advance of the school election when the electors shall determine the annual ad valorem 

property tax for the District, the Board shall publish at least one time in some newspaper published or having a 

bona fide circulation in the county where the district’s property lies the District’s proposed budget, which shall 

include a millage rate sufficient to provide the funds necessary for the District’s operation. 

 

Legal References: A.C.A. § 6-13-622 

Arkansas Constitution: Article 14 Section 3 (c) as amended by Amendment 74 

 

  

 

7.4—GRANTS AND SPECIAL FUNDING 
 

The Superintendent or his/her designee may apply for grants or special funding for the District. Any grants or 

special funding that require matching District resources of $30,000 or more shall receive Board approval prior to 

the filing of the grant’s or special resource’s application.  
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7.5—PURCHASES AND PROCUREMENT 
 

Purchases shall be made in accordance with State laws and procurement procedures governing school purchases 

that are deemed to be in the best interest of the District and are the result of fair and open competition between 

qualified bidders and suppliers. No bids shall be taken for professional services. 

 

DEFINITIONS 

“Commodities” are all supplies, goods, material, equipment, computers, software, machinery, facilities, personal 

property, and services, other than personal and professional services, purchased on behalf of the District. 

 

“Micro-purchases” are purchases with a value of less than ten thousand dollars ($10,000) when purchased with 

Federal funds. 

 

“Professional services” are legal, financial advisory, architectural, engineering, construction management, and 

land surveying professional consultant services. 

 

“Specifications” means a technical description or other description of the physical and/or functional 

characteristics of a commodity. 

 

Commodities 

The superintendent shall develop procedures for the procurement of micro-purchases that provide for the 

distribution of purchases between eligible vendors to the extent possible. 

 

Purchases of commodities with a purchase price of more than $50,000 require prior Board approval; however, if 

an emergency exists, the Superintendent may waive this requirement. 

 

The district shall notify in writing all actual or prospective bidders, offerors, or contractors who make a written 

request to the district for notification of opportunities to bid. The notification shall be made in sufficient time to 

allow actual or prospective bidders, offerors, or contractors to submit a bid or other appropriate response. The 

board shall accept bids submitted electronically by email or fax for any and all district purchases, unless specified 

to be submitted by other means or methods, and except those bids which have been specified to have a designated 

date upon which the bids shall be opened. The superintendent shall be responsible for ensuring submitted bids, 

whether written, faxed, or emailed, are retained in accordance with policy 7.15—RECORD RETENTION AND 

DESTRUCTION. 

The district will not solicit bids or otherwise contract for a sum greater than twenty-five thousand dollars 

($25,000) with vendors that are on the “excluded parties list” if the contract is to be paid from federal funds. 

 

All purchases for a Federal program with an estimated purchase price between ten thousand dollars ($10,000) and 

the purchasing threshold for bidding under Ark. Code Ann. § 6-21-304 and all purchases of commodities with an 

estimated purchase price that equals or exceeds the purchasing threshold for bidding under Ark. Code Ann. § 6-

21-304 shall be procured by soliciting bids. Specifications shall be devised for all commodities to be bid that are 

specific enough to ensure uniformity of the bid and yet not so restrictive that it would prevent competitive 

bidding. The bid specifications shall not include the name or identity of any specific vendor. The Board reserves 

the right to reject all bids and to purchase the commodity by negotiating a contract. In such an instance, each 

responsible bidder who submitted a bid shall be notified and given a reasonable opportunity to negotiate. 
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Bids shall be awarded after careful examination of the details of the bid to determine the best overall value to the 

District. In instances where the low bid was not accepted, a statement of the reasons the low bid was not accepted 

shall be attached to the bid. Bidders submitting written bids shall be notified in writing of the bid award. 

 

Whenever possible, a preference will be given to small and minority businesses; women’s business enterprises; 

and labor surplus area firms. 

 

The District shall provide a preference to Arkansas residents whenever the District is accepting bids to purchase 

materials and equipment as part of a construction project if: 

a. One (1) or more Arkansas residents who submitted bids made written claim for a preference at the time 

they submitted a bid; and 

b. An Arkansas resident’s bid does not exceed the lowest qualified bid from a nonresident by more than five 

percent (5%). 

If the qualifications for the Arkansas resident preference are met, then the District shall take the lowest bid from 

an Arkansas resident regardless of whether the Arkansas resident was one of the individuals who requested the 

preference. 

 

The following commodities may be purchased with State funds without soliciting bids provided that the 

purchasing official determines in writing that it is not practicable to use other than the required or designated 

commodity or service, and a copy of the written determination is attached to the purchase order: 

1. Commodities in instances of an unforeseen and unavoidable emergency; 

2. Commodities available only from the federal government; 

3. Utility services; 

4. Used equipment and machinery; and 

5. Commodities available only from a single source. 

 

Commodity purchases with Federal funds may be purchased without soliciting bids only when one or more of the 

following circumstances apply: 

1. The item is available only from a single source; 

2. The public exigency or emergency for the requirement will not permit a delay resulting from competitive 

solicitation; 

3. The Federal awarding agency or appropriate unit of the Division of Elementary and Secondary Education 

expressly authorizes the noncompetitive purchase in response to a written request from the District; or 

4. After solicitation of a number of sources, competition is determined inadequate. 

 

The District may purchase a new motor vehicle, other than a school bus, without soliciting bids if, at the time of 

the purchase, the: 

a. Purchase is from a motor vehicle dealer licensed in Arkansas; 

b. Purchase price of the motor vehicle does not exceed the fleet price awarded by the Office of State 

Procurement; and 

c. Motor vehicle to be purchased is the same make and model motor vehicle as the make and model the 

fleet price was awarded for by the Office of State Procurement. 

 

Prospective bidders, offerors, or contractors may appeal to the district’s superintendent if they believe the district 

failed to follow district bidding and purchasing policy or state law. 

 

Any award of a contract shall be subject to revocation for ten (10) working days from: 

o The initial awarding of the contract; or 

o If an appeal is received, resolution of the appeal. 
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The intent is to provide prospective bidders, offerors, or contractors the opportunity to appeal the bid award if they 

believe the facts warrant an appeal. Any appeal shall be in writing by certified mail and received by the district 

office, “attention to the superintendent” within seven (7) calendar days following the initial and revocable award 

of the contract. 

 

If the district receives an appeal of a bid award, they shall notify, in writing, those prospective bidders, offerors, or 

contractors who have made a written request to the district for notification of opportunities to bid that an appeal 

has been submitted. The notification shall state:  

• that the contract award has been halted pending resolution of the appeal and could be revoked;  

• the reasons for the appeal; 

• that the recipient of the letter may respond to the protested issues identified in the appeal; 

• the date the decision on the appeal will be made and notification sent; 

• that if the appeal is upheld, the bidding process will be re-opened; 

• that if the bidding is re-opened, changes will be made to the request for bids as necessary to satisfy the 

reasons for upholding the appeal. 

 

The sole authority to resolve any appeal made relating to this policy shall rest with the superintendent. The 

superintendent’s decision shall be final and conclusive. In the event the district upholds an appeal, the sole 

responsibility of the district to the aggrieved bidder(s) shall be the re-opening of the bidding process. 

 

Except when prohibited by law, the District reserves the right to extend or renew a contract that was previously 

awarded under the process governed by this policy and law, provided the extension or renewal meet the following 

criteria: 

 

1. The equipment and services provided under the extended or renewed contract meets or exceeds the 

specifications of the original bid. 

2. The extended or renewed contract agreement complies with the state of Arkansas’s documentation 

requirements. 

3. The cost of the extended or renewed contract is the same or less than the original contract. 

4. The extension or renewal is approved by the local school board. 

 

Professional Services 

The District does not use a bidding process when procuring professional services. Instead, when the District needs 

to procure professional services, the District shall: 

1. Select three (3) qualified firms; 

2. Determine the most qualified firm by considering, at a minimum, the: 

• Specialized experience and technical competence of the firm with respect to the type of professional 

services required; 

• Capacity and capability of the firm to perform the work in question, including specialized services, 

within the time limitations fixed for the completion of the project; 

• Past record of performance of the firm with respect to such factors as control of costs, quality of work, 

and ability to meet schedules and deadlines; and 

• Firm's proximity to and familiarity with the area in which the project is located; 

3. Negotiate a contract for the project with the most qualified firm. 

 

When negotiating a contract, the District and the selected firm shall jointly prepare a detailed, written description 

of the scope of the proposed services. If the District is unable to negotiate a satisfactory contract with the firm 
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selected, negotiations with that firm shall be terminated and the District shall negotiate a contract with the next 

most qualified firm. In the event the District is unable to negotiate a contract with any of the original selected 

firms, the District shall reevaluate the necessary professional services, including the scope and reasonable fee 

requirements, and return to step one. 

 

The District encourages firms who provide professional services to submit annual statements of qualifications and 

performance data to the District. The District shall request any additional information as needed for a particular 

public project. 

 

Legal References: A.C.A. § 6-21-301, 303, 304, 305, 306, 307 

A.C.A. § 6-24-101 et seq. 

A.C.A. § 15-4-3801 et seq. 

A.C.A. § 18-44-503 

A.C.A. § 19-11-259 

A.C.A. § 19-11-801 et seq. 

A.C.A. § 22-9-203 

2 C.F.R. § 200.67 

2 C.F.R. § 200.319 

2 C.F.R. § 200.320 

2 C.F.R. § 200.321 

2 C.F.R. § 200.324 

48 C.F.R. § 2.101 

 

 

 

7.6—ACTIVITY ACCOUNT 
 

The District shall maintain an account of activity funds. The funds for the account are those revenues derived 

from the sale of tickets to athletic contests or other school sponsored activities; the sale of food other than that sold 

in the cafeteria; the sale of soft drinks, school supplies, and books; and fees charged by clubs and organizations. 

 

Activity funds are considered “school funds” and as such may only be spent for school related purposes. “School 

related purposes” has been narrowly interpreted by the courts under Article 14 of the Arkansas Constitution to 

require the expenditures to be for a legitimate public purpose closely related to the provision of K-12 education. 

 

The Superintendent shall be the custodian of all activity funds and shall be responsible and accountable for the 

funds. The Superintendent may appoint a co-custodian for each school in the District who shall also be 

responsible for the activity funds he/she maintains. 

 

Legal References: A.C.A. § 6-13-701(g) 

A.C.A. § 6-20-417 

 

 

 

 

7.7—CASH IN CLASSROOMS 
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Cash and checks collected must be promptly receipted or recorded using a District approved method and must be 

adequately secured at all times.  No cash or checks totaling $50 or more are to be left in any classroom overnight.  

All cash and checks of any amount must be turned in to the school secretary by noon on any day when the school 

will be closed the following day.  Staff, other than the District bookkeeper, who collect funds in the course of their 

employment should deposit the funds daily with the administration office or District designated bank.  Staff 

should deposit daily, unless otherwise directed by the superintendent or business manager. 

 

 

 

7.8—PERSONAL PROPERTY 
 

To avoid confusion and the potential for misunderstandings, District staff who bring personal property to school 

to use in the performance of their jobs should label the items with their names. Any such items should be removed 

from the school at the close of school each year. The District assumes no responsibility for damage to, or the loss 

of, personal property brought to District facilities by District staff. 

 

 

 

7.9—PROPERTY INSURANCE  
 

The Superintendent shall be responsible, with approval of the Board, for maintaining adequate insurance coverage 

for all District properties. At a minimum, the District will purchase insurance coverage sufficient to meet the 

requirements by the Arkansas Commission for Public School Academic Facilities and Transportation. 

 

 

Legal References: A.C.A. § 6-21-114(d) 

Arkansas Commission for Public School Academic Facilities and Transportation Rules 

Governing Property Insurance Requirements 

 

 

7.11—USE OF SCHOOL FUNDS FOR NON-SCHOOL RELATED PURPOSES 
 

School funds shall not be used for political, charitable, or humanitarian purposes. 

 

No employee of the District shall use school time, school property, school personnel, or school equipment for the 

purpose of furthering the interests of any political party, the campaign of any political candidate or the advocacy 

of any political issue or ballot issue whether partisan or non-partisan. School employees may participate as part of 

a community organization that is renting a school facility for a political purpose so long as the event is not during 

school time or the employee takes personal or vacation leave, with prior approval of his/her supervisor, for the 

time the employee is attending the event. 

 

Any school employee found guilty or who pleads guilty, or nolo contendere to the use of District funds to support 

any ballot measure shall be immediately suspended, and recommended for termination by the superintendent. 

 

The Board of Directors is not prohibited from expressing an opinion on a ballot measure through the passage of 

resolution or proclamation. School employees are allowed to verbally express their views on a ballot measure 

other than in an attempt to persuade a student to the employee's point of view. 
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District employees and members of the Board of Directors may incur incidental expenditure of District funds for 

travel costs when speaking at an event in which a ballot measure is discussed if the subject matter of the speaking 

engagement is within the scope of the person's official duties and responsibilities.  

 

District funds may be used to disseminate public information at a public speaking engagement. The incidental use 

of District resources may be used to prepare an analysis of the public information if such information is within the 

scope of the person's official duties and responsibilities. 

 

 

Legal References: Arkansas Constitution Article 14 § 2 

A.C.A. § 7-1-103 

A.C.A. § 7-1-111 

A.C.A. § 21-8-402 

 

 

 

7.12—EXPENSE REIMBURSEMENT 
 

The requirements of this policy shall govern reimbursement for expenses related to travel and/or attendance at 

conferences and professional development activities incurred by district employees and/or members of the Board 

of Directors on behalf of the district. Employees are only eligible for reimbursement for travel expenses for travel 

which has been approved in advance. Original receipts must accompany all requests for reimbursement to the 

extent that such receipts are customarily available. For a receipt to be valid it should contain the name of the 

issuing company, the date, and the amount. No cash advances shall be made for travel. Mileage, lodging, and 

meal expenses will not be reimbursed when incurred for the personal convenience of the employee and not 

required by the reason for the travel. Reimbursement for travel shall be for the lesser of the cost between travel by 

air or by car with some consideration allowed for length of time of the method of travel. 

 

To the extent practicable, employees shall have the district pay initial conference and professional development 

registration fees and associated necessary materials. In the occasional circumstances where this is not practical, 

the district shall reimburse the employee for such fees if they were authorized in advance and are supported with 

proper receipts.   

 

The district will not reimburse expenses of any non-school board member or non-employee who accompanies the 

school board member or employee during his/her school related travel. 

 

Reimbursable Expenses 

 

Mileage that is driven for a district sanctioned purpose in an employee’s personal vehicle shall be reimbursed 

provided appropriate documentation is submitted establishing the date and time, place, and purpose of the travel. 

Mileage shall be reimbursed at $0.45/mile and shall be based on the shortest, most reasonable, route available.  
 

Meals may be reimbursed or advanced for travel, which necessitates an overnight stay or travel that is 12 hours or 

more and at least 50 miles from the employee’s home and the employee’s standard work location. Request for 

payment must include documentation of the dates of the event and, when no overnight stay is included, the time 

of the event.   Meals shall be reimbursed at a per diem rate equal to the first and last day GSA rate for the 

destination.   
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When travel includes students, meal reimbursement will be for actual expenses and detailed receipts are required.  

The actual reimbursement cannot exceed the per diem amount (including tips which cannot exceed 15%). 

  

Meal expenses incurred by the superintendent or other administrators as necessary, in the performance of their 

duties when meeting with state officials or consultants may be reimbursed on a prorated, per person basis in line 

with the limits established under GSA guidelines.  Tips are allowed up to 15% of the cost of the meal and are 

included in the total allowable amount. Such expenses shall only be reimbursed when the expenditure is likely to 

result in a tangible benefit to the district. 

 

Travel necessitating overnight lodging shall be reimbursed to the extent that it is not lavish and is reasonable 

based on circumstances of the expenditure. Proper documentation establishing the date and time, place, and 

purpose of the travel must be submitted along with a receipt for the overnight accommodations. To the extent 

practicable, employees shall receive assistance from administrators or their designee in arranging travel plans to 

help keep expenses to a minimum. 

 

Expenses not covered 

 

The district shall not reimburse the following items/categories of expenses. 

• Alcoholic beverages; 

• Entertainment expenses – including sports or sporting events; pay per view or game expenses at motels; 

• Replacement due to loss or theft; 

• Discretionary expenses for items such as clothing or gifts; 

• Medical expenses incurred while on route to or from or at the destination of the reason for the travel; and 

• Optional or supplementary insurance obtained by the employee for the period covered during the travel. 

 

 

Credit Cards 

 

Only those employees specifically issued credit cards to be used in the performance of their jobs to purchase 

goods, services, or supplies on behalf of the district shall be allowed to use such cards. Employees who incur 

reimbursable expenses as defined in this policy are expected to pay for them initially by any means they choose 

and then submit their request for reimbursement. The district assumes no responsibility for the payment of any 

personal credit card charges incurred by a district employee. 

 

Airport Associated Expenses 

 

Receipts for airport associated expenses are required for reimbursement. All airline flights shall be by 

coach/economy class. Upon arrival at their destination, employees are expected to take the less expensive option 

between a taxi and an airport shuttle service to his/her hotel or meeting site. When circumstances dictate that a 

rental car is necessary and/or the most economical approach to the travel requirements, the least expensive car that 

will accomplish the job should be rented. The district shall not reimburse for any kind of rental car supplemental 

insurance. 

  

 

Cross References: 3.20—CERTIFIED PERSONNEL REIMBURSEMENT OF TRAVEL EXPENSES 

8.14— CLASSIFIED PERSONNEL REIMBURSEMENT OF TRAVEL EXPENSES 

 

Approved 12/12/2022 
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7.20—ELECTRONIC FUND TRANSFERS 
 

District funds shall only be disbursed by the district treasurer upon receiving a request approved by the 

Superintendent. Any electronic transfer of funds must be initiated by the District and authorized in writing by both 

the school district Board of Directors and the Superintendent. 

 

For the purposes of this policy, “initiated by the District” means the District controls both the timing and the 

amount of the funds transfer.  

 

The district treasurer shall maintain evidence of authority for the disbursement in the form of invoices, payrolls 

that conform with written contracts on file in his/her office, or other appropriate documentation indicating an 

authority to disburse District funds.  

 

“Other appropriate documentation” includes one-time, signed authorization for recurring transactions. The Board 

of Directors Disbursing Officer must pre-authorize the electronic transfer of funds for non-recurring transactions, 

which can be accomplished by a signed authorization or an email authorizing such a disbursement of funds. 

 

 

Legal References: A.C.A. § 6-13-701(e) 

Commissioner's Memo Com-12-036 

 


