
Fontana Board of Education Policy      Number 610 
________________________________________________________________________ 
 

Fiscal Management 
 
A.  The quantity and quality of learning programs are directly dependent on the funding 
      provided and the effective, efficient management of those funds.  It follows that  
      achievement of the district's purposes can best be achieved through excellent fiscal 
      management.  Further, the Board of Education recognizes the important trust it has 
      been given with the responsibility of managing a large amount of public resources. 
      As trustee of local, state, and federal funds allocated for use in public education, the 

Board of Education will be vigilant in fulfilling its responsibility to see that these               
funds are used wisely for achievement of the purposes to which they are allocated. 

 
B.   Because of resource limitations, there is sometimes a temptation to operate so that 
      fiscal concerns overshadow the educational program.  Recognizing this, it is essential 
      that the district take specific action to make sure education remains central and that 

fiscal matters are ancillary and contribute to the educational program.  This concept 
shall be incorporated into Board operations and into all aspects of district management 
operation. 

 
C.   In the district's fiscal management, the Board of Education seeks to achieve the 
      following goals: 
  1.  To engage in thorough advance planning, with broad-based staff and 
          community involvement, in order to develop budgets and to guide  
       expenditures so as to achieve the greatest educational returns and the 
        greatest contributions to the educational program in relation to dollars 
       expended. 
 

2.  To establish levels of funding which will provide high quality  education 
for the district's students. 

 
  3.  To use the best available techniques for budget development and 
       management. 
 
  4.  To provide timely and appropriate information to all staff with 
       fiscal management responsibilities. 
 
  5.  To establish maximum efficiency procedures for accounting, reporting, 
       business, purchasing and delivery, payroll, payment of vendors and 
       contractors, and all other areas of fiscal management. 
 
Policy Adopted:          December 14, 1998   
Policy Reviewed: November, 2003 (Changes made) 
  
 



 
          
Fontana Board of Education Policy      Number 621 
________________________________________________________________________ 
 

Preparation of Budget 
 

A. At or before the regular May meeting of the Board of Education, 
the district administrator will present to the Board of Education preliminary 
estimates of the budgetary needs for the next fiscal year.  From these preliminary 
estimates, revised from the informal considerations of the Board of Education, the 
district administrator shall prepare for presentation at the regular June meeting, the 
complete budget estimates for the fiscal year, in form as prescribed by law, 
showing anticipated receipts to all funds and all estimated disbursements in detail 
by tentative appropriation. 

 
B. The district administrator shall then prepare the budget in draft form for 
 presentation to the Board of Education at the regular July meeting.  Final format 
 must include a comparison of the past year, the past previous year and the 
 anticipated year.  Copies shall be distributed to members of the Board of 
 Education in advance, be made available to the public ten (10) days prior to the 
 annual meeting and published as a Class I notice in accordance with state statutes. 
 
 
 
 
 
 
 
 
 
 
 
 Legal Reference:           Wis. Stat. 120.08(1)(a)(c); 65.90 (3)(3) 
 Policy Adoption Date:   December 14, 1998 
 Policy Reviewed:  November, 2003 (Changes made) 
 
 
 
 
 
 
 
 
 



Fontana Board of Education Policy      Number 632 
      

 
Short-Term Borrowing 

 
The Board of Education may on its own motion, made and properly recorded at a lawful 

 board meeting, borrow money in such sums as are needed to meet the immediate expenses 
of maintaining the public instruction during the current school year.  All monies borrowed 
to meet immediate expenses must be repaid as required by state law. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:             Wisconsin Statutes 67.12(8); 120.10 
Policy Adoption Date:    January 19, 1999 
Policy Reviewed:  November, 2003 (No changes) 
 
 
 
 
 



Fontana Board of Education Policy      Number 652 
   
 

Investment of District Funds 
 

The Board of Education recognizes that due to the timing of receipts and disbursements of 
funds, the district may, from time to time, have funds available for investment.  The Board 
of Education considers an investment program a critical ingredient of sound fiscal 
management.  The Board of Education authorizes an investment program for the purpose of 
securing revenues to be used to support the district's educational program. 
 
The District Administrator will administer the investment program in such a way that will 
ensure: 
 
1. A continuous process of temporarily investing idle funds. 
 
2. Investment in instruments that will provide liquidity, safety of principal and a  
 reasonable rate of return; and 
 
3. All district investments must be in compliance with the law. 
 
The Board authorizes the District Administrator to manage all activities of the investment 
program in his/her discretion in such a manner as to accomplish the above objectives.  The 
District Administrator shall be immune from prosecution and held harmless from any 
losses that may occur due to the failure of any depository to return capital and/or accrued 
interest to the district as long as he/she follows the guidelines of this policy. 
 
Investments may be made in obligations of the United States Government, or certificates of 
deposit, with financial institutions insured by the Federal Deposit Insurance Corporation 
(FDIC) or Federal Savings and Loan Insurance Corporations (FSLIC) and that are 
authorized to transact business in Wisconsin or through the Wisconsin School District 
Liquid Asset Fund.  The amount of money invested in each financial institution shall not 
exceed $500,000. 
 
The District Administrator, or his/her designee as directed by the District Administrator, is 
authorized to execute, in the board's name, any or all documents and transactions relating to 
the investment program in a timely manner. 
 
Legal Reference:           Sections 34.05; 34.08; 66.04(2); Wisconsin Statutes 
Policy Adoption Date:  January 19, 1999 
Policy Reviewed:   November, 2003 (No changes) 
 
 
 



 
Fontana Board of Education Policy      Number 661 
          

Depository of Funds 
 

The Fontana School District Depository will be selected annually at the Annual School 
District meeting.  All transactions will be conducted in accordance with existing state 
statutes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Wisconsin Statutes 34.08; 120.12(7); 34.05; 34.09; 66.042 
    120.16(5); 120.16(6) 
Policy Adoption Date: January 19, 1999 
Policy Reviewed:  November, 2003 (No changes) 
 
 
 
 
 
 
 
 



Fontana Board of Education Policy      Number 662.1 
   

Student Activity Funds 
  

Rationale - The Student Activity Fund (60) is hereby created and authorized as per 
Department of Public Instruction guidelines (Chapter 3, Definition of Funds, page 59) of 
the WEASS Accounting Manual.  The purpose of this fund is to provide a service of fiscal 
accountability to all student groups and/or activities which are extracurricular in nature and 
function.  The school's accounting staff will process all receipts and disbursements in 
accordance with the following guidelines. 
 
 1. The advisor, or staff member in charge, of each activity shall authorize all 
 disbursements.  Each advisor or staff member in charge, shall submit to the  
 accounting office his/her written authorization on the appropriate form.  The 
 school administrator shall approve all requests for payment. 
 2. All interest earned on pupil activity funds shall be divided among the activities 
 on the basis of average monthly balance. 
 3. If an organization disbands, it is up to the discretion of the administration to 
 disburse any remaining funds. 
 4. The school accounting office shall be responsible for keeping proper records. 
 5. All bills shall be paid by check only, with proper authorization and approval. 
 6. Advances may be made to the pupil activity fund from the general fund, with 
 board approval. 
 7. The district may serve as a purchasing agent if so requested.  This would require 
 proper use of purchase order with ultimate approval by administrator. 
 8. The administrator will be the final authority in all internal disputes involving 
 control of a pupil organization and its funds. 
 9. The advisor, or staff member in charge of an activity, is responsible for submitting 
 all monies collected to the office for deposit along with a breakdown of these 
 receipts on a timely basis.  To discharge funds for deposit, the advisor must 
 complete and submit appropriate receipt forms.  Upon receipt of the deposit in 
 the office, office personnel will count funds and date and co-sign deposit receipt. 
 Deposit receipt will be kept on file with other activity fund records. 
10. All cash funds are to be transferred to the central office on a daily basis.  These 

monies will be secured in separate depositories, in the safe, until the advisor          
makes a formal deposit by receipt. 

 
 
Legal Reference:    Wisconsin Statute 120.14(1) 
       Cross Reference: 662.1 – Exhibit, Activity Fund (60)  
       Disbursement 
Policy Adoption Date:    January 19, 1999 
Policy Reviewed:     November, 2003 (No changes) 

AGENCY FUND (60) DISBURSEMENT (REQUEST) 
 



 
______________________________ __________________________ 
        ACTIVITY          DATE 
 
(Please attach invoice or receipts) 
 
    Amount of Disbursement ____________________ 
 
    Paid to:     ____________________ 
 
    Purpose (Service):    ____________________ 
 
 
____________________________  ______________________________ 
Advisor's Signature            Date  Dist. Administrator Signature    Date 
 
(Checks signed by District Clerk) 
 
******************************************************************** 
 
 
 

AGENCY FUND (60) DEPOSITS 
 
 

__________________________  ___________________________ 
ACTIVITY     DATE 
 
   
   Amount of Deposit  _____________________ 
   Please List: 
   (Currency ____________)  Checks (___________) 
   (Coin        ____________) 
    
   Source of Money    _____________________ 
 
 
 
______________________________  _____________________________ 
Advisor's Signature  Date   Dist. Admin. Signature           Date 
word/form/agfund         10/00 
 
 
Fontana Board of Education Policy      Number 662.2 
          



 

Petty Cash Accounts 
 

A. In order to facilitate those transactions for which small amounts of cash are  
 necessary, a petty cash account shall be established.  The bookkeeper for the  
 district shall be the custodian of the petty cash fund.  The custodian shall be 
 responsible for: 
 
 1. Keeping accurate records of all disbursements from this account. 
 
 2. These records will include the date, amount, the object and function 
  and the person or parties to whom the amount was paid. 
 
 3. Whenever possible, receipts shall be attached to the voucher record. 
 
B. The maximum amount of $100 shall be authorized for purposes of the petty 
 cash account. 
 
C. At its regular monthly meeting, the Board shall review all petty cash disburse- 
 ments, properly charged to appropriate object and function and when necessary 
 replenish amounts necessary to maintain the $100 maximum. 
 
  
 
 
 
 
 
 
 
 
 
Policy Adoption Date:  January 19, 1999 
Policy Reviewed:   November, 2003 (No changes) 
 
 
 
 
 
 
Fontana Board of Education Policy     Number 671.3 

 
Tax Sheltered Annuities 

 



I. Any and all tax sheltered or deferred compensation annuities are private 
 business affairs of an employee.  However, because all annuities require 

         a certain degree of bookkeeping and money transactions by the school 
         district, the following procedures must be followed: 
 
 A. Because annuities are private business all discussions, solicitations 
  and transactions should be conducted during non-school hours. 
  For convenience an employee may use the school facilities to 
  conduct business if such business is before or after contractual 
  school hours. 
 

B. The school district will transact annuity business with only five (5)   
insurance or annuity companies.  If an employee is contemplating entering 
into a new or additional agreement, the selection must be made from one of 
the existing five companies.  Should current employees retire, 

  resign or drop a given company, reducing the total number to less 
  than five, then any employee or group of employees may select 
  another company to bring the total back to five. 
 

C. The employee shall certify in writing as requested by the District but no  
            more than three times per year (e.g., due to a change in full time 
 equivalency, absence other deferrals, etc.), that the percentage or dollar  
 amount of salary reduction withheld from compensation complies with the 
 limits applicable to 403(b) TSA plan deferrals and does not exceed the  
 amount permitted under Section 403(b) of the Internal Revenue Code.   
 The employee agrees to provide documentation certifying compliance 
 with applicable IRS rules and regulations from the employee’s TSA  
 vendor or other knowledgeable practitioner (i.e., an accountant, attorney, 
 IRS agent, etc.).  The district agrees to provide the employee, upon 
 written request, with timely information available from the district’s  
 records, which is necessary to enable the employee to make these 
 determinations.  The district shall transmit to the annuity carrier(s) the 
 amount due on the same date as payroll checks are issued to the  
 employees. 

 
 D. The school district will transact annuity business for no more than two 
  separate companies per employee. 
 
Cross Reference:            Current Employee Agreement 
Policy Adoption Date:    March 16, 1999 
Policy Review Date:     March 2002 
 
Fontana Board of Education Policy      Number 673 
   
     Payment Procedures 
 



The Fontana Jt. School District #8 will comply with the 1989 Wisconsin Act 233 to pay  
Bills promptly. 
 
Prompt Payments - Except as otherwise specifically provided, the Board of Education 
shall authorize the timely payment on all orders or contracts.  For purposes of adherence to 
the law, a payment is timely if the payment is mailed, delivered or transferred by the later 
of the following: 
 a) the date specified on a properly completed invoice for the amount 
  specified in the order or contract, 
 b) within 30 days after receipt of a properly completed invoice or receipt 
  and acceptance of the property, or, 
 c) within 30 days after receipt of an improperly completed invoice or 
  receipt and acceptance of the property or service, if notice of impropriety 
  has not been given to the sender in accordance with state law. 
 
Notice of Improper Invoices - Should the school district receive an improperly completed 
invoice, the district shall notify the sender of the invoice of the reason that it is improperly 
completed.  This notice must be given within 10 working days after the invoice is received 
and be by 1st class mail, personally delivered or sent in accordance with the procedure 
specified in the order or contract.  
 
Interest on Late Payments - If payments are not made timely, in accordance with state law, 
interest will be paid at state rates for delinquent taxes compounded monthly. 
 
Prompt Payment Exceptions - The board of education will fully exercise any and all 
exceptions as prescribed by state law. 
 
All disbursements from the general fund (10) will be made on a timely basis each month 
after the service has been rendered or a product received.  Disbursements will be made, 
after an invoice listing all payments is presented to the Board of Education for approval.  
Upon approval, checks will be drawn, appropriately signed by at least one original board 
signature (usually the clerk) and prepared for payment.  An exception to the above 
procedure is that by board resolution, the administrative staff is authorized to make timely 
monthly payments which have been approved by budget adoption and which would result 
in interest penalty by not making payment at the beginning of the month.  Such payments 
may be made at the discretion of the administrative staff to avoid financial penalty. 
 
Legal Reference:           Wisconsin Statutes: 66.285 and 66.286 
Policy Adoption Date:   January 19, 1999 
Policy Reviewed:    November, 2003 (No changes) 
 
 
Fontana Board of Education Policy      Number 683 
 
 

Inventory 



 
The District Administrator shall be responsible for maintaining an accurate and 
comprehensive physical inventory for district assets. 
 
This inventory shall be updated annually and all changes shall be forwarded to the school 
district’s property insurance carrier for recording. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:           Wisconsin Statutes 120.12(8) 
Policy Adoption Date:   January 19, 1999 
Policy Reviewed:    November, 2003 (No changes) 
 
 
 
 
 
 
 


