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INTRODUCTION 
 
The Anderson County District Three School Board believes that the quantity and quality of 
learning programs are directly dependent on the funding provided and the effective, efficient 
management of those funds.  Therefore, achievement of the District’s purposes can best be 
made through excellent fiscal management.  To achieve this, a system of accounting practices 
and procedures is necessary for the District to account for the receipt and disbursement of 
funds in an accurate and efficient manner as well as providing for the safeguarding of the 
District’s assets.  
 
Inherent in the governing process of Anderson County School District Three is that the District 
hire and retain employees who are entrusted with public funds and are expected to safeguard 
those funds and assets and expend its funds in a manner that is efficient, economical and effective 
to achieve the purpose for which they were provided to the District.  Officials and employees who 
handle such funds must provide a full accounting of their activities to both the public and to other 
levels of government with a strong commitment to integrity and ethical values.  
 
Recently major changes have been implemented by the Governmental Accounting Standards 
Board (GASB) that alters the context of both recordkeeping and reporting by the District and those 
to who they are accountable.  On June 30, 1999, GASB approved GASB Statement No. 34, Basic 
Financial Statements — and Management’s Discussion and Analysis —for State and Local 
Governments.  This statement calls for the most significant change in the history of governmental 
accounting and reporting. It is a major change in the way School Districts record, report and 
present financial information.  
 
Statement 34 addresses two separate components of financial accountability: 
1. Fiscal accountability requires that Districts demonstrate compliance with public decisions 

concerning the raising and spending of public funds in the short term, which is usually a single 
budgetary cycle, or one year.  

2. Operational accountability requires that a district demonstrate the extent to which it has met 
and can continue to meet its operating objectives in an efficient and effective manner.  

 
The District is responsible for compliance with both Federal and State Regulations that govern 
aspects of operations, recordkeeping and financial reporting.  Annually, the South Carolina State 
Department of Education publishes the following: 

 
Financial Accounting Handbook  
• Funding Manual 
• Single Audit Guide  

In addition the Federal Government’s Office of Management and Budget (0MB) has issued 0MB 
Circular A-133 and related compliance supplement OMB Supercircular Uniform Grant Guidance 
(UGG) and related compliance supplement. 
It is the position of the Anderson County School District Three Board that the District will be in 
compliance at all times with the requirements outlined in the above authoritative publications and 
if any procedures listed in this manual are in conflict with the procedures required by the above 
publications then the procedures required by the above publications will be followed.  
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INTERNAL CONTROL SYSTEM  
 
The School District’s internal control system comprises the policies and procedures established 
to provide reasonable assurance that specific District objectives will be achieved related to 
operations, reporting and compliance.  These processes are effected by the Board of Trustees, 
senior leadership, and other management personnel and staff.  Administration is responsible for 
maintaining an effective internal control system and communicating the expectations and 
responsibilities to all staff members as part of the internal control environment. All staff members 
are responsible for carrying out the internal control requirements as set forth by Administration. 
Accounting responsibilities, procedures, and policies should be implemented and designed to 
prevent:  

1. Misstatement of account balances because errors go undetected (both intentional and 
unintentional); and,  

2. Misappropriation of cash and other resources of the School District.  

These objectives are pursued through a sound internal control structure which is carefully 
established and meticulously followed by accounting personnel.  Such an internal control 
structure can also tend to promote operational efficiency.  

The District’s objectives relating to operations, reporting, and compliance are as follows: 

• Operations Objectives 
o Provide opportunities for the success of all students by providing a high-quality 

and comprehensive instructional program, to include related arts and athletics. 
o Provide high quality, safe and secure facilities 
o Implement initiatives that reinforce the use of technology as a tool for 

instructional improvement and improvement of student achievement. 
o Review/analyze, on an on-going basis, the effectiveness and efficiency of the 

district’s operational processes for continuous improvement. 
o Pursue all funding sources and effectively and efficiently utilize funds for the 

optimal support of the vision, mission, goals, and the overall operations of the 
district. 

o Maintain fiscal responsibility and stability. 
• Reporting Objectives 

o Utilize a variety of conventional and technological means to improve 
communications with all facets of the school and business community. 

o Provide reliable, timely, and transparent reporting of the district’s financial and 
non-financial information as required by local, state, and federal agencies as 
well as requirements by the district’s policies and procedures. 

• Compliance Objectives 
o Maintain compliance with local, state, and federal laws and regulations. 
o Maintain compliance with district policies and procedures. 

In compliance with COSO, the School District’s internal control structure is comprised of control 
environment, risk assessment, control activities, information and communication, and monitoring 
activities. These five components and seventeen subparts are as follows:  
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Control Environment  

The control environment is the set of standards, processes, and structures that provide the basis 
for carrying out internal control across the district.  The Board of Trustees and Senior Leadership 
establish the tone at the top regarding the importance of internal control including expected 
standards of conduct. 

o The district will demonstrate a commitment to integrity and ethical values. 
o The district’s Board of Trustees will demonstrate independence from management and 

exercises oversight of the development and performance of internal control. 
o With board oversight, district management will establish structures, reporting lines, and 

appropriate authorities and responsibilities in the pursuit of district objectives. 
o The district will demonstrate a commitment to attract, develop, and retain competent 

individuals in alignment with objectives. 
o The district will hold all staff members accountable for their internal control responsibilities 

in the pursuit of the district’s objectives. 
 
Risk Assessment 
 
Risk assessment forms the basis for determining how the district will manage various risks from 
external and internal sources. This involves a dynamic and iterative process to identify and assess 
risks to the achievement of the district’s objectives. 

o The district will specify objectives with sufficient clarity to enable the identification and 
assessment of risks relating to objectives. 

o The district will identify risks to the achievement of its objectives and will analyze risks as 
a basis for determining how the risks should be managed. 

o The district will consider the potential for fraud in assessing risks to the achievement of its 
objectives. 

o The district will identify and assess changes that could significantly impact the district’s 
internal control system. 

 
Control Activities 
 
Control activities are the actions established through the district’s policies and procedures that 
help Senior Leadership’s directives to mitigate risks to the achievement of the district’s objectives. 

o The district will select and develop control activities that contribute to the mitigation of risks 
to the achievement of the district’s objectives to acceptable levels. An important part of 
control is the accounting system and related procedures as follows: 

The accounting system encompasses the methods and records established to identify, 
assemble, analyze, classify, record, and report the District’s transactions and to maintain 
accountability for the related assets and liabilities.  An effective accounting system gives 
appropriate consideration to establishing methods and records that will: 

1. Identify and record all valid transactions. 
2. Describe on a timely basis the transactions in sufficient detail to permit proper 

classification of transactions for financial reporting.  
3. Measure the value of transactions in a manner that permits recording their proper 

monetary value in the financial statements.  
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4. Determine the time period in which transactions occurred to permit recording of 
transactions in the proper accounting period. 

5. Present properly the transactions and related disclosures in the financial statement 

Control procedures encompass those policies and procedures, in addition to the control 
environment and the accounting system that Administration has established to provide 
reasonable assurance that specific District objectives will be achieved.  Specific Control 
procedures are as follows: 

1. Proper authorization of transactions and activities. 
2. Design and use of adequate documents and records to help ensure proper recording 

of transactions and events, such as monitoring the use of pre-numbered documents, 
purchase orders, and travel authorization and reimbursement process.  

3. Provide adequate safeguards over access to and use of assets and records, such as 
secured facilities and authorization for access to computer programs and data files. 

4. Independent checks on performance and proper valuation of recorded amounts, such 
as clerical checks, reconciliations, comparisons of assets with recorded accountability, 
computer-programmed controls, administrative review of reports that summarize the 
detail of account balances, and user review of computer-generated reports.  

5. Reviews of expenditures are conducted to ensure allow-ability of costs for the fund 
being utilized (as described in the Funding Manual and grant document), proper 
receipt of goods and/or services and availability of funds as planned in the budget.  
This review is documented by sign-offs by the appropriate fund sponsor on the 
purchase order and invoice.  Also, the Director of Financial Services reviews 
expenditures against budgets as part of the claim process. 
 

 
o The district will select and develop general control activities over technology to support 

the achievement of the district’s objectives. 
o The district will deploy control activities through policies that establish what is expected 

and procedures that put policies into action. 
 

Information and Communication 
 
Information is necessary for the district in carrying out the internal control responsibilities to 
support the achievement of the district’s objectives.  Communication, both internal and external, 
is a continual, iterative process of providing, sharing, and obtaining necessary information. 

o The district will obtain or generate, and use relevant, quality information to support the 
internal control system. 

o The district will communicate information internally necessary to support the internal 
control system.  This will include communicating the district’s objectives and 
responsibilities for internal controls. 

o The district will communicate with external parties regarding matters that affect the internal 
control system. 
 

Monitoring Activities 
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Monitoring activities consists of ongoing evaluations and separate evaluations to ascertain 
whether each of the internal control components is present and functioning.  Findings will be 
evaluated and deficiencies will be communicated in a timely manner. 

o The district will select, develop, and perform ongoing and/or separate evaluations to 
ascertain whether the internal control components are present and functioning.  These 
controls are conducted by the Director of Financial Services and the External Auditors on 
an annual basis.  This review consists of testing procedures related to authorization 
and documentation of transactions, cash management procedures, bank 
reconciliations, inventory methods and budgetary controls.  Based on this review 
internal controls are evaluated for adequacy with changes made as needed 

o The district will evaluate and communicate internal control deficiencies in a timely manner 
to those parties responsible for taking corrective action.  This will include Senior 
Leadership and Board of Trustees, as appropriate. 

Governmental Accounting Fund Accounting System 
 
The need to account for separate operations differently and the fact that many school district 
revenue sources carry legal restrictions regarding how they can be spent, have together resulted 
in the development of fund accounting for school districts.  Fund accounting emphasizes separate 
detailed accounting and reporting for each of the several subparts of a district, called funds, rather 
than accounting and reporting for the District as a whole.  Significant importance is placed upon 
the need for the accounting system to assure that spending restrictions are met. 

The Governmental Accounting Standards Board has defined the term “fund” as follows; 

A fund is a fiscal and accounting entity with a self-balancing set of accounts recording cash and 
other financial resources, together with all related liabilities and residual equities or balances, and 
changes therein, which are segregated for the purpose of carrying on specific activities or attaining 
certain objectives in accordance with special regulations, restrictions, or limitations.  

Funds are generally classified into three categories.  The first category of funds is governmental 
funds.  Governmental funds are often called ‘source and disposition,” “expendable,” or 
“government-type” funds.  These are the funds through which most school District functions are 
typically financed.  The acquisition, use, and balances of the District’s expendable financial 
resources and the related current liabilities (except those accounted for in proprietary funds) are 
accounted for through this fund category (general, special revenue, capital projects, and debt 
service funds). 

The governmental funds are in essence, accounting segregations of financial resources. 
Expendable assets are assigned to the various governmental funds according to the purpose for 
which they may or must be used; current liabilities are assigned to the fund from which they are 
to be paid; and the difference between governmental fund assets and liabilities, the fund 
equity, is referred to as “Fund Balance.”  

GASB Statement No. 34 creates, in addition to the four ‘traditional” governmental funds, a fifth 
governmental fund type, to be known as a “Permanent Fund”.  The role of the permanent fund is 
“to report resources that are legally restricted to the extent that only earnings, and not principal, 
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may be used for purposes that support reporting government’s programs—that is, for the benefit 
of the governmental unit.  

The second major fund category is proprietary funds.  These funds are sometimes referred to 
as “income determination”, “nonexpendable,” or “commercial-type” funds.  They are used to 
account for the District’s ongoing organizations and activities (such as food service because food 
service generates income) that are similar to those often found in the private sector (enterprise 
and internal service funds).  All assets, liabilities, equities, revenues, expenses, and transfers 
relating to the District’s business and quasi-business activities are accounted for through 
proprietary funds. 

The third major category of funds is the fiduciary funds.  These are funds used to account for 
assets held by the District in a trustee capacity or as an agent for individuals, private 
organizations, other governmental units, and/or other funds.  Under GASB Statement No. 34 
significant changes have been made in the fiduciary funds.  These are discussed later in detail 
under Types of Funds.  

 
Generally accepted accounting principles has established a fourth category, the self- balancing 
accounts, to demonstrate accountability for and control of the District’s general capital assets 
and general long-term liabilities.  The District’s general capital assets are comprised of all capital 
assets except those accounted for in proprietary or trust funds.  They are not financial resources 
available for expenditure.  The immature principal of the District’s general long-term liabilities 
(long-term liabilities not accounted for in proprietary funds or trust funds) do not require an 
appropriation or expenditure (use of financial resources) during the current accounting period.  
Consequently, neither is accounted for in the governmental funds, but in the self-balancing 
accounts.  These accounts are not funds since they do not reflect available financial resources 
and related liabilities.  They are purely accounting records of the capital assets and general long-
term liabilities, respectively, and certain associated information. 

Types of Funds  

The School District’s accounting records should be maintained in a manner which permits the 
preparation of separate reports on the different types of funds.  Districts should maintain the 
minimum number of funds consistent with legal and operating requirements, since too many funds 
can result in inflexibility, undue complexity, and inefficient financial management.  The following 
major fund types and two self-balancing accounts should be used by the District, when applicable. 

Governmental Funds: 

1. The General Fund — Accounts for all financial resources except those required to be 
accounted for in another fund. 

2. Special Revenue Funds — Accounts for the proceeds of specific revenue sources (other 
than major or capital facilities other than those financed by proprietary funds or in trust 
funds for individuals, private organizations or other governments.)  See page 17 for chart 
of traditionally received federal funds with catalog of federal domestic assistance (CFDA) 
numbers and titles, federal award identification number, federal awarding agency and 
pass-through entity (PTE).  See the current External Audit for financial results of each 
federal program. 
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3. Debt Service Funds — Accounts for the accumulation of resources for, and the payment 
of, general long-term debt principal and interest. 

4. Permanent Funds — Accounts for resources that are legally restricted to the extent that 
only earnings, and not principle, may be used for purposes that support Anderson School 
District Three. 
 
 

Proprietary Funds: 
 

1. Enterprise Funds — to account for operations that are: 
a. Financed and operated in a manner similar to private business enterprises, where 

the intent of the governing body is that the costs (expenses, including depreciation) 
of providing goods and services to the general public on a continuing basis be 
financed or recovered primarily through user charges; or  
 

b. Where the governing body has decided that periodic determination of revenues 
earned, expenses incurred, and/or net income is appropriate for capital 
maintenance, public policy, management control, accountability, or other 
purposes.  
 

Fiduciary Funds: 
 
The GASB Statement No. 34 makes significant changes in the fiduciary funds — trust and agency 
funds.  GASB considered that the inclusion of the fiduciary funds resources that are not available 
to support a government’s programs within a set of government-wide financial statements might 
be misunderstood by the financial statement users.  Accordingly, fiduciary funds (and fiduciary-
type component units) will be excluded from the new government-wide financial statements 
required by GASB-34.  GASB 34 will allow fiduciary funds to be used only to report assets that 
cannot be used to support Anderson School District Three’s own programs.  As a result of this 
change, many activities currently reported in fiduciary funds, particularly in expendable trust 
funds, now will be reported in some other fund type. In many cases, the new location of reporting 
such activities will be one of the governmental funds (general fund, or special revenue funds).  
GASB Statement No. 34 alters the existing fiduciary fund structure in four important ways: 
 

1. The new reporting model eliminates the trust and agency fund type, thereby elevating the 
various components of this fund-type status in their own right. 

2. The new reporting model eliminates both the expendable and nonexpendable trust fund 
types. Third GASB Statement No. 34 creates a new “private-purpose trust funds” fund 
type.  

3. The pension trust fund type is expanded to embrace other employee benefits as well as 
pensions.  
 

Fiduciary Fund Types are used to account for assets held by a governmental unit in a trustee 
capacity or as an agent for individuals, private organizations, other governmental units, and/or 
other funds. These include: 
 

1. Agency Funds — used to account for resources held by the reporting government in 
purely custodial capacity (assets equal liabilities).  Agency funds involve only the receipt, 
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temporary investment, and remittance of fiduciary resources to individuals, private 
organizations, or other governments. 

2. Investment Trust Funds — used to account for the external portion of investment pools 
reported by the sponsoring government, as required by GASB Statement 31, paragraph 
18.  
 

Under the current reporting model fiduciary funds not all present the same basic financial 
statements.  Under the new government financial reporting model, all fiduciary funds will reports 
the same two basic financial statements: Statement of Fiduciary Net Assets and Statement of 
Changes in Fiduciary Net Assets.  This change is the natural result of the elimination of the 
expendable and nonexpendable trust fund categories. 

 
Self-Balancing Accounts: 

1. General Capital Assets—capital assets of the government that are not specifically 
related to activities reported in proprietary or fiduciary funds.  General capital assets are 
associated with and generally arise from governmental activities.  Most often, they result 
from expenditures of governmental fund financial resources.  They should not be reported 
as assets in governmental funds but should be reported in the governmental activities 
column in the governmental-wide financial statements.  

2. General Long-term Liabilities—accounts for the unmatured principal of bonds, warrants, 
notes, or other forms of noncurrent are long-term general obligation indebtedness.  
General long-term debt is not limited to liabilities arising from debt issuances, but may also 
include noncurrent liabilities on lease-purchase agreements and other commitments that 
are not current liabilities properly recorded in governmental funds.  General long-term 
liabilities should not be reported as liabilities in governmental funds, but should be reported 
in the governmental activities column in the government-wide statement of net assets.  

ACCOUNT CODING SYSTEM 

 
Account Number Structure and Detail 

The State Department of Education publishes a Financial Accounting Handbook (see Appendix 
A) and Funding Manual which serves as the basis for the account code structure used by the 
District.  

Account codes consist of 11 digits — three strings of three digits, two digits, and finally three digits 
as illustrated below:  

000 000 000 000 000 

1 2 3 3 3 

Fund Number Function Object Modifier Location 
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1. Fund Number - The following three digits are assigned to funds utilized by the District: 
100 General Fund, 200 Special Revenue (normally identifies all federally funded 
programs), 300 Special Revenue (used for Education Improvement Act Funds), 400 Debt 
Service, 500 Capital Projects, 600 Food Service, 700  Pupil Activity Account Coding 
System, 800 and 900 Special Revenue. 
 

2. Function - The action a person takes or the purpose for which a thing exists or is used.  
The Function describes activities for which services or material objects are acquired.  The 
activities of a school district are classified into five broad functional areas: instruction, 
supporting services, community services, non-programmed charges and debt services. 
Functions are further broken down into sub-functions and service areas which are 
subsequently subdivided into areas of responsibility.  
 
For example: 111 – Kindergarten, 137 - Preschool Handicapped, 222 - educational media 
 

3. Object - Defines the service or commodity obtained as the result of a specific 
expenditure. There are seven broad object categories. They are: 100’s Salaries, 200’s 
Employee Benefits, 300’s Purchased Services, 400’s Supplies/Materials, 500’s Capital 
Outlay, 600’s Other Objects, and 700’s Transfers.  These broad categories are subdivided 
to obtain more detailed information about objects of expenditures. A three-digit code is 
used which makes it possible to identify detailed expenditure information. 
 

4. Modifier - The three digit code can be used by the person spending the money to 
distinguish like account from one another.  (Example: 100-254-410-070-006, the modifier 
070 was used to distinguish the school’s maintenance supply budget from the district level 
maintenance supply budget.) 
 
 

5. Location - The two-digit location code identifies the location expending the money. The 
following list are the Anderson School District Three location codes:  
 
002  Iva Elementary  
003  Starr Elementary  
004  Starr-Iva Middle    
005  Crescent High  
006  District Office  
008  Flat Rock Elementary  
000  Transportation 
 

 
Coding for Revenues  
 

1. An example of a revenue code is: 100-010-210-000-000 
 

100 Represents General Fund 
010-210 Denotes Revenue Code 1210 (the Revenue Code for Tax Levy Auto) 

000 Modifier Which is Not Used for Revenue 
000 Identifies the Location, if Applicable.  
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Coding for Expenditures 
1. Function - the action a person takes or the purpose for which thing exists or is used.  

The function describes activities for which services or material objects are acquired.  The 
activities of a School District are classified into five broad functional areas: 
 

a. Instruction 
b. Supporting Services 
c. Community Services 
d. Non-programmed charges 
e. Debt services 
 
Functions are further broken down into sub-functions and service areas which are 
subsequently subdivided into areas of responsibility.  
 

2. Object - the service or commodity obtained as the result of a specific expenditure.  
Seven major Object categories are identified and described in this manual:  
 

a. Salaries 
b. Employee Benefits 
c. Purchased Services 
d. Supplies and Materials 
e. Capital Outlay 
f. Other Objects 
g. Transfers 

 
These broad categories are subdivided to obtain more detailed information about objects 
of expenditures.  A three-digit code is used which makes it possible to identify detailed 
expenditure information.  Following are definitions of the major object and sub-object 
categories. 
 
Note: Since all expenditure accounts are not allowed in each fund type, please refer 
to the State Department of Education’s Single Audit Guide and Funding Manual to 
determine the appropriate account code for expenditures.   

 
Budgeting  

Legal Considerations 

The basic legal requirements pertaining to the budget process for Anderson County School 
District Three is contained in The South Carolina Code of Laws.  This Code of Laws  
Governs the basic framework within which budgeting must be carried out.  The following  
matters should be considered in view of the South Carolina Code of Laws: 
 

1. What are the responsibilities of the District with regard to the budget? 
2. What legal actions are required to establish the official budget? 
3. How detailed must the budget enactment be? 
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4. What time schedule must be followed in the budget adoption process? 
5. How may the enacted budget be amended? 
6. What is the legal level of budgetary compliance? 
7. Can an unbalanced budget be adopted? 
8. What can be or should be done about budget deficits?  

School administrators should be familiar with legal provisions with regard to the budget process. 
Assistance or legal advice may be obtained from the South Carolina Department of Education or 
the District’s legal counsel.  

Responsibilities – Administration’s Role 

Administration’s role in the budgetary process involves three major areas: 

1. Preparing budget proposals for consideration by the Board;  
2. Explaining and clarifying current fiscal conditions, fiscal prospects, and budgetary 

proposals to the Board; 
3. Implementing the budget enacted by the Board and monitoring performance to ensure 

that programmatic and fiscal objectives are met. 

Administrators must be involved in the details of budget development and implementation. They 
must also seek to summarize these details and present information in a way that complements 
the Board’s policymaking function.  

Annual Budget 

The annual budget is the financial plan for the operation of the school system.  The District will 
express those plans through four types of budgets: 

1. General Fund 
2. Special Revenue Funds (federal and state) 
3. Capital Funds 
4. Debt Service Funds 

The budgets provide the framework for both expenditures and revenues for the year.  They 
translate into financial terms the educational programs and priorities for the system. 

Planning the budget document is a continuous process.   Planning involves long-term thought, 
study, and deliberations by the superintendent, board, administrative staff, faculty and citizens of 
the District. The Superintendent will have overall responsibility for budget preparation.  Based on 
the superintendent’s recommendations, the board will approve an annual operating budget. 

The Budget Calendar 
The annual operating budget should be enacted prior to the beginning of each fiscal year. Since 
the budget is an operating financial plan for the School District, it is important that school officials 
know the terms of the budget early in the fiscal year, and preferably before the fiscal year begins. 
This knowledge will permit them to adjust for any changes the budget may require in services and 
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procedures well in advance of the time they must be implemented. It also permits the finance 
office to make the necessary entries in the financial records to begin controlling expenditures 
when the fiscal year begins. 

To ensure that the goal of enacting the budget prior to the beginning of the fiscal year is met, a 
budget calendar should be prepared that establishes all key dates.  A Budget Development Plan 
should be prepared by the Finance Officer and Superintendent prior to January.  This plan outlines 
in details how the budgets will be developed.   

BUDGET CALENDAR 
 
January Principals Develop Enrollment Projections and send to Business 

Manager 
 
January Budget Forms to Principals/Department Heads 
 
February                 School Budgets Recommended by Building Leadership Team and                                         

School Improvement Council sent to Business Manager 
 
April Budget Review with Principals 
                                                
 
April  Budget Priorities Developed by District Office Administration              
                
May Principals Review Budget Priorities 
                                    
May                       Budget Work Session with District Three Board at 6:30 p.m. 
 
May  Budget Work Session with District Three Board at 6:30 p.m. 

(If necessary) 
 

June                       Submit Preliminary Draft of Budget to Anderson County Board of 
Education 

 
June Meeting and Budget Work Session at 6:30 pm 

Public Hearing and District Three Board Approves Budget to follow 
Work Session 

                                   
June   Workshop with Anderson County Board of Education to finalize 

Budget 

Budget Monitoring 

The Finance Department will prepare a monthly listing of all accounts within each school.   Each 
account listed will indicate the revised budget, current period expenditures, total expenditures to 
date, and balance remaining to be spent.  These reports will be sent to the Principal monthly.   
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Principals/Department Heads are responsible for monitoring and managing budgets for programs 
under their supervision.  Also, the Finance Department will prepare month-end financial 
statements and monitor all accounts.  

Local Fund Procedures (Taxes) 
 

Local property taxes are forecasted from assessed value information received from the County 
and is approve in the budget by the Board of Trustees.  Once the budget is projected and 
approved, it is recorded in the district accounting system by the Director of Financial Services. 
Local property taxes are received by the County Treasurer.  When these funds are received the 
district is notified by the County Board Accountant that the funds are available to be claimed.  The 
Account Payable Specialist claims the funds from County Board.  This claim is reviewed and 
authorized by the Director of Financial Services and the Board of Trustees.  The County Board 
Accountant deposits the funds to the district’s bank account.  The Accounts Payable Specialist 
confirms the deposit and receipts the fund into the district accounting system. The Director of 
Financial Services reviews the claims to the accounting system to ensure that all funds were 
appropriately receipted and deposited.   

Grant Procedures 

 
A grant represents funds requested from a state, federal or private source. The grant is a 
commitment from the source to provide funds for specified purposes. 
 
In order to process a grant, the following steps must be completed before any commitments for 
purchases or employment are made:  

1. Submit to Finance:  
a. A complete copy of the grant application with all required signatures if an 

application is required.  
b. A copy of the signed award letter from the granting agency specifying the amount 

of the grant and clearly indicating approval. Someone must sign the award letter 
from the granting agency.  

c. A copy of any reporting requirements and any deadlines for the grant.  
i. If financial reporting is required, Accounting will provide this information; 

however, the budget must be set up to allow us to provide the information 
from our reports. If program information is required (the purpose of 
expenditures, how the expenditures meet the objectives of the grant, etc.) 
the person writing the grant application is responsible for ensuring the 
proper information is provided.  

d. If “matching” funds will be provided from District resources a written authorization 
from the District Administrative staff committing the funds must be submitted.    

i. A complete budget for the grant. The budget must be prepared using the 
functions and objects of expenditure shown in the Financial Accounting 
Handbook published by the State Department of Education.  
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ii. If salaries are budgeted for the grant, the number of positions must be 
specified for each program. (Example: Elementary, 2 teaching positions; 
Counseling, I Counselor.) All compensation must be budgeted and paid 
from the proper salary code.  Employer matching contributions must be 
calculated and included in the budget. 

iii. For each position budgeted; the salaries and benefits must be calculated. 
1. Salaries are calculated based on the number of days/ hours and the 

appropriate salary schedule.  
2. All employees are subject to FICA (Social Security taxes), and 

Retirement. 
3. If the employee works somewhere else in the District you must 

budget for the proportionate share of the benefits.  
2. Chart of Accounts 

After Accounting receives the above documents, they will establish account codes to go 
with the budget items outlined in the budget. A Chart of Accounts will be issued to the 
Principal/Department Head or Project Manager showing Fund, Function and Object Code 
for each budgeted item. (This process takes some time, so please allow at least 10 
working days for us to set up the budget and enter it into the computer.) NO PURCHASE 
ORDER REQUISITIONS, EMPLOYMENT REQUESTS OR OTHER COMMITMENTS 
ARE TO BE ISSUED UNTIL AFTER THE CHART OF ACCOUNTS HAS BEEN 
RECEIVED.  

3. After you receive the Chart of Accounts, you may process grant expenditures. 
a. If you intend to hire someone, prepare an employment request form that can be 

obtained from the Department of Human Resources. Submit the employment 
request to the appropriate administrator. (The same information must be included 
on an employment request for a replacement employee when someone quits or is 
transferred.) 

4. When preparing purchase orders, be sure to use the appropriate account code on the 
Purchase Order. All monies received in the District for special grants must be expended 
in accordance with the funding manual, established District accounting procedures, and 
grant guidance.  

5. Grants requiring annual approval will be budgeted according to the anticipated revenue 
and expenditure amounts provided by the Program Coordinator.  These budgets will be 
revised when the grant is re-approved. 

6. All grants will be monitored by the Finance and Program Departments throughout the 
school year to ensure accurate and complete disclosure of expenditures, compliance with 
grant guidelines and budgets, and optimum use of funds. 

Federal Grants Cash Flow and Related Internal Controls 

The district will establish and maintain internal controls over Federal programs that are designed 
to reasonably ensure compliance with Federal laws, regulations, and program compliance 
requirements.  Internal controls over Federal programs will be reviewed and updated as 
applicable annually for any changes in Uniform Grant Guidance and the compliance supplement.  
The internal controls over Federal programs will be based on the funding manual as well as any 
additional compliance requirements as stated within the grant agreement. Also, all federal award 
expenditures shall comply with the district procurement code guidelines.  Annually, the Director 
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of Financial Services will renew the district’s registration with the System of Award Management 
(www.sam.gov).  For detailed information regarding Internal Controls for Federal Programs 
see the Supplement Section entitled Federal Award Uniform Grant Guidance starting on 
page 41.  General Program procedures are as follows: 

1) Federal grant awards are signed by the Superintendent and distributed to the Director of 
Financial Services and Program Office. Program Staff receive initial allocations and 
prepare budgets in GAPS (Grants Accounting Process System).   

2) The allocated budget in GAPS is reviewed by the Director of Financial Services to ensure 
appropriate accounts codes are used and that budgeted expenditures are compliant with 
funding guidelines. The budget is then sent to the SDE (State Department of Education) 
for final approval. Once the budget is approved by the SDE expenditures can be 
processed   The Director of Finance is responsible for preparing and maintaining MOE 
information. 

3) The Director of Financial Services enters the grant budget into the Accounting System. 
4) The Program office initiates expenditures of non-salary/fringe budgets by creating a 

purchase order in the district accounting system  
5) Salary and Fringe expenditures are handled by the District Payroll Administrative through 

the district accounting system as budgeted by the Program Office. 
6) Once non-salary and fringe services or merchandise is received the program office signs-

off and codes for payment all invoices to verify that items orders were received.  The 
Accounts Payable Administrative Assistant then checks for proper account coding and 
availability of funds and then processes the invoice for payment in the district accounting 
system  

7) All check proofs are signed and reviewed by the Director of Financial Services to ensure 
that vendors and amounts paid are valid. 

8) Each quarter expenditures claims of federal funds are prepared by the Director of Financial 
Services through the GAPS system.  This process ensures that funds are   expended as 
budgeted.  

9) Quarterly expenditure reports are submitted to SDE through the GAPS system. 
10)  Grants funds claimed are sent back to the district via the State LGIP (Local Government 

Investment Pool). The District AP Administrative Assistant obtains the grant funds paid 
from the SDE weekly payment report and moves the funds from the LGIP to the district’s 
bank account.  The amount claimed is reviewed by the Director of Financial Services and 
the Board of Trustees, and is then sent to the County Board office for notification. 

11)  At year-end the Director of Financial Services verifies the amounts received in each grant 
to the SCDE Project Accounting Master List.  This report is also verified by the External 
Auditors. 

12) The Director of Specials Services and Title I Director are responsible for maintaining 
inventory of all fixed assets purchased with federal funds.  

13) Note:  State Grants are handled in much the same way as Federal Grants.  Federal funds 
are expended on a reimbursement basis, while State funds are allocated in advance.  All 
other guidelines and internal controls in this manual apply to grant funds. 

All monies received in the District for special grants must be expended in accordance with the 
funding manual, established District accounting procedures, and grant guidance. Grants 

requiring annual approval will be budgeted according to the anticipated revenue and 
expenditure amounts provided by the Program Coordinator.  These budgets will be revised 

when the grant is re-approved. 
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LEA Subfund 

 
Federal Grantor/Pass-through Grantor 

Program Name 

Federal 
CFDA 

Number 

Pass-through 
Grantor’s 
Number 

 
 U.S. Department of Education passed 

through South Carolina State Department of 
Education 

  

    
201 Title I 84.010 XX-BA006 
203 Individuals with Disabilities Education (IDEA) 84.027 XX-CA006 
205 Handicapped Pre-School 84.173 XX-CG006 
207 Carl Perkins - CTE 84.048 XX-VA006 
210 Title IV SSAE 84.424A  
237 Title I TSI 84.010A  
251 Rural and low-income school program, Title 

VI 
84.358 XX-BS006 

264 ESOL Title III (Anderson 5 Fiscal Agent) 84.340 XX-BK006 
267 Improving Teacher Quality 84.367A XX-TQ006 

 U.S. Department of Agriculture passed 
through 

  

 South Carolina State Department of 
Education 

  

    
600 School Lunch Program 10.555  
600 School Breakfast Program 10.553  
600 Commodities/Food Distribution 10.550  

    
Note:  XX in the Pass-through number represents the year 

Purchasing 

 
The Purchasing system as outlined in this section is to provide a systematic and businesslike 
method of obtaining and supplying materials and equipment for the District.  All purchases of the 
District including local, state and federal will be in accordance with the approved Anderson County 
School District Three Procurement Policy.  Any single procurement not exceeding fifty thousand 
dollars ($50,000.00) may be made in accordance with this paragraph; provided however that such 
procurement shall not be artificially divided so as to constitute a small purchase. A purchase 
order is required for all purchases other than for incidentals where purchase orders are 
not accepted.  For purchases not handled with a purchase order a check request form 
should be submitted for reimbursement (see appendix A).    

Small purchases not exceeding two thousand five hundred dollars ($2,500.00) may be 
accomplished without competitive quotation if the prices are considered to be reasonable.  The 
District shall annotate the purchase requisition as follows:  “Price is fair and reasonable” and sign 
such purchase requisition.  Such purchases shall be distributed equitable among qualified 
suppliers.  When practical, a quotation will be solicited from other than previous supplier prior to 
placing a repeat order. 
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Small purchases from two thousand five hundred and 1/100 dollars ($2,500.01) to ten thousand 
($10,000.00) may be accomplished if verbal or written quotes from a minimum of three qualified 
sources of supply are made and it is documented that the procurement is to the advantage of the 
District, price and other factors considered, including administrative costs of the purchase.  Such 
documentation shall be attached to the purchase requisition. 
 
Small purchases from ten thousand and 1/100 dollars ($10000.00) to fifty thousand dollars 
($50,000.00) may be accomplished if written quotes from five qualified sources of supply are 
obtained and it is documented that the procurement is to the advantage of the School District, 
price and other factors considered, including the administrative costs of the purchase.  Such 
documentation shall be attached to the purchase requisition.  When prices are solicited by 
telephone the vendors shall be requested to furnish written evidence of such quotation.   

Purchase Order Procedure  

Purchase orders will be processed through the accounting software system by the 
Principal//Department Head authorizing the purchase.  Purchase orders should be authorized by 
the appropriate supervisor prior to the purchase or commitment of funds. Fund sponsors should 
ensure that funds are being expended in compliance with all federal, state and local grant 
guidance. 
 
RECEIVING ITEMS ORDERED AND PROCESSING INVOICES FOR PAYMENT  
(Principal/ Department Head Office) 
 

1. Upon receipt of the items, the invoice or receipts should be sent to the Account Payable 
Specialist (non-activity funds) or school bookkeeper (student activity funds) for payment.  
The invoice should be verified by the receiving party and signed to ensure that all 
merchandise was properly received. 

 

SALES AND USE TAX REQUIREMENTS 
 
The District is not exempt from paying sales tax on most purchases.  Examples of sales subject 
to sales tax are magazine subscriptions,  reader guides, test and answer sheets, evaluation 
criteria, games, albums, pupil cumulative records, guide pamphlets, yearbooks, award 
certificates, diplomas, writing materials, art supplies, drafting supplies, easels, projectors, 
projector lamps and bulbs, projection screens and equipment carts or tables, flannel boards, 
laboratory supplies and equipment, biological supplies incidental to classroom instruction, athletic 
equipment, shop supplies and equipment, recorders, computer instructional equipment , charts, 
maps, blank tapes and any and all other items of tangible personal property used in the classroom 
or office which do not qualify as “textbooks”.  Therefore, textbooks, magazines, and periodicals 
sold to public schools for use as part of a prescribed course of study are not subject to sales and 
use taxes.  The exemption is further defined in Regulation 117-174.213 to include school library 
books, encyclopedias and dictionaries.  Also included in the definition of textbook and therefore 
not subject to sales and use taxes are filmstrips, audio tapes and records, recorded music and 
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periodicals used as part of a prescribed course of study.  This statute however, does not exempt 
magazines and periodicals that are not used as part of a prescribed course of study.  Most other 
purchases not specifically addressed are not exempt. 

Most South Carolina businesses are aware that school district’s are not exempt from payment of 
sales tax on purchases.  However, some out of state businesses do not charge sales tax on items 
sold to the District.  Therefore, districts are required to keep track of purchases where sales tax 
has not been paid to the vendor and file a Sales and Use Tax Return monthly to pay the state for 
sales tax on these purchases. 

District personnel making purchases should make sure vendors are aware that the District is not 
exempt from South Carolina Sales and Use Tax.  

The District Accounts Payable Specialist and School Bookkeepers will track invoices that do not 
contain sales and use tax payments and file the monthly return (ST-388) making payment to the 
South Carolina Department of Revenue.  These payments will be charged back to the accounts 
and departments that made the purchase. 

Accounts Payable 

CASH MANAGEMENT  

All disbursements of District funds must be made in accordance with District procedures. We are 
accountable to the taxpayers who provide these funds, and we are also audited each year to 
ensure we follow established practices for making disbursements.  All checks not electronically 
created must be signed by someone not responsible for creating the check. 

DIRECT PAYMENTS 

Occasionally, cash payments are made to individuals that have contracted to perform certain 
services.  These payments are taxable and an IRS Form W-9 (see Appendix B) should be 
completed by individuals performing contracted services.  Therefore, payment for these services 
must be flagged in the accounting system as a 1099 invoice.  This process will ensure that a 1099 
is produced by the system for these vendors. 

REIMBURSEMENTS 

All expenditures should be handled with a purchase order However, when incidentals are being 
purchased and a PO is not accepted, reimbursements require that a check request form be 
completed (see appendix A).      

TRAVEL PROCEDURES 

To be eligible for reimbursement, all travel for District employees must be: 

1. Properly authorized 
2. Actually incurred 
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3. Necessary for fulfilling the responsibility of the District 
4. Conducted in the most economical manner for the District Official travel by Anderson County 

School District Three employees must be approved in advance. In-District travel will be 
reimbursed using the mileage reimbursement form.  Out of district travel reimbursement 
requests must be made by using a properly completed Travel Authorization/Reimbursement 
form in Doc-e-fill. 
 
IN-DISTRICT TRAVEL is defined as travel within the school district or the immediate vicinity. 
(No overnight travel is reported in this category.)  This type of travel is usually submitted on 
the mileage reimbursement form.  Reimbursement will be made at the standard mileage rate 
for travel within the District to conduct official business. This includes required travel from one 
district building to another, travel to required meetings, and home visits. This does not include 
travel from your home to your place of work. The employee must record the date, the number 
of miles traveled, and the reason for the trip on the form. The mileage reimbursement form 
must be approved by the Principal/Department Head.  Anderson School District Three 
currently reimburses mileage at the lesser of the IRS rate or $.56 as approved by the Board 
of Trustees.  The mileage reimbursement rate cannot exceed the U.S. General Services 
Administration (GSA) rate. The GSA rate changes periodically (see 
www.gsa.gov/portal/content/100715). 
 

1. TRAVEL TO PROFESSIONAL CONFERENCES/MEETINGS 
NOTE: THE FOLLOWING APPLIES WHEN THE EXPENSES FOR THE CONFERENCE 
ARE TO BE COMPLETELY REIMBURSED BY DISTRICT FUNDS:  

The Travel Authorization/Reimbursement form must be submitted to the 
Principal/Department Head for approval. The form is then sent to the appropriate district 
official dependent on the source of the trip.  The request, either approving or denying, is 
returned to the employee requesting travel.  Once the employee has completed the trip 
the form should be sent to the Business Manager for reimbursement. Lodging can only be 
paid at the GSA rate for trips funded by Federal or State funds.  Excess rates over the 
allowed rate must be paid by the General Fund.  The GSA lodging rate can be found at 
www.gsa.gov/portal/content/104877.  Lodging rates are per room, not per person.  Meal 
per diems are based on the state rate of $35.00 per day.  In addition meals must be 
reimbursed based on the departure and return times for the trips as follows: 
 

Meal Depart Before Return After Rate 
Breakfast 6:30 AM 11:00 AM $8.00 

Lunch 11:00 AM 1:30 PM $10.00 

Dinner 5:15 PM 8:30 PM $17.00 

Daily Max Allowance   $35.00 

     
Transportation Cost Guidelines: 
 

1. The General Fund covers the transportation cost for students and student athletes going 
to compete for Anderson School District Three teams or to represent Anderson School 
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District Three within South Carolina.  Representing ASD3 includes receiving a reward or 
recognition earned during competitions.  This includes Sports, Band, Chorus, Ag, and 
Student Body Organizations or Clubs. 

2. Activity Funds or Booster Club Funds should pay for transportations cost that are for trips 
to reward students/athletes as a positive reinforcement. This includes transportation cost 
to anything regarded as camps, character building activities or events, leadership retreats, 
or fun activities. 

3. Transportation cost for Grade Level Field Trips are paid for by the Student Activity Funds. 
4. The source of funds for Transportation Cost associated with Professional Development or 

any ASD3 employee travel will be determined by the Administrator authorizing the travel. 
5. The General Fund does not cover transportation cost of coaches going to Coaches Clinics.  

Funds for this should come from Athletics or Athletic Booster Clubs. 
6. Transportation cost to transport students to work at the Thrift Store is paid from Thrift Store 

revenues. 
7. Transportation cost associated with a Grant or Special Funding is to be paid from that 

source of funds. 
 
PAYMENT SCHEDULE 
1. Checks to vendors and employees are normally issued on Thursday of each week. 
2. Reimbursement requests and invoices must be received by the Accounts Payable Clerk by 

Tuesday morning to be included in Thursday payments.  Any requests or invoices received 
after that time will be held until the next payment date. 

DUTIES OF ACCOUNTS PAYABLE SPECIALIST 

1. Maintains files on all purchase orders for each school, the district office, and 
maintenance department. 

2. Enters all accounts payable information in accounting software. 
3. Writes all checks for the district, including special services, and maintains all 

information on computer. 
4. Assists school secretaries and other personnel with invoices as needed. 
5. Provides principals, technology coordinator, media specialists, nurses, transportation 

director, and band instructor expenditure records monthly. 
6. Prepares deposits and claims from County Treasurer for all funds. 
7. Maintains account ledgers. 
8. Helps prepare monthly financial statements. 
9. Maintains files on accounting data. 
10. Reconciles accounts payable bank statements monthly. 
11. Computes sales and use tax monthly. 
12. Assists Business Manger with secretarial duties as needed. 
13. Assists Business Manager with maintaining fixed asset records 
14. Acts as business office receptionist. 
15. When necessary, runs payroll. 
16. Runs daily backup maintenance for financial department and district office backup. 
17. Maintains postage meter for district office. 
18. Maintains petty cash. 
19. Maintains and distributes gas credit cards for district employees. 
20. Performs other duties as assigned. 
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PAYROLL 

All applications for employment are maintained in the Department of Human Resources/Office of 
Instruction.  Principals/Department Heads select from applications maintained and keyed in CSI 
of qualifying applicants for vacant positions.  Once an applicant has been hired into the district 
the original application goes into their personnel file which is maintained by Human 
Resources/Benefits Coordinator.  All applications remain in the active file for 2 years.  If no activity 
or updates have been made to the application(s) they are cleared from the active files and placed 
in storage for another 2 years changing the status in CSI to inactive.  After all the functions are 
complete (SLED check, board approval, etc.) the Department of Human Resources will enter the 
new hire data into the personnel module of CSI.  New employees will not be added to the system 
by anyone in the Finance Office.  New employees will sign up for Health Insurance Benefits, Tax 
Withholdings, and Retirement with the Finance Office.    
 
 
Initial set-up and any changes in an employee’s information during the school year are routed to 
Payroll from Human Resources using an Employee Insurance Benefit/Change Form: 
 

1. Address changes 
2. Name changes 
3. School/Department  
4. Telephone 
5. Job Assignment 
6. Contract days 
7. Hours worked per day 
8. Reassignment/Transfer 
9. Termination 
10. Retirement Effective Date 
11. TERI Start Date 
12. TERI End Date 

 
Employees requesting changes to payroll deductions will contact Human Resource.  These 
changes will be made by Payroll upon receipt of an Employee Insurance Benefit/Change Form 
and a copy of the source document indicating the necessary changes.  The Employee Insurance 
Benefit/Change form and source document will then be filed in the employees personnel file.  
Some examples of such changes are: 
                                    

1. Changes in withholding exemptions (W-4) 
2. Changes in Deferred Compensation withholdings 
3. State Health Insurance p21-remium changes 
4. Name changes for retirement 

 
The Office of Finance is responsible for salary administration within the school district guided by 
administrative established salary schedules. Currently, salary schedules exist for classified 
employees, professional employees, and administrative employees.  Employees who have 
incurred changes in their salary (i.e., number of contract days, assignments, etc) should have 
documentation filed in the employee’s personnel file.  Employees not paid from an existing salary 
schedule are set-up based on Board approved salaries. In the case of upgraded certificates for 
employees, Human Resources will forward a form showing the new certificate status to payroll 
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and the certificate filed with Human Resources.  All other changes in pay will be made by payroll 
after notification is received from the Office of Human Resources bearing the signature of the 
Superintendent.  The original document indicating the rate of pay will be filed in the employee’s 
personnel file.  
 
There are three payrolls each month:  
 

1. Regular payroll includes all certified and classified personnel paid monthly on the 
25th with the exception of the Custodian/Cafeteria which are paid bi-monthly on the 15th 
and 30th.  The payrolls cut off dates are given to each department yearly as to the time 
frame information is due to payroll.  If the 15th, 25th, or 30th of the month should fall on 
Saturday, the pay date will be on Friday.  If the 15th, 25th, or 30th of the month should fall 
on Sunday, the pay date will be the following Monday.  Exceptions to the pay date rule 
mentioned above may be Fall Break, Winter Break, Spring Break or the Last Day of 
School.   

a. Employees are paid a base salary for each payroll.  Adjustments are made on each 
payroll based on attendance.  Each attendance clerk will key attendance daily and 
forward documentation to Payroll within 5 days of payroll cutoff date. .   
 A pre-list by location is run and balanced.  After all the schools are balanced a 
pre-list for all locations is run and balanced with all payroll reports.  This report 
shows total gross wages, net wages, and taxes. The payroll is now ready to be 
processed. 

b. The check register and total pre-list register is approved by the Finance Director 
and placed in a binder to be filed.  After the checks are generated and signed they 
will be sorted accordingly and stored in a secure location until time for distribution.   

c. Direct deposit notifications are emailed to each employee’s email address. A direct 
deposit report and transmission file is generated by the Payroll Clerk.  This file is 
electronically transmitted to Peoples Bank via ECorp three days prior to the payroll 
date.   The Payroll Clerk will verify that each employee on the school’s payroll 
report has a check or direct deposit notification. 

d. The Payroll Clerk will transfer money from General Fund via Peoples Bank ECorp 
which has pre-set security levels the day before the payroll date to the payroll 
account.  

 
 

2. School Bus and other Duties Payroll 
The School Bus and other Duties Payroll includes overtime wages for bus drivers and bus aides.  
The bus payroll is paid on the 25th of each month.  Bus Supervisors are responsible for maintaining 
each bus driver and monitors time sheets.  The information from these time sheets will be 
transferred to the Payroll Clerk for entering into CSI system.  Individual time sheets will not be 
sent to the Payroll Office but will be filed by the Bus Supervisor at the individual locations. 
 
Time and Effort Requirements 

Employees whose salary are charged in whole or in part to a federal cost objective must complete 
either the monthly personnel activity report (PAR) or the semi-annual certification. Certifications 
are required for those whose salary is charged 100% to a federal cost objective. The PAR is 
required for any employee whose salary is charged less than 100% to a federal cost objective or 
to multiple federal cost objectives. These requirements are stated in the Office of Management 
Budget Circular A-87 "Cost Principles for State, Local and Indian Tribal Governments" Attachment 
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B Section 8h.  The Special Services Department and Title I Director will provide training for make 
employees effect by this requirement.  Also, The Special Services Department and Title I Director 
will review these records to ensure compliance.  These records will be maintained by the Special 
Services Department and Title I Director.  

DUTIES OF PAYROLL SPECIALIST 

1. Prepares all district payrolls. 
2. Maintains all payroll functions in accounting software. 
3. Prepares deductions, including preparations of all reports:  retirement, social security, 

unemployment, W-2, federal and state tax. 
4. Prepares payroll liabilities. 
5. Maintains all account ledgers. 
6. Maintains files on all accounting data. 
7. Reconciles payroll bank statements monthly. 
8. Helps prepare monthly financial statements. 
9. Assists Business Manager with budget preparation. 
10. Maintains the Processional Certified Staff report. 
11. Runs CSI updates and daily back up for CSI. 
12. Backs-up Finance Office receptionist. 
13. Assists Business Manager with secretarial duties as needed. 
14. Assists benefits department with processing forms and documentation of benefits. 
15. Assists Accounts Payable procedures when necessary. 
16. Performs other duties as assigned 

 
RESPONSIBILITIES OF THE DIRECTOR OF FINANCIAL 
SERVICES 
 
The Director of Financial Services: 
 

1. Manages the district’s casualty insurance program. 
2. Plans and directs the accounting operations of the school district; related accounts 

receivable and payable, expense accounts, payroll and benefits, and purchasing areas 
(includes reviewing bank reconciliations on a monthly basis, reviewing check proofs prior 
to payment, and reviewing journal entries prior to posting). 

3. Plans and administers the annual budget. 
4. Directs collection of all income and maintains all accounting and disbursement of all school 

district funds. 
5. Supervises the purchase of all supplies, materials and equipment. 
6. Assists with programs of plant maintenance and expansion. 
7. Arranges for the auditing of all funds. 
8. Managers the district’s investment program. 
9. Assists in recruiting, screening, hiring, assigning, supervising and evaluating personnel 

for positions in the offices under his/her jurisdiction. 
10. Supervises a budget control program (includes monitoring accounts to ensure budget 

compliance and accuracy of reporting). 
11. Submits a monthly statement to the Board detailing the status of each appropriation item. 
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12. Compiles necessary statistical data for the preparation of annual budgets. 
13. Acts as advisor to the superintendent on the school budget and all other business and 

financial questions. 
14. Prepares financial reports as required by state and federal agencies having jurisdiction 

over public school funds. 
15. Supervises completion of all applications for state and federal funds. 
16. Provides an in-service training program for business office personnel. 
17. Interprets the financial position of the district to the community at large. 
18. Supervises data processing in the business office. 
19. Performs other duties as assigned. 
20. Supervises the District’s fixed asset system. 

Cash Receipts/Management 

All cash receipts of the District are recorded into the accounting system. After being receipted the 
total is deposited to the appropriate district checking account on a daily basis.  Cash collected at 
the school level by teachers is receipted into a district issued receipt book and turned-in daily to 
the school bookkeeper.  The school bookkeeper reconciles the money and receipts from the 
teacher and then records the funds into the accounting system (see receipt procedures on page 
34). These funds are then deposited daily to an authorized checking account. 

Journal Entry Corrections 

Revenue and expenditure transactions are sometimes incorrectly recorded into the District’s 
accounting system.  An error can occur when a wrong account number is used for a purchase, 
check request, or receipt.  An error can also occur from data entry or incorrect account information 
received from the schools, etc. 
  
The purpose of this procedure is to ensure that all District revenue and expenditures are correctly 
recorded and reported in the proper account, fund, department, project/program, and fiscal year 
in which it was budgeted.  
 
PROCESS: 
 

1. Provide a detailed explanation of the correcting transaction using J-sheet. 
2. Journal entry is posted to the accounting system. 

FINANCIAL STATEMENTS 

The Director of Financial Services will prepare monthly and quarterly financial statements for the 
Superintendent.  A monthly revenue/expenditure report will be prepared for the operating budget.  
Revenue/Expenditure reports for other funds will be prepared quarterly.   

FIDELITY BOND COVERAGE 

The Board of Trustees of Anderson County School District Three requires fidelity bond coverage 
for all employees involved in the receipting, managing, recording or disbursing in the District 
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finance.  The minimum amount of the coverage is $100,000 per employee.  The Superintendent 
may at his/her discretion extend the coverage to any other District employees that may be 
considered in high risk areas. 

ACCOUNTING FOR CAPITAL ASSETS  
 
Accurate fixed assets records are vital in providing values for insurance coverage and proper 
reporting in financial statements.  Also, accurate records help to ensure that assets are properly 
safeguarded. Fixed asset records are facilitated by timely and accurately reporting acquisitions, 
disposals and transfers of fixed assets.  The purpose of these procedures is to provide a strategy 
to ensure that the District maintains accurate, complete, and up-to-date records of fixed assets. 
 

DEFINITION OF FIXED ASSETS 
 
For purposes of the District accounting system, a fixed asset is defined as land, site 
improvements, buildings, building improvements, furniture, fixtures, equipment, vehicles and 
other items acquired by the District that are actively used in the operations, has significant value, 
and provides benefit for a period exceeding one year.  Fixed assets are reported and, with certain 
exceptions, depreciated in the financial statements. 
  

CAPITALIZATION POLICY 
 
The District follows the capitalization guidelines presented in the table below. 
 
 Tracking and Inventory Capitalize and Depreciate 
Land $1 Capitalize Only 
Land Improvements $1 $5,000 
Buildings $1 $5,000 
Building Improvements $1 $5,000 
Construction in Progress $1 Capitalize Only 
Machinery and Equipment $5,000 $5,000 
Vehicles $5,000 $5,000 
Infrastructure, if applicable $5,000 $100,000 

 

DEPRECIATION 
 
All fixed assets, with the exception of land, will be depreciated.  Depreciation is the process of 
allocating the cost of tangible property over a period, rather than deducting the cost as an expense 
in the year of acquisition.   The decline in the value of fixed assets must be considered if the 
Districts’ net assets are to be correctly stated.  It shall be the policy of the District to depreciate 
qualifying fixed assets over their useful lives. There are five factors which must be known in order 
to calculate depreciation: the date the asset was placed in service, the asset’s cost or acquisition 
value, salvage value, estimated useful life, and the depreciation method. 
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FIXED ASSETS AND INVENTORY PROCEDURES 
 
It is ultimately the responsibility of each department head or principal of each location to maintain 
the accuracy of the fixed assets and equipment inventory within their department or school.  The 
Finance Department is centrally responsible for monitoring the District’s non-technology property 
records and to ensure compliance with policies and procedures.  The Technology Department is 
responsible for monitoring and maintaining the technology equipment of the District.  It is the 
school/department’s responsibility to update the fixed asset inventory for any additions, transfers, 
or disposals of fixed assets by completing the necessary form (see Appendix B) and returning it 
to the Finance Department.  This form should be completed for all fixed assets valued at $5,000 
or more purchased from all funding sources, including general fund, special revenue funds, food 
service fund, and student activity funds. After completion, the Addition/Disposal/Transfer form 
should be authorized by the director or principal before being sent to the Finance Department.  
The Finance Department will assign asset numbers and tag all equipment valued at $5,000 or 
more. 

ACCOUNTING FOR CAPITAL ASSETS 
 
GASB Statement 34 requires that school districts issue district-wide financial statements using 
the economic resources measurement focus and accrual basis of accounting. In regard to 
capital assets, this requirement means that certain amounts reported in the fund financial 
statements will need to be restated for the district-wide statements. This restatement is 
necessary to adjust expenditures related to capital assets from the current financial resources 
measurement focus used in fund statements to the economic resources measurement focus 
used in the district-wide statements. In essence, the cost associated with the acquisition of 
capital assets will be replaced by the cost to use up the asset. The cost of usage, called 
depreciation, is reported in the current fiscal period in district-wide statements. This is 
contrasted with the cost of acquisition that is reported in the fund statements. 
 
Statement 34 requires certain disclosures related to capital assets.  Specifically, details by 
major classes should: 

1. Present governmental activities separately from business-type activities. 
2. Report capital assets that are depreciated separately from those that are not. 
3. Report historical cost separately from accumulated depreciation.  For each class the 

following information, if applicable, should be reported: 
a. Beginning and End-of-Year Balances 
b. Acquisitions 
c. Sales or Other Dispositions 
d. Current Depreciation Expense 

i. Additionally, the amount of depreciation expense for each of the functions 
reported in the statement of activities must be disclosed. 

4. A capital asset is reported and depreciated in district-wide statements.  In the district-wide 
statements, assets that are not capitalized are expensed in the year of acquisition. 

Capital Asset Inventory Procedures  
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The District should have an accurate and up-to-date inventory of all capital assets by recording in 
the Fixed Asset System. 
 
Periodic inventories should be taken by authorized personnel. 

Capital assets include sites (land), site improvements, buildings, building improvements, furniture, 
fixtures and equipment, vehicles, and other items that meet criteria established by the School 
District. District personnel need to consider several criteria when deciding what assets to 
capitalize. 

1) Land - Land is not a depreciable asset. It is recorded at historical cost and remains at that 
cost until disposal. If there is a gain or loss on the sale or disposal of land, it is reported as a 
special item in the statement of activities.  

2) Site Improvements - Site improvements include items such as excavation, non-infrastructure 
utility installation, driveways, parking lots, flagpoles, retaining walls, fencing, outdoor lighting, 
and other non-building improvements intended to make the land ready for is intended purpose. 
Depreciation of site improvements is necessary if the improvement is exhaustible. 
Expenditures for improvements that do not require maintenance or replacement, expenditures 
to bring land into condition to commence erection of structures, expenditures for 
improvements not identified with structures, and expenditures for land improvements that do 
not deteriorate with use or passage of time are additions to the cost of land and are generally 
not exhaustible and therefore not depreciable.  

3) Buildings and Construction in Progress - Buildings should be recorded at either their 
acquisition cost or construction cost. The cost of new construction should be carefully 
evaluated. Usually projects consist of major components such as land, land improvements, 
building construction (including professional fees and permits), furniture, fixtures and 
equipment. The value of each component needs to be determined because different useful 
lives and salvage values may apply. Further, interest paid during construction of assets 
subsequent to Statement 34 is added to the construction cost. Construction in progress should 
not be depreciated. It should be reported with land and other non-depreciating assets at the 
district-wide level. Unspent debt proceeds from capital assets-related debt should be reported 
in the net assets section of the statement of net assets as “restricted for capital projects.” 

4) Building Improvements - Building improvements that extend the useful life should be 
capitalized. The District should therefore review maintenance projects carefully to determine 
if the expense should be capitalized as a building improvement or should be classified as a 
maintenance cost.  

5) Personal Property - Assets such as vehicles, furniture and equipment that meet threshold 
levels set by the District should be identified and inventoried.  

6) Infrastructure 

Generally, the District will have few, if any, infrastructure assets. Infrastructure assets are long-
lived capital assets that normally can be preserved for a significantly greater number of years than 
most capital assets and that are normally stationary in nature. Examples include roads, bridges, 
tunnels, drainage systems, water systems, and dams. Infrastructure assets do not include 
buildings, drives, and parking lots or any of the other examples given above that are incidental to 
a school’s property or access to the property. If a school district determines it has these assets, 
the District should refer to GASB publications for guidance.  

Criteria for Classification as Capital Asset Estimated Useful Life 
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The first criterion is useful life. An asset must have an estimated useful life greater than one year 
(one reporting period) to be considered for capitalization and depreciation. Assets that are 
consumed, used-up, habitually lost or worn-out in one year or less should not be capitalized.  
Estimated useful life means the estimated number of months or years that an asset will be able 
to be used for the purpose for which it was purchased. In determining useful life, the District should 
consider the asset’s present condition, use of the asset, construction type, maintenance policy, 
and how long it is expected to meet service demands. Useful lives should be based on the 
District’s own experience. The District has chosen to depreciate assets individually.  
 

Estimated Useful Asset Lives 

 
Asset Life 
Land Not depreciated 
Buildings 30 years 
Buildings/Improvements 10-30 years 
Furniture and Equipment 5-10 years 
Vehicles 10 years 

 

Asset Cost 

The second criterion for determining depreciable capital assets is cost. The District does not need 
to capitalize every asset with a useful life greater than one year without considering the cost factor 
to do so would be an unnecessary burden and would not materially affect financial results.  
 
The District’s threshold for capitalization based upon cost criteria is $5,000 provided that such 
threshold ensures that 80% of the value of assets is reported. However, capitalization should not 
be tracking and inventory. 

  
With the District’s revenues ranging between $10 million and 100 million the following 
capitalization and depreciation threshold should be followed:  

Depreciation 

In accounting terms, depreciation is the process of allocating the cost of tangible property over a 
period of time, rather than deducting the cost as an expense in the year of acquisition. Generally, 
at the end of the asset’s life, the sum of the amounts charged for depreciation in each accounting 
period will equal its original cost less salvage value. The cost expiration of a District’s assets must 
be recognized if the cost of providing services is to be realistically reported. Also, the decline in 
the value of those assets must be considered if the District’s net asset’s are to be stated correctly. 
 
To be depreciated, a capital asset must: 

1. Be in use in the District 
2. Have an estimated useful life greater than one year 
3. Be subject to wear, decay, or expiration 
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4. be fully installed and ready for use  

 
 Tracking and Inventory Capitalize and Depreciate 
Land  $1 Capitalize Only 
Land Improvements  $1 $5,000 
Buildings  $1 $5,000 
Building Improvements  $1 $5,000 
Construction in Progress  $1 Capitalize Only 
Machinery and Equipment  $1,000 $5,000 
Vehicles  $1 000 $5,000 
Infrastructure, if applicable  $50,000 $100,000 

 

To calculate depreciation on a capital asset, the following five factors must be known. 

1. the date the asset was placed in service 
2. the asset’s cost or acquisition value 
3. the asset’s salvage value 
4. the asset’s estimated useful life, and 
5. the depreciation method  

For general capital assets, depreciation is reported only on District-wide financial statements. 
Depreciation expense is reported on the Statement of Activities. Statement 34 requires that 
depreciation for assets specifically identified with specific functions is to be included in the direct 
expenses of those functions. Capital assets that serve essentially all functions, such as a high 
school, are reported on a separate line or reported as part of the general administration (or its 
counterpart) function. If depreciation is reported as a separate line item, the face of the statement 
must clearly indicate that this line item excludes depreciation expense charged to functions. 
  
Capital assets and the associated accumulated depreciation are reported in the statement of net 
assets. Accumulated depreciation may be reported separately, or capital assets may be 
presented net of accumulated depreciation on the statement. 

Statement 34 requires that the District expense an amount each year that represents the cost of 
the actual use of the capital asset. 

Depreciable Cost 

An asset’s depreciable cost is the amount of the asset’s value for which a District will claim 
depreciation. A percentage of this basis is deducted each year. The depreciable cost is often (but 
not always) the asset’s cost or acquisition value. Under some depreciation methods, salvage 
value is considered in the determination of the depreciable cost. 

One measure of an asset’s depreciable cost is its purchase price. If something other than cash is 
used to pay for the asset, then the fair-market value of the non-cash payment or consideration 
determines the depreciable cost. A non-cash consideration often takes the form of an account 
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payable or an obligation to pay. When the value of the consideration paid can’t be determined, 
the asset’s fair-market value determines its depreciable cost.  

 
With few exceptions, an asset’s depreciable cost should also include necessary costs incurred to 
place the asset in service. These costs will be capitalized, not expensed. Costs that should be 
capitalized include the invoice price plus incidental costs (insurance during transit, freight, 
capitalized interest, duties, title search, registration fees, and installation costs. Exceptions to this 
rule include interest expense associated with deferred payments and real estate taxes paid, if 
any, in the acquisition of property. 

The salvage value of an asset is the value it is expected to have when it is no longer useful. In 
other words, the salvage value is the amount for which the asset could be sold at the end of its 
useful life. 

Depreciation Methods 

There are many different methods used to calculate depreciation; however, it is recommended 
that the District use the straight-line method since it is the simplest and most commonly used 
method for calculating depreciation and it can be used for any depreciable property.  
Under the straight-line method, the basis of the asset is written off evenly over the useful life of 
that asset.  The total amount depreciated can never exceed the asset’s historical cost less salvage 
value.  

 

Pupil Activity Funds 
 
Responsibility for School Activity Funds 

The responsibility for safeguarding, accounting for, and managing the school activity funds rests 
solely with the principal. The duties which must be performed in providing proper management 
and security may be delegated to the degree desired by the principal; however, the 
responsibility and accountability remains with the principal. Schools may have their checking 
accounts with the bank of their choice. 
 
The following sections specifically outline the duties which must be performed by the principal 
and/or others in order to achieve proper security and management of School Activity Funds. 

Duties of the Principal:  
(The following management practices are considered minimal.) 

1. Be familiar with and enforce the provisions of this manual, board policies, and administrative 
rules and procedures.  

2. Properly instruct the bookkeeper(s) as to duties to be performed, appropriate methods and 
procedures, as well as provide adequate supervision, guidance, and support in all related 
activities.  
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3. Obtain accurate and timely reports from the bookkeeper(s) covering the results of operations 
and status of pupil activity funds.  Review and analyze, at least monthly, the status and 
operations of the school activity funds. The review process should involve the bookkeeper(s) 
and fund sponsors to the extent considered appropriate. The review should include, but is 
not limited to, areas such as:  

a. Review deficit accounts and accounts that have been inactive or have had minimal 
activity to determine if they should be continued and to assure that plans are made 
for the elimination of deficits. 

b. Assessing the liquid position (funds in checking plus funds in savings) considering 
reserve funds, if any, and anticipated cash flow (receipts versus disbursements) with 
the objectives of determining if checking account funds should be committed to 
savings. 

c. Assessing the reasonableness of reported receipts and disbursements by account 
and in total to include comparison with prior periods. 

d. Assessing the adequacy of and compliance with cash control provisions. 
e. Verifying bank statement reconciliation. 
f. Discussing periodically with staff and responsible students (treasurers or  

others involved in financial operations) the control requirements that include: 
i. Proper budget planning 
ii. Prior approval before committing school activity funds  
iii. Need for receiving reports  
iv. Ticket control  
v. Proper control of funds collected through use of receipts and daily  

turnover to the bookkeeper(s) 
4. Reviewing checks and other supporting documents to assure that purchases and 

expenditures are authorized and supported properly. 
a. The principal should document this review by signing the document supporting a 

disbursement. 
5. Advising teachers and/or sponsors that they will be held responsible for the payment of any 

charges, which may arise from commitments made in the name of the school without prior 
approval from the principal. 

6. Assuring that adequate facility and physical controls are available and are used for 
protection of cash and other assets. 

7. Monitoring the operation of revenue-predicting activities to avoid losses. 
8. Monitoring implementation of approved audit recommendations and management decisions 

of the principal or higher authority.  
9. Approving all annual school activity budgets, fund raising projects, and recommend changes 

as needed. 

Duties of Assistant Principals/Directors: 

1. Assume responsibilities and perform such duties concerning the activity funds of the school 
as delegated by the principal. 

2. Become familiar with the provisions of this manual even if no duties have been delegated. 
 
Duties of Fund Sponsors and Other School Personnel:  

Fund sponsors, student representatives and other individuals with duties affecting student 
activity funds should become familiar with and assure compliance with the portions of these 
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procedures, which are pertinent to their duties. All Pupil Activity Fund activities will be 
supervised and guided by a fund sponsor appointed by the school principal. Fund sponsors are 
responsible for the solvency of the fund account and the propriety of the school activity. The 
responsibilities of the fund sponsor include the following:  

1. The principal prior to the activity must approve fund raising activities. 
2. Reviewing the financial operations and position of the fund account monthly. 
3. Submitting purchase request to the principal or his/her designee. 
4. Assuring that the billings pertinent to the fund account are correct prior to final payment. 
5. Assuring that the principal has on file copies of contract agreements, etc., which are 

applicable to obligations of the fund account. 
6. Collecting and receipting properly any funds received and depositing such funds daily 

with the school’s bookkeeper. (No funds should be held overnight by a sponsor.) 

Duties of the Bookkeeper:  

Under direct supervision of the principal, the bookkeeper will receive, receipt, deposit, account 
for, and disburse all funds flowing through the school activity fund accounts. Checks must be 
signed by the principal or his designee. The bookkeeper, under supervision of the principal, will 
comply with all pertinent provisions of this manual and perform the following duties: 

1. Deposit all funds daily and intact. 
2. Maintain all required records on a current and accurate basis. 
3. Submit all required reports promptly and accurately. 
4. Keep the principal informed of all real or potential problems. 
5. Perform such other duties as specified by the principal. 

Purchases 

1. All purchases must have prior approval from the Principal. 
2. Local fund purchase orders should be issued for purchases bearing the signature of the 

requestor and Principal prior to purchase. 
3. All invoices and supporting documentation should be attached to the purchase order and 

maintained for future reference. 

Disbursements 

1. Only pre-numbered checks will be used. 
2. Under no circumstances will a Principal be allowed to write a check from the Pupil Activity 

Fund to reimburse conference related expenses for himself without prior written approval from 
the Superintendent.  

3. Under no circumstances will a check ever be written to “Cash.”  
4. Do not cash personal checks, travel checks, etc., or accept checks in excess of the amount 

owed the school.  
5. All disbursement transactions will be made by check, no exceptions. 
6. All invoices should be signed-off by the appropriate receiving party prior to payment to ensure 

that merchandise is received. Teachers and/or sponsors should be advised that they would 
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be held responsible for the payment of any charges, which may arise from commitments made 
in the name of the school without prior approval by the principal. 

7. A check should only be written after proper documentation (original invoice) is obtained. 
8. Invoices or other supporting documents will be approved (stamped “Paid”), and have the 

check number and date noted. These documents should be filed by account or month paid for 
the activity year to support disbursements made.  All accounts should be maintained to 
expedite a financial audit at any time for a period of five (5) years. 

9. Voided Checks — when a check has to be voided for any reason, the check should be filed 
in a voided check file. 

Receipt Writing Procedures 

Writing a receipt serves to protect those who handle money as well as to provide security of the 
funds.  Receipts provides for a more meaningful annual audit of school funds, which is required 
under accreditation standards for public schools in this state.  

1.  Only pre-numbered duplicate receipt books issued by the Finance Department will be used 
by schools.  A receipt book log will be provided and should be filled out and maintained 
accordingly. 

2. Every precaution must be taken to assure that receipts are not lost or stolen. In the event this 
does occur, the bookkeeper must submit a letter to the principal (and a copy to the Business 
Manager) stating the circumstances. The bookkeeper must then reconstruct a list of funds 
collected to that point in time. 

3. Receipts will be issued for all funds received by the school. 
4. All monies received in the school office will be promptly deposited to the school’s checking 

account.  All funds collected by the school should be deposited daily. 
5. No part of the receipt should be filled in prior to the time that money is collected from an 

individual. 
6. Receipts should always be written in ink.  
7. Receipts are to be written to each individual who submits funds. The receipt should indicate 

what the receipt was for and the exact amount received. 
a. The original (white) copy is to be given to the individual submitting funds. 
b. The yellow copy remains attached in the receipt book and the receipt books are filed 

by teacher name. 
8. All persons are responsible and totally liable for all funds that they receipt 
9. In the event an error is made on a receipt, the receipt should be voided and a new receipt 

issued. 
a. When a receipt is voided, the original must remain in the book and the word “VOID” 

written across both the original and the duplicate. 
b. If the original receipt has been removed; it must be securely replaced (stapled) in the 

receipt book over its corresponding duplicate. 
10. The writing on the duplicate pages in the receipt book must not be destroyed or altered in any 

way.  
11. All spaces on the receipt must be filled in and the amount indicated in both letters and 

numerals in appropriate spaces. 
12. When a teacher’s collections for the day have been made, he or she must perform the 

following steps: 
a. A receipt must be written for all monies received. 
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b. All money exceeding $4.99 should be counted and submitted to the bookkeeper on a 
daily basis.  Assure that the total amount collected and receipt totals match. 

c. Obtain a receipt from the bookkeeper that matches the total amount of monies 
submitted. 

13. The individual receiving the money (secretary, secretary/bookkeeper) will then perform the 
following: 

a. Verify the money received matches the total while the teacher is present.  Issue a 
properly completed receipt to the teacher.   If monies collected were for multiple 
revenue categories the receipt to the teacher should indicate the amount submitted for 
each category. 

b. Bookkeeper should properly record revenue received for the day in their activity 
records. 

c. Total all receipts for the deposit and make sure they equal the amount of the bank 
deposit. 

14. Checks Returned Due to Insufficient Funds.   

All NSF items will be sent by the bank to CheckRedi.  NSF items should be recorded to the accounting 
system when the notice is received from the bank.  Once the item is cleared, CheckRedi will send a 
check for the collected items.  These items should be cleared from the NSF account in the accounting 
system. 

Procedures to Follow When Admission Is Charged  

1. Consecutively numbered tickets must be utilized on all occasions when admission is charged. 
2. The principal or designee should obtain a sufficient quantity of consecutively numbered 

tickets, which should be stored in a safe place.  
3. Prior to the activity, the principal or his designee should meet with the sponsor of the activity, 

supply him or her with an ample quantity of tickets along with the record of ticket sales 
reflecting the beginning and ending ticket numbers available for sale.  

4. The principal or his designee should assign to at least one individual the job of selling tickets 
and a different individual to collect and tear tickets at the gate/entrance.  

5. As soon as all tickets are sold, all precautions should be taken to see that the money is 
secured, counted, and placed in the overnight depository in the appropriate bank.  

6. As soon as possible, the sponsor should submit the Gate Reconciliation Form (see Appendix 
C) indicating the record of tickets sold to the school bookkeeper.  

7. The bookkeeper should reconcile this record to the revenue collected, collect all unused 
tickets and appropriately receipt and file the form by activity.  

8. The identical procedure utilized above should be followed for all athletic events; however, 
primary accountability, as well as performance of specified tasks, at the discretion of the 
principal, may be delegated to the athletic director. 

 

Summer School 

Summer School Programs are to be operated at no cost to the District. The Summer School 
revenues and expenditures are recorded in the District’s accounting records. Summer School 
coordinators are responsible for the collection of funds.  Funds should be deposited with the 
school’s Bookkeeper where the program is held.  The Bookkeeper will send a check payable to 
Anderson County School District Three clearly indicating that the funds are for “Summer School 
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Tuition” to the Business Manager.  Coordinators should monitor the revenues to ensure that they 
equal expenditures.  

Monthly Financial Statement 

1. Monthly financial statements are prepared as follows: 
a. Detailed Account Inquiry of the cash account as of month-end.  
b. Balance sheet as of month-end. 
c. Bank Reconciliation should include the school’s name, bank name, account 

number, bank statement date, the adjusted bank balance and the adjusted ledger 
balance. 

2. A copy of the Financial Report of School Activity Fund must be maintained in the school 
office for review. 

State Department of Education Accounting Regulations requires that Pupil Activity Funds be 
included in the annual audited financial statement. They must be classified using the following 
account classifications: 

1. Revenue 

a. Admissions 
b. Bookstore Sales 
c. Pupil Organization Membership Dues and Fees 
d. Student Fees 
e. Other Pupil Activity Income 

2. Expenditures 
a. Instructional 
b. Non-Instructional  
c. Pupil Service Activities 
d. Enterprise Services 
e. Trust and Agency Activities 

Year-End School Pupil Activity Items Required To Be Submitted To 
the Accounting Department 

1. Bank Statements and Reconciliations 
2. Purchase Orders and Paid Invoices in check number order by month 
3. All issued teacher receipt books.  Also, please include a copy of the Teacher Receipt 

book master list (please indicate any unissued books that will be carried over to next 
year).  If books cannot be located please indicate on the master list that the book is lost.   

4. Check Register year-to-date 
5. Receipt Register year-to-date 
6. Detailed account inquiry year-to-day 

Payments for Services 

When Pupil Activity Funds are used to pay for services (including services with supplies included 
in an invoice), the determination needs to be made concerning employee/non- employee status. 
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The decision will affect the type of tax form sent to the payee for these services and is governed 
by IRS regulations. 

1. Non-Employee Services - When a school hires the services of a non-employee or 
company, which is considered to be a contracted service and chooses for Pupil Activity funds 
to pay for these services, the following procedures should be used:  

a. Obtain the payee’s complete name, address, and social security number or federal tax 
ID number. The information should be sent to the Accounts Payable Specialist on a 
W-9 form.  

b. The District Office will send a 1099 tax form according to IRS regulations to all 
necessary vendors based on accumulated totals. 

2. Employee Services - When services are performed by employees and paid with Pupil 
Activity Funds requests for payment will be submitted on the appropriate payroll form.  Pupil 
Activity will be billed accordingly on a monthly basis for the amount of the service provided 
plus employer benefits.  

a. The employer benefits are calculated as follows: 
i. Matching FICA percentage x salary  

ii. Matching Retirement percentage x salary  

NOTE: Percentages are subject to change in January and July.  

b. The amount requested for payment to the individual should not include the calculated 
matching benefits. 

c. If the person to be paid through payroll is not currently an employee, all necessary 
Payroll and Human Resources forms will need to be submitted prior to payment.  

d. The check will be generated by Payroll and mailed to the payee at the time of payroll. 
All payroll deadlines should be followed.  

Sales & Use Tax 

If a pupil activity check has been paid to an out-of-state vendor and the determination is made 
that use tax must be paid; the following procedures should be used: 

1. Prepare a list of all checks paid for invoices of the Pupil Activity Fund subject to the S.C. Use 
Tax (for which the tax has not been paid).  This list should include the check date, check 
number, Vendor and the amount of each check.  The listed amounts should be totaled for the 
month and used to calculate the use tax due for the month. 

2. The completed District S.C. Use Tax Calculation form (see Appendix E) along with the listing 
of checks should be forwarded to the District Accounts Payable Clerk by the 10th of each 
month. A Pupil Activity Fund check payable to Anderson School District Three for the total 
amount of use tax due for the month should accompany this report.  Amounts should be 
recorded to the same Pupil Activity Fund accounts that the invoice was originally coded to. 

3. The District Accounts Payable Clerk will record the information and send payment to the 
Department of Revenue. 

Food Service Funds 
See Food Service Manual. 



Anderson County School District Three Accounting Procedures Manual 38 
Revised    9/29/2020 

Internal Control and Cash Management 

USDA Child Nutrition funds are done on a reimbursement basis from program participation.   The 
Director of FANS meets with each location Manager each year to review USDA guidelines.  The 
Food Service Specialist reviews monthly inventories and invoices to ensure compliance on an 
ongoing basis. (Activity allowed/unallowed test).  The Director of FANS bids out and selects 
inventory providers and sets-up order guides to ensure that only allowed products are ordered.  
The Director of FANS also reviews inventories to ensure products are meeting regulations and 
quantities are reasonable compared to meals served.  The location Manager is responsible for 
ordering needed merchandise for the month.  When items are received the Managers confirms 
the amounts received and send them to the Food Service Specialist for payment (allowable 
costs/costs principle test). 

Participation counts are keyed into SmartFusion using Meals Plus reports by the Food Service 
Specialist. The Food Service Specialist then uses reports from SmartFusion to key the 
participation counts into the South Carolina Automated Payment System (SCAPS) by the tenth 
day of the succeeding month for reimbursement from the SCDE. The County Treasurer accesses 
payment information on the SC Department of Education website. The Special Revenue 
Bookkeeper accesses the payment information through the Weekly Payments to School Districts 
on the SCDE website. The Weekly Payments to School Districts copy is forwarded to the School 
District’s Accounts Payable notifying them that the funds have been processed and sent to the 
County Treasurer. The Accounts Payable Specialist receives the receipt from the County 
Treasurer, matches the amount to the Weekly Payments to School Districts, and records the 
SmartFusion ledger entry for the voucher. The County Treasurer sends a monthly spreadsheet 
to the School District which is reconciled with the district’s general ledger by the Financial 
Accountant and reviewed by the Director of Financial Services for the District. Accounts Payable 
then writes a check to the District’s Food Service account, and the Food Service Specialist 
deposits the funds to the Food Service Checking Account. 

The Food Service Director/Manager/Specialist initiates expenditures of non-salary/fringe funds by 
requesting a Purchase Order from the Food Service Specialist. The Purchase Order is generated 
in the District’s Accounting System. 

Salary and Fringe expenditures are handled by the District Payroll Administrative Office through 
the District Accounting System as budgeted by the Program Office. 

Once non-salary and fringe services or merchandise is received, the Food Service 
Director/Manager/Specialist signs off on all invoices verifying receipt of all goods and services 
and forwards to the Office of the Food Service Specialist. The Food Service Specialist codes all 
invoices for payment and processes through the District Accounting System. 

All check proofs are signed and reviewed by the Director of Financial Services to ensure that 
vendors and amounts paid are valid. 
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Financial Reports are generated monthly by the Food Service Specialist and maintained by the 
Finance Department of the District. 

Supplement Section-Federal Award Uniform Grant Guidance 

Federal Awards – Individuals with Disabilities Education Act Cluster – CFDA 84.027 and 84.173 
 
Individual with Disabilities Education funds are used to supplement, not supplant, state and local 
funds in meeting the educational needs of children with disabilities.   
 

A. Activities Allowed or Unallowed - All activities funded (costs of providing special education 
and related services to children with disabilities ages 3-21) with Anderson School District 
Three IDEA funds are maintained within Federal and State guidelines.  All funded activities 
have been pre-approved through the S.C. Department of Education’s (“SCDE”) approval 
of the grant document, which includes a detailed budget.  On the district level, all funded 
activities are reviewed for eligibility prior to any bidding, awards, contracting, ordering or 
payment of invoice.  The Director of Special Services or Principal of the school must review 
and approve the invoice before disbursement and evidence their review and approval on 
the invoice.  All accounts payable check registers are approved by the Director of Financial 
Services. 
 

B. Allowable Costs/Cost Principles - District procurement policies follow OMB A-87 
requirements for allowable costs and cost principles.  The district maintains a practice of 
selecting the lowest bid for supplies and services.  Indirect costs are charged to this 
program.  The Director of Special Services, the Special Services Staff, and Special 
Revenue Administrative Assistant review expenditures to ensure that they were included 
in the SCDE approved grant document and that they do not include any separation leave 
costs, severance costs, or post-retirement benefit health costs.     

 
The majority of transactions charged to this program are salaries and related benefits.  
Salaries and personnel of specifically identified “Special Education” teachers, aids, and 
support staff are approved/ reviewed by the Director of Special Services on an annual 
basis during the budget preparation process and on an as-needed basis throughout the 
school year.  Semi-annually, the Finance Department prepares a list of employees paid 
from IDEA funds that is certified as correct by the Director of Special Services.    

 
C. Cash Management – See page 16 Federal Grants Cash Flow and Related Internal 

Controls 
    

D. Davis-Bacon Act – Not Applicable  
 

E. Eligibility - The school district’s Special Services staff follows the state procedures manual 
guidelines to determine student eligibility.  IEP’s are prepared for each identified student 
on an annual basis. They are appropriately reviewed and the status is monitored by the 
Special Services staff.  

 
F. Equipment and Real Property Management - No property or equipment over $5,000 will 

be purchased. 
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G. Matching, Level of Effort, Earmarking - As a part of the annual grant preparation process, 

the Director of Financial Services performs Maintenance of Effort calculations to ensure 
that the district expends an amount of local or state and local funds, for the education of 
children with disabilities that is at least equal to the amount of local or state and local funds 
actually expended in the most recent preceding fiscal year.  If there are decreases, they 
are supported by the allowances described in the SCDE audit guide.  The Director of 
Special Services and the Special Services Admin Assistant review the report. 

   
H. Period of Availability of Federal Funds - A grant is awarded annually and the district 

spends funds associated with the grant beginning July 1 of the year in which the grant is 
awarded.  The district has 27 months to expend the awarded funds.  If the district receives 
carryover money from a previous grant then those funds are expended first before any 
new grant funds.   

 
I. Procurement and Suspension and Debarment - District procurement policies follow OMB 

A-87 requirements in their restrictions and guidance.  The district uses the same policies 
and procedures for all expenditures regardless of funding source.  The district has a 
purchasing policy (see Purchasing Section on page 18 of this document).  The district 
handles purchases for IDEA expenditures in the same manner it handles all expenditures.  
See purchasing process on page 16-Federal Grants Cash Flow and related internal 
Controls. 
   

J. Program Income - Not applicable 
 

K. Real Property Acquisition/Relocation Assistance - Not applicable  
 

L. Reporting – See page 16 Federal Grants Cash Flow and Related Internal Controls 
 

 
M. Special Reporting – The SCDE requires that the district submit a report that certifies the 

number of students by age/category as of the 4th Tuesday in October.  This report is 
submitted electronically through the SCDE web based system, ENRICH.  The Director of 
Special Services and the Special Services staff are responsible for maintaining the 
accuracy of the data and for the submission of the report to the SCDE.    

 
N. Subrecipient Monitoring The district does not have any subrecipients of IDEA funds. 

      
O. Special Tests and Provisions - Since the Federal Compliance Supplement does not 

require eligibility testing, it has been addressed under the special tests and provisions 
section.  The district Special Services Staff is responsible for ensuring that each student 
included in the December 1 count has a file that contains a current and complete 
Individualized Education Program (“IEP”), as required by Regulation No. R43-243-1.The 
district uses Fund 203 and Fund 205 to account for the IDEA and Preschool IDEA grants, 
respectively.    
 
 

Federal Awards – Title I Cluster – CFDA 84.010 
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Title I program is to ensure all children have fair and equal opportunities in receiving a high quality 
education.  Title I funds are used to provide additional academic support and resources to ensure 
all children meet state standards.  These funds must be used to supplement, not supplant.   
 

A. Activities Allowed or Unallowed - The Assistant Superintendent/Title I Director meets 
with the Title I schools Curriculum Specialists and Principals to begin development of each 
schools’ project and to get input for the district Title I Plan. Each school selected to receive 
Title I funds is required to assemble a Title I Planning Team consisting of school staff, 
school administration, district administration, and community members. Each school 
develops a needs assessment based upon an analysis of the school’s test data.   The 
needs assessment is reviewed by the Assistant Superintendent/Title I Director.    Using 
the needs assessment, the Title I Planning Team develops the school’s project plan to 
include activities and budgets that address all eleven strategies that are required by Title 
I regulations.   The district also must develop a district Title I plan utilizing a district planning 
team and a district needs assessment.  The Assistant Superintendent/Title I Director leads 
the district planning team.   

 
The Title I project plan is reviewed by the Assistant Superintendent/Title I Director and 
Special Revenue Admin Assistant to ensure compliance with all regulations and to ensure 
reasonable budgets before submission to the state for review.  
 
After state review and approval, the Title I Plan budget is uploaded to the Grants 
Accounting Processing Systems by the Assistant Superintendent/Title I Director which is 
then approved by the Director of Financial Services before final approval by the state.   
 

B. Allowable Costs/Cost Principles - See page 16 Federal Grants Cash Flow and Related 
Internal Controls 
 
The majority of transactions charged to this program are salaries and related benefits.  
Salaries and personnel of specifically identified teachers, aids, and support staff are 
approved/reviewed by the Assistant Superintendent on an annual basis during the budget 
preparation process and on an as-needed basis throughout the school year. These 
personnel have to meet the criteria (highly qualified, for example).  Employees that are 
required to keep Personal Activity Reports, submit those to the Assistant 
Superintendent/Title I Director quarterly for review and filing.  

 
The Assistant Superintendent/Title I Director or Principal of the school must review and 
approve the invoices before disbursement and evidence their review and approval on the 
invoice.  All accounts payable check proofs and registers are approved by the Director of 
Financial Services. 

 
C. Cash Management – See page 16 Federal Grants Cash Flow and Related Internal 

Controls 
  

D. Davis-Bacon Act - Not applicable  
 

E. Eligibility - LEAs allocate Title I funds to eligible school attendance areas based on the 
number of children from low-income families residing within the attendance area. Each 
LEA can choose from a list of poverty measures to determine eligibility for the Title I 
program.  The School District uses, as a poverty measure, the number of students who 
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receive free and reduced lunches in each school.  The School District uses that measure 
consistently across the district to rank all school attendance areas according to the poverty 
percentage. Schools above the poverty rate for the LEA as a whole, or above 35% poverty, 
are eligible for school wide assistance.  In compliance with the federal law, the district 
serves those schools at 75% and above first.   

 
Poverty Measure/Allocation Methods used in the School District:  The percentage of 
poverty figures are calculated by the Assistant Superintendent/Title I Director using the 
state guidelines in order to ensure consistency and comparability of computations from 
one year to the next.   In computing these percentages, the Assistant Superintendent/Title 
I Director uses data about the number of pupils attending each school from the Average 
Daily Membership by Grade /By School Count (ADM) as of the 135th day of school. These 
calculations are reviewed by appropriate district personnel as part of the overall review of 
the grant document before it is submitted to the SCDE.  

 
School-Wide Programs:  Using the 35 percent rule for the 2019-2020 school year, the 
School District provided Title I funds to three school-wide programs:  Iva Elementary, Starr 
Elementary, and Flat Rock Elementary.   
 

F. Equipment and Real Property Management - Acquisition:  The district has a purchasing 
policy (see Fixed Asset Policy and page 28 above).  The district handles purchases for 
Title I expenditures in the same manner it handles all expenditures. Since the controls are 
the same regarding federal funds and general purchases, see the district internal control 
memo regarding procurement.  It should be noted that when possible, the district utilizes 
State Contract vendors to avoid having to bid out purchases.  

 
Control:  All tangible Title I purchases over $200.00 having a useful life of more than one 
year are recorded in the location’s Title I Inventory Log before being placed into service.  
The Coordinator of Federal and Special Projects records an item description, model 
number, serial number, acquisition date, cost, condition, location, and places a Title I 
Inventory tag on the item.  A Title I Disposal or Title I Transfer form must be completed by 
the location and approved by the Coordinator of Federal and Special Projects before any 
item is disposed or transferred to another location.   Any approved disposition follows 
district policy and if required reimbursement is made to the awarding agency.  The 
Inventory Log is reconciled yearly and the Assistant Superintendent/Title I Director ensure 
compliance.     
 

G. Matching, Level of Effort, Earmarking - The Director of Financial Services calculates the 
Maintenance of Effort (MOE) each year, usually in May.  They use the prior two years 
financial data to compute the current year MOE per pupil.  The requirement is that the 
district’s MOE per pupil is supposed to increase every year.  The district is allowed a 10% 
reduction from the prior year’s MOE.  After the Director of Financial Services calculates 
the MOE, a report is created and is available upon request.  The Assistant 
Superintendent/Title I Director will review once completed.    

 
H. Period of Availability of Federal Funds - Each year a grant is awarded, the district has 24 

months to spend all of the funds associated with that particular grant, extending from July 
1 of the year in which the grant is awarded.  When the district receives carryover money 
from a previous grant, the funds are expended first before using any new grant funds. 
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I. Procurement and Suspension and Debarment - District procurement policies follow OMB 
A-87 requirements in their restrictions and guidance.  The district uses the same policies 
and procedures for all expenditures regardless of funding source.  The district has a 
purchasing policy (see Purchasing Section on page 18 of this document).  The district 
handles purchases for Title I expenditures in the same manner it handles all expenditures.  
See purchasing process on page 16-Federal Grants Cash Flow and related internal 
Controls. There were no purchases that would require compliance with the Buy America 
or Davis Bacon requirements.   
 
Prior to adding new vendors to the accounting system, the Accounts Payable Admin 
Assistant will research the vendor on the System for Award Management website 
(www.sam.gov) to verify whether or not the vendor has been suspended or debarred.  The 
Accounts Payable Admin Assistant will print the search results page from the System for 
Award Management website to be filed with the W-9.  W-9’s are filed in the New Vendor 
notebook.  Also, the w-9 is scanned and electronically stored with the vendor information 
in the Accounting system. Each purchase order contains the following statement:  “the 
fulfillment of this purchase order, certifies your company and its principals, subgrantees, 
or subcontractors are not presently debarred, suspended, proposed for debarment, or 
declared ineligible for the award of contracts by state or federal agency.” Each bid 
solicitation contains the following statement:  “By submitting a proposal (IFB/RFQ), the 
applicant certifies, to the best of its knowledge and belief that the applicant and/or any of 
its principals, sub grantees, or subcontractors are not presently debarred, suspended, 
proposed for debarment, or declared ineligible for the award of contracts by any state or 
federal agency; have not, within a three year period preceding this application, been 
convicted of or had a civil judgment rendered against them for: commission of fraud or a 
criminal offense in connection with obtaining, attempting to obtain, or performing a public 
( federal, state, or local) contract or subcontract; violation of federal or state antitrust 
statutes relating to the submission of offers; or commission of embezzlement, theft, 
forgery, bribery, falsification, or destruction of records, making false statements, tax 
evasion, or receiving stolen property; and are not presently indicted for, or otherwise 
criminally or civilly charged by a governmental entity with, commission of any of the 
offenses enumerated above. Applicant has not, within a three –year period preceding this 
application, had one or more contracts terminated for default by any public (federal, state, 
or local) entity.” 
 
Refer to sections on Procurement for additional internal controls. 

 
J. Program Income - Not applicable   
 
K. Real Property Acquisition/Relocation Assistance - Not applicable   

 
L. Reporting - The Assistant Superintendent/Title I Director prepares a Comparability Report 

by November 15th each year.  This report is submitted to the state for review each year 
and is reviewed by the SCDE during the monitoring visits. The Assistant 
Superintendent/Title I Director calculates and prepares the Comparability Report.  

 
M. Subrecipient Monitoring - The district does not have any sub-recipients of Title 1 funds.    

 
N. Special Tests and Provisions – Parental Involvement:  The Assistant Superintendent/Title 

I Director and Principals monitor the amount expended on parental involvement to ensure 
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that the schools use and can document the expenses on the parental involvement 
requirement.  Per the grant document, the district allocates not less than 1% of the Title I 
funds to parental involvement costs.  95% of the 1% set-aside for parent involvement went 
to the schools.  The school district develops jointly with and distributes to parents of 
participating children a written parent involvement policy.  Parent compacts are developed 
at each school and signed by the principal, classroom teacher, parent and student.  This 
document outlines what the teacher pledges to do, what the student pledges to do and 
what the parent pledges to do.  Copies of these agreements (compacts) are kept on file 
at each of the five Title I schools. All parent involvement policies and school compacts are 
reviewed annually by each school’s School wide Planning Team and parents.  The Special 
Revenue Bookkeeper has access to Smart Fusion and prints out reports to monitor the 
accounts for Title I.  The Coordinator of Federal and Special Projects has limited access 
to SmartFusion and prints out reports to monitor the accounts for Title I as well.  The 
Coordinator of Federal and Special Projects and Principals ensure that the amounts 
charged to parental involvement codes are expended only on parental involvement.  The 
school level Title I Facilitator documents parent involvement events using sign in sheets, 
maintaining parent communications file, and recording minutes of parenting events.  To 
further strengthen parent-teacher relationships, teachers regularly communicate with 
parents and invite parents for conferences.   

 
Highly Qualified Teachers:  All newly hired teachers are highly qualified according 
to the records in the School District Personnel Office.  Paraprofessionals hired after 
the date of enactment of No Child Left Behind Act of 2001(NCLB), January 8, 2002, 
and working in a program supported with Title I funds, has either completed 2 years 
of study at an institution of higher educations or obtained an associate’s or higher 
degree. 

 
Federal Awards – Title II, Improving Teacher Quality – CFDA 84.367 
 
Title II, Improving Teacher Quality Funds are used to prepare, train, and recruit high quality 
teacher and principals.  The funds are supplemental to other non-federal funds that could be used 
on allowable activities.  
 

A. Activities Allowed or Unallowed - All activities funded with Title II funds are maintained 
within Federal and State guidelines.  All funded activities have been pre-approved through 
the S.C. Department of Education’s (“SCDE”) approval of the grant document, which 
includes a detailed budget.  Part of the approval process is uploading the budget to the 
Grants Accounting Processing System (GAPS).  At the district level, all funded activities 
are reviewed for allowability/eligibility prior to any bidding, awards, contracting, ordering 
or payment of invoice.  The Assistant Superintendent of Instructional Services reviews and 
approves all invoices before payment is made and evidences review and approval on the 
invoice.    
 

B. Allowable Costs/Cost Principles - District procurement policies follow OMB A-87 
requirements for allowable costs and cost principles.  The Coordinator of Personnel 
Services, for Human Resource related items, or Coordinator of Professional Learning, for 
instructional related items review expenditures, to ensure that they are allowable per the 
A-133 compliance supplement and that they do not include any amounts for payments of 
maintenance costs, stadiums or other facilities used for athletic contests, purchases or 
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upgrades of vehicles, or improvement of stand-alone facilities whose purpose is not the 
education of children. 

 
For salaries and related employee benefits, the district identifies all personnel who are 
assigned to Title II, verifying that these personnel are actually working on activities allowed 
by the grant documents (assigned school/grade level). The salaries and related costs for 
these employees are appropriately coded by Financial Services department.  Semi-Annual 
certifications are completed twice during the year for those employees that are paid 
through Title II.    

 
C. Cash Management - See page 16 Federal Grants Cash Flow and Related Internal 

Controls 
 
D. Davis-Bacon Act – Not applicable 

 
E. Eligibility – Not applicable 

 
F. Equipment and Real Property Management - No property or equipment has been 

purchased with Title II funds. 
     

G.  Matching, Level of Effort, Earmarking – Not applicable   
 

H. Period of Availability of Federal Funds - The FY15 allocation remains available through 
June 30, 2016. The Director of Financial Services monitors the district’s spending of Title 
II funds to ensure compliance with this requirement.  The Director of Financial Services 
reviews monthly/quarterly budget to actual comparisons when completing claims.    

 
I. Procurement and Suspension and Debarment - - District procurement policies follow OMB 

A-87 requirements in their restrictions and guidance.  The district uses the same policies 
and procedures for all expenditures regardless of funding source.  The district has a 
purchasing policy (see Purchasing Section on page 18 of this document).  The district 
handles purchases for Title I expenditures in the same manner it handles all expenditures.  
See purchasing process on page 16-Federal Grants Cash Flow and related internal 
Controls. There were no purchases that would require compliance with the Buy America 
or Davis Bacon requirements.   
 
Prior to adding new vendors to the accounting system, the Accounts Payable Admin 
Assistant will research the vendor on the System for Award Management website 
(www.sam.gov) to verify whether or not the vendor has been suspended or debarred.  The 
Accounts Payable Admin Assistant will print the search results page from the System for 
Award Management website to be filed with the W-9.  W-9’s are filed in the New Vendor 
notebook.  Also, the w-9 is scanned and electronically stored with the vendor information 
in the Accounting system. Each purchase order contains the following statement:  
“the fulfillment of this purchase order, certifies your company and its principals, 
subgrantees, or subcontractors are not presently debarred, suspended, proposed 
for debarment, or declared ineligible for the award of contracts by state or federal agency.” 
Each bid solicitation contains the following statement:  “By submitting a proposal 
(IFB/RFQ), the applicant certifies, to the best of its knowledge and belief that the applicant 
and/or any of its principals, sub grantees, or subcontractors are not presently debarred, 
suspended, proposed for debarment, or declared ineligible for the award of contracts by 
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any state or federal agency; have not, within a three year period preceding this application, 
been convicted of or had a civil judgment rendered against them for: commission of fraud 
or a criminal offense in connection with obtaining, attempting to obtain, or performing a 
public ( federal, state, or local) contract or subcontract; violation of federal or state antitrust 
statutes relating to the submission of offers; or commission of embezzlement, theft, 
forgery, bribery, falsification, or destruction of records, making false statements, tax 
evasion, or receiving stolen property; and are not presently indicted for, or otherwise 
criminally or civilly charged by a governmental entity with, commission of any of the 
offenses enumerated above. Applicant has not, within a three –year period preceding this 
application, had one or more contracts terminated for default by any public (federal, state, 
or local) entity.” 
  

J. Program Income - Not applicable  
 

K. Real Property Acquisition/Relocation Assistance – Not applicable 
    

L. Reporting - The district Finance Department prepares all financial reports and is 
responsible for submission to the SCDE (see Cash Management above).  The Director of 
Financial Services prepares all claims in the online Grants Account Processing System 
(GAPS).  

  
M. Subrecipient Monitoring – The district does not have any subrecipients of ITQ funds. 

  
N. Special Tests and Provisions - Annually, the Assistant Superintendent of Instruction 

prepares a standard letter that is sent by certified mail to all private schools serving district 
students.  The letter states that the school may be able to participate and receive 
funding/benefits related to the NCLB Act.  A public meeting is held to answer any questions 
about federal programs.  The Assistant Superintendent of Instructional Services meets 
with representatives from schools to receive input to develop a plan to meet the 
professional development needs for their teachers based on the school’s needs 
assessment.  This plan becomes part of the district’s overall Title II plan and is 
reviewed/approved by the SCDE prior to implementation. 

   
Federal Awards – USDA Child Nutrition Cluster – CFDA 10.553 and 10.555  
The Child Nutrition Cluster objective is to assist food service in providing healthy and nutritious 
meals to eligible children and to encourage healthy eating habits.  
 

A. Activities Allowed or Unallowed – The Director of FANS meets with each location’s SNS 
Manager to review USDA guidelines on a yearly basis.  The Director of FANS reviews 
monthly inventories and invoices to ensure compliance on an ongoing basis.  The SNS 
manager at each school is responsible for completing a monthly inventory.  The Director 
of SNS reviews the inventory to ensure products are meeting regulations and quantities 
are reasonable compared to meals served.  Any discrepancies are investigated by the 
Director of SNS and a corrective action implemented if required. The Director of FANS 
works with individual schools on a daily basis to ensure program regulations are being 
met.   If non-compliance is discovered, corrective action is taken. 

 
B. Allowable Costs/Cost Principles – The FANS Manger at each school is responsible for 

ordering needed items for the next month.   When shipments arrive, the FANS Manger 
verifies all items on the invoice were received.   The manager review and approves the 
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invoice for payment and then sends to the Food Service Admin Assistant.  The Food 
Service Admin Assistant is responsible for reviewing all invoices charged to the Food and 
Nutrition Services Fund.  The approved invoices are sent to the Food Service Admin 
Assistant to enter into the system for payment following district procedure.  
 
The Food Service Admin Assistant issues purchase orders for the purchase of items.  For 
purchases over $2,500, the FANS program follows the district's procurement procedures 
(written quotes, RFP's, etc.). The Food Service Admin Assistant prepares the purchase 
requisition and then the purchase order is approved by the Director of Financial Services. 
Most of the food purchases are done through the sealed bid process through the Director 
of FANS.   

C. Cash Management –  see Food Service Funds - Internal Control and Cash Management 

D. Davis-Bacon Act – Not applicable 
E. Eligibility – The district downloads a file from the South Carolina Automatic Payment 

Systems (SCAPS) website of all students eligible for free and reduced meals by direct 
certification (SNAP or TANF). The Food Service Specialist enters this information into 
Meals Plus, the district’s POS (Point of Sale) System.  Periodically, the SCDE notifies 
FANS that an updated direct certification list is available for download, and the Food 
Service Specialist updates meal benefits accordingly.  Children who are not listed on the 
direct certification list and have a sibling who is directly certified may also be directly 
certified to receive free meal benefits.  
 
All elementary schools participate with the Community Eligibility Provision of the USDA 
and do not complete applications. 

Other students must have their parents complete an application and meet established 
guidelines to be eligible to receive free and reduced meal benefits. Applications are mailed 
to the homes of district families over the summer break and are also available during the 
school year at all participating schools and the District Administrative Office. The original 
applications are sent to the Food Service Specialist who inputs them into the POS System 
for eligibility determination.  The Director of Financial Services confirms accuracy of all 
applications and signs off accordingly.  The Food and Nutrition Services Office has ten 
school days to reply once the completed application has been received. The Food Service 
Specialist then mails a notification letter to the address provided.  Verifications are 
completed through the FANS office using Meals Plus’s focused selection process with a 
3% selection. The School District FANS program participates in “direct” verification 
process.  A list of names generated from the computerized listing is uploaded to the 
SCSDE. DSS verifies those students that qualified as direct matches, and these students 
remain on free meal benefits.  Those not on free meal benefits will be changed 
accordingly.  All others not verified through direct verification are mailed verification 
information.  The Food Service Specialist mails the verification kit to the selected 
households. This information includes a letter notifying the parents that their child's 
application has been chosen for verification along with an explanation of the 
documentation needed as well as other forms to be used during the process. The parent(s) 
then have ten days to return the information requested in the verification kit: the number 
of members in household with their Social Security number, income verification through 
pay stub or note from employer, SNAP or TANF number if applicable, etc.   If the 
household provides a SNAP or TANF number, they must also provide a copy of the letter 
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stating the number is currently valid. During the course of conducting the test, if the sample 
contains any members who are on direct certification, the entire household is considered 
Completed/Complied.  If the parents do not return the information required for verification 
within ten days, the Food Service Specialist will send a second letter and attempt to reach 
the household by phone. If the information is not received from the household by the 
completion date of Verification, the student(s) will no longer be eligible for free or reduced 
meals, and the parents are notified by a letter mailed to them. 
 
When the proper documentation is received for the verification process, the Food Service 
Specialist enters the information into the Meals Plus program. If a change in eligibility is 
warranted, the FANS office will mail the parents a letter notifying them of the change in 
the student’s status.   
 
Verification documentation is reviewed by the Food Service Director as required by the 
SCDE and USDA.  All required forms are sent to the State as directed. 
 
At the beginning of the school year, students eligible in the previous year are allowed to 
participate in the program during the first thirty days of the school year before the deadline 
of the current year. 
 

F. Equipment and Real Property Management – For the purchase of capital assets, the 
FANS program follows the S.C. Department of Education policy relating to allowable 
expenditures using FANS funds. The district's policy states that all purchases over $5,000 
are recorded as capital assets, with formal bids submitted for each purchase over $10,000. 
For purchases under $10,000, the Food Service Director receives verbal or written quotes 
from at least three parties and submits the winning bid to the Food Service Specialist.  A 
Purchase Requisition is entered into the SmartFusion Accounting System by the Food 
Service Specialist. A Purchase Order is then generated.  The Food Service Specialist 
submits quotes and the Purchase Order to the Director of Financial Services for approval 
and signature.  For items under $2,500 the Food Service Director finds the best price for 
the item. When the Food Service Director and Maintenance determine that it is no longer 
feasible for the school district to keep a particular asset in operation, that asset is removed 
and sold at auction or via other disposal means as allowed by the district’s procurement 
code. 

 
G. Matching, Level of Effort, Earmarking –   Not applicable  

 
H. Period of Availability of Federal Funds – Funds are available to reimburse eligible cost 

during the fiscal year.    
 

I. Procurement and Suspension and Debarment - District procurement policies follow OMB 
A-87 requirements in their restrictions and guidance.  The district uses the same policies 
and procedures for all expenditures regardless of funding source.  The district has a 
purchasing policy (see Purchasing Section on page 18 of this document).  The district 
handles purchases for Title I expenditures in the same manner it handles all expenditures.  
See purchasing process on page 16-Federal Grants Cash Flow and related internal 
Controls. There were no purchases that would require compliance with the Buy America 
or Davis Bacon requirements.   
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Prior to adding new vendors to the accounting system, the Accounts Payable Admin 
Assistant will research the vendor on the System for Award Management website 
(www.sam.gov) to verify whether or not the vendor has been suspended or debarred.  The 
Accounts Payable Admin Assistant will print the search results page from the System for 
Award Management website to be filed with the W-9.  W-9’s are filed in the New Vendor 
notebook.  Also, the w-9 is scanned and electronically stored with the vendor information 
in the Accounting system. Each purchase order contains the following statement:  “the 
fulfillment of this purchase order, certifies your company and its principals, subgrantees, 
or subcontractors are not presently debarred, suspended, proposed for debarment, or 
declared ineligible for the award of contracts by state or federal agency.” Each bid 
solicitation contains the following statement:  “By submitting a proposal (IFB/RFQ), the 
applicant certifies, to the best of its knowledge and belief that the applicant and/or any of 
its principals, sub grantees, or subcontractors are not presently debarred, suspended, 
proposed for debarment, or declared ineligible for the award of contracts by any state or 
federal agency; have not, within a three year period preceding this application, been 
convicted of or had a civil judgment rendered against them for: commission of fraud or a 
criminal offense in connection with obtaining, attempting to obtain, or performing a public 
( federal, state, or local) contract or subcontract; violation of federal or state antitrust 
statutes relating to the submission of offers; or commission of embezzlement, theft, 
forgery, bribery, falsification, or destruction of records, making false statements, tax 
evasion, or receiving stolen property; and are not presently indicted for, or otherwise 
criminally or civilly charged by a governmental entity with, commission of any of the 
offenses enumerated above. Applicant has not, within a three –year period preceding this 
application, had one or more contracts terminated for default by any public (federal, state, 
or local) entity.” 
 
Refer to sections on Procurement for additional internal controls. 
 
Commodities – Commodities are separated into USDA un-processed and 
Processed.   The District Nutrition Services Director monitors the SCAPS website on a 
regular basis.   When USDA un-processed commodities arrive into the primary vendor 
warehouse, notification of arrival will be visible on the SCAPS website.   When 
processed commodities arrive into the primary vendor warehouse, notification of their 
arrival will be emailed to the Nutrition Services Director, along with a purchase order 
number and case quantity by the primary vendor.  The Nutrition Services Director will 
designate the case quantity and delivery date for each individual commodity.   The 
allocated amounts per school will be noted on the District FD3 report, which is then 
provided to all schools.  A month ending report of all commodities received, including 
their value is provided to the District Bookkeeper.   Commodities are inventoried at the 
end of each month in the same manner as purchased food and supplies.     

 
J. Program Income –  Not applicable for this program  

 
K. Real Property Acquisition and Relocation Assistance – Not applicable 

 
L. Reporting – The Food Service Specialist completes the SLP-4 for the district. The Director 

of Financial Services reviews the information.  FANS uses SmartFusion computer 
software to account for its activity. Participation counts are keyed into the South Carolina 
Automated Payment System (SCAPS) by the Food Service Specialist using SmartFusion 
reports.  
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The Food Service Specialist completes a monthly Free and Reduced Lunch Percentage 
report by location since many grants utilize free and reduced lunch percentage for 
eligibility.  This report is made available to district leadership for use in applying for grants.      

 
M. Subrecipient Monitoring - The district does not have any subrecipients of USDA Child 

Nutrition Funds.  
 

N. Special Tests and Provisions -  Not applicable for this program 
 
Fraud Risk Management 
 
The district recognizes that acts of fraud by its employees may seriously deplete the scarce 
resources available to it.  The district is also aware that the effects of fraud extend beyond the 
loss of cash and other assets which have severe negative repercussions on the ability of the 
district to achieve its objectives.  All fraud will be investigated and followed up by the application 
of all remedies available within the full extent of the law as well as the application of appropriate 
prevention and detection controls.  These prevention controls include the existing financial and 
other controls and checking mechanisms as prescribed in the systems, policies, procedures, rules 
and regulations of the district.  It is the responsibility of all employees to report all incidents of 
fraud to their supervisor.  If the employee has reason to believe that the immediate supervisor is 
involved, then the employee is to report to the next level of management.  All employees are 
responsible for the prevention of fraud.   
 
Grants (Special Project Funds) 
 
When the district has grants or special project funds, they expend all funds necessary for the 
project and then request reimbursement.  The Food Service Specialist and Director of Financial 
Services have the responsibility of ensuring expenditure reports are filed within a timely manner 
for each fund.   The expenditures reported must be within the guidelines of the approved grant 
and the approved budget. Any proposed budget changes to the original grant must be amended 
and approved by the S.C. Department of Education.  Federal grants normally allow for 
reimbursement of indirect costs.  The indirect cost reimbursement is calculated using a pre-
approved state formula. The formula contains information derived from the following sources: the 
S.C. Department of Education, the Federal Government, and the district.  
 
For grants awarded after July 1, 2014, expenditures must be claimed using the online Grants 
Accounting Processing System (GAPS).  The Director of Financial Services accumulates the 
claim data from the district’s computer system.  After preparing the claim, the Director of Financial 
Services enters the claim data into the Grants Accounting Processing System under the 
expenditure claim tab.  After entering the data into the GAPS system, the Director of Financial 
Services forwards a GAPS expenditure report and supporting information to the Financial 
Assistant for review and submission to the SDE.   
 
 
 
 
Procurement – Iran Divestment Act 
 
Pursuant to the Iran Divestment Act of 2014, S.C. Code Ann. §§ 11-57-10, et seq., the Executive 
Director of the State Budget and Control Board has published a list of persons determined to 
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engage in investment activities in Iran. The list identifies entities that are ineligible to contract with 
the State of South Carolina or any political subdivision of the State, including state agencies, 
public universities, colleges and schools, and local governments.  
 
Beginning on January 5, 2015, all new vendors are required to complete a Vendor Application.  
The vendor must certify that they are not on the list created pursuant to Section 11-57-310.  The 
Vendor Application states “By submission of this bid, each bidder and each person signing on 
behalf of any Bidder certifies, that to the best of its knowledge and belief that each bidder is not 
on the list created pursuant to Section 11-57-310.”  An authorized signature by the vendor is 
required.   Procurement will also check the website to insure the vendor is not on the list. 
 
Food and Nutrition Services (FANS) 
 
The Food Service Specialist is responsible for reviewing all invoices charged to the FANS 
account.  The cafeteria managers approve each invoice for payment and then forward approved 
invoices to the Food Service Specialist for entry into the system for payment. Normally, the Food 
Service Specialist issues purchase orders for any amounts.   For purchases over $2,500, the 
FANS program follows the district's procurement procedures (written quotes, RFP's, etc.). The 
Food Service Specialist prepares the purchase order and then the purchase order is approved by 
the Director of Financial Services.  Most of the food purchases are done through the sealed bid 
process through the Anderson County Board Office.  
 
Food and Nutrition Services – Inventories 
 
The Food Service Director ensures that accurate and complete counts of inventory are completed 
on a monthly basis.  Each cafeteria manager is responsible for taking the inventory and ordering 
the needed items for the following month.  When a shipment of food arrives at the school, the 
manager verifies that all the items listed on the invoice were received.  The manager signs off on 
the invoice and sends the invoice to the Food Service Specialist.  All approved invoices are paid 
by the Food Service Specialist at Central Office. 
 
Food and Nutrition Services - Lunch Room Procedures and Controls 
 
The district uses the Meals Plus software package to manage their food revenues. Each child is 
assigned a unique ID number.  When they enter the lunch line, they will use the pin pad and enter 
their ID number or scan their ID badge. This action will show the child's account balance to the 
cashier.  The cashier enters what the student has purchased for the day.  The student can provide 
payment for their purchase, deduct the balance from their prepaid account or charge the 
purchase.  Parents are notified of their child’s balance by letters sent home from the cafeteria or 
by monitoring the account using K12 Payment Center.    
 
Cashiers must ensure all money received from students and staff is properly entered into the 
Meals Plus system on the day it is received.  At the end of the serving period, money is counted 
by the Cashier or Cafeteria Secretary and verified by the manager or designee.  The Cafeteria 
Secretary enters the actual deposit into Meals Plus.  Any discrepancies must be researched.  The 
Cafeteria Secretary then completes a deposit slip and makes a bank deposit daily.  Deposit slips 
are sent to the Food Service Specialist monthly.   
 
The Cafeteria Secretary at each school is responsible for sending end of the month reports to the 
Food Service Specialist at Central Office. The Food Service Specialist reconciles these reports 
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and reviews the reports for accuracy. The cafeteria manager also sends invoices to the Central 
Office for payment on a weekly basis. 
 
Parents can make online payments for school meals using K12paymentcenter.com.  When a 
payment is made, the amount is transferred to the student’s Meals Plus account automatically on 
the following day. The funds are deposited into the Student Nutrition checking account daily.  The 
Food Service Specialist runs a report of online deposits monthly and posts to ledger.   
 
Bank reconciliations are completed monthly utilizing bank statements for Food Service Cash 
Account by the Food Service Specialist.  These reconciliations are reviewed by the Director of 
Financial Services on a monthly basis.  
 
Food and Nutrition Services - SLP-4 Controls: 
 
The Food Service Specialist completes the SLP-4 for the district. The Director of Financial 
Services reviews the information. FANS uses the SmartFusion computer software to account for 
its activity. Participation counts are keyed into the South Carolina Automated Payment System 
(SCAPS), using SmartFusion reports for reimbursement claiming.  
 
The participation portion of the SLP-4 is keyed into the SCAPS program by the Food Service 
Specialist by the tenth day of the succeeding month (i.e. June's SLP-4 data is transmitted to the 
SCDE via SCAPS by July 10th) for reimbursement from the SCDE.  All SLP-4 data is kept on file 
at Central Office. 
 
Time and Effort Reporting – Not Applicable. 
 
Travel Reimbursements – See Travel Procedures (Pages 20 – 21) 
 
 

 


