POLICY

PARSIPPANY-TROY HILLS
TOWNSHIP SCHOOL DISTRICT

FINANCES

6000/page 1 of 1

6000 FINANCES

Number Title

6111 Special Education Medicaid Initiative (SEMI) Program
6113 E-Rate

6141 Tax Revenues

6150 Tuition Income

6160 Grants From Private Sources

6162 Corporate Scholarships

6163 Advertising on School Property

6210 Fiscal Planning

6220 Budget Preparation

6230 Budget Hearing

6311 Contracts for Goods or Services Funded by Federal Grants
6320 Purchases Subject to Bid

6340 Multiple Year Contracts

6350 Competitive Contracting

6360 Political Contributions

6421 Purchases Budgeted

6422 Budget Transfers

6423 Expenditures for Non-Employee Activities, Meals and Refreshments
6424 Emergency Contracts

6440 Cooperative Purchasing

6450 Choice of Vendor

6470 Payment of Claims

6471 School District Travel

6472 Tuition Assistance

6480 Purchase of Food Supplies

6510 Payroll Authorization

6520 Payroll Deductions

6620 Petty Cash

6630 Athletic Fund

6640 Cafeteria Fund

6650 Scholarship Fund

6660 Student Activity Fund

6700 Investments

6801 District Records and Reports

6810 Financial Objectives

6820 Financial Reports

6830 Audit and Comprehensive Annual Financial Report




POLICY TOWNSHIP SCHOOL DISTRICT

T

FINANCES

6111/page 1 of 2

Special Education Medicaid Initiative (Semi) Program
M

6111 SPECIAL EDUCATION MEDICAID INITIATIVE (SEMI) PROGRAM (M)

Every New Jersey school district, with the exception of any district that obtains a waiver of the
requirements of N.J.A.C. 6A:23A-5.3 pursuant to the procedures set forth at N.J.A.C. 6A:23A-
5.3(b), shall take appropriate steps to maximize its revenue from the Special Education Medicaid
Initiative (SEMI) Program by following policies and procedures to maximize participation in the
program as set forth in N.J.A.C. 6A:23A-5.3(d) and to comply with all program requirements as
set forth in N.J.A.C. 6A:23A-5.3(e).

The school district may seek, in the prebudget year, a waiver of the requirements of N.J.A.C.
6A:23A-5.3 in accordance with the procedures as outlined in N.J.A.C. 6A:23A-5.3(b). As part
of the annual budget information, the Department of Education shall provide each school district
with a projection of available SEMI reimbursement for the budget year, as determined by the
State Department of Treasury’s third party administrator for SEMI.

Beginning with the 2009-2010 school year, the school district shall recognize as revenue in its
annual school district budget no less than ninety percent of the projection provided by the
Department of Education. The district may seek approval from the Executive County
Superintendent to use its own projection of SEMI reimbursement upon demonstration that the
numbers it used in calculating the projection are more accurate than the projection provided.

The school district shall strive to achieve maximum participation in the SEMI program.
“Maximum participation” means obtaining a ninety percent return rate of parental consent forms
for all SEMI eligible pupils. Districts shall enter all pupils following their evaluations into the
third-party system to identify the district’s universe of eligible pupils. This can be done without
parental consent.

Districts participating in the SEMI reimbursement program shall comply with program
requirements as outlined in N.J.A.C. 6A:23A-5.3(e).

Each school district that has less than ninety percent participation of SEMI eligible pupils in the
2007-2008 school year or has failed to comply with all program requirements set forth in
N.J.A.C. 6A:23A-5.3(e) shall demonstrate a good faith effort to achieve maximum participation
and to maximize available SEMI revenue during the 2008-2009 school year by submitting a
SEMI action plan to the Executive County Superintendent for review and approval by September
1, 2008. In subsequent years, each school district that has less than ninety percent participation
of SEMI eligible pupils in the prebudget year or that has failed to comply with all program
requirements set forth in N.J.A.C. 6A:23A-5.3(e) shall submit a SEMI action plan to the
Executive County Superintendent for review and approval as part of the school district’s
proposed budget submission. The district’s SEMI action plan shall include the components as
outlined in N.J.A.C. 6A:23A:5.3(g).




POLICY TOWNSHIP SCHOOL DISTRICT

FINANCES
6111/page 2 of 2
Special Education Medicaid Initiative (Semi) Program

Districts that did not achieve ninety percent participation or achieve their approved benchmarks
in the SEMI program for a given budget year and cannot demonstrate that they fully
implemented their Department of Education approved SEMI action plan, shall be subject to
review for the withholding of State aid by the Commissioner pursuant to N.J.S.A. 18A:55-3 in an
amount equal to the SEMI revenue projection based on their approved benchmark for the budget
year, if applicable, less actual SEMI reimbursements for the budget year. The State aid
deduction shall be made in the second subsequent year after the budget year.

N.J.A.C. 6A:23A-5.3

Adopted: 11 February 2010
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6113 E-RATE

The Telecommunications Act of 1996 provides for a Federal funded program called the
Universal Service Fund (USF) or E-Rate that is designed to provide affordable access to
telecommunications services for all eligible schools and libraries in the United States. The
program provides discounts on telecommunications services, Internet access and internal
connections, and provides discounts of up to ninety percent to assist most schools and libraries in
the United States to obtain affordable telecommunications and Internet access. The purpose of
this Policy is to provide guidance and direction so the Parsippany-Troy Hills Township School
District can participate in the E-Rate program and this Policy assigns E-Rate responsibilities to
school staff members to ensure the school district is in compliance with Federal Communications
Commission and E-Rate participation requirements.

Full access to telecommunications and information resources makes possible the rich teaching
and learning that take place in schools and libraries. For these institutions to provide the high
level of service necessary for their pupils and patrons to participate fully in American society, the
costs can be great. Telecommunications and Internet access, the hardware needed for
assembling local networks, and maintenance of systems and machines can stretch budgets that
are already under stress.

Universal Service Administrative Company (USAC) is responsible for processing applications
for support, confirming eligibility, and reimbursing telecommunications companies and Internet
access providers for discounted services delivered to eligible schools and libraries. USAC
reviews applications, invoices, and other program information to ensure that applicants and
service providers follow rules for the program set by the Federal Communications Commission
(FCC). USAC also conducts Schools and Libraries Program beneficiary audits to ensure
program compliance.

Eligible participants include public and most non-profit Kindergarten through grade twelve
schools as well as all public and many private libraries. All program participants must carry out
a competitive bidding process to select the most cost-effective companies to provide the goods
and/or services requested.

Once eligible school districts complete the competitive bidding process, applicants submit to
USAC all information required to demonstrate compliance with the rules required for receiving
support. After approving applications, USAC notifies applicants of a commitment to fund the
acquisition of services. When applicants start receiving services, USAC makes payments to the
companies selected to provide those services.
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Funding may be requested under five categories of service: Telecommunications,
Telecommunications Services, Internet Access, Internal Connections, and Basic Maintenance of
Internal Connections. Discounts for support depend on the level of poverty and the urban/rural
status of the population served and range from twenty percent to ninety percent of the costs of
eligible services.

Eligible participants include public and most non-profit Kindergarten through grade twelve
schools as well as all public and many private libraries. Guidance on the eligibility requirements
to participate in the E-Rate Program is available on the USAC website at www.usac.org.

This Policy provides the steps to be used by this school district to receive E-Rate discounts.

Technology Plan

A Technology Plan is a plan prepared by the school district that explains how
telecommunications and information technology will be used to achieve educational goals,
curriculum reforms, or library service improvements. School districts applying for Priority 2
services (Internal Connections and Basic Maintenance) must prepare a technology plan.

In general, Technology Plans should not cover more than three years. Technology Plans should
be written (at least in draft form) before an FCC Form 470 is posted to the USAC website in
order to support the requests for services featured on that form, cover all twelve months of the
funding year, and be approved by a USAC-certified Technology Plan Approver (TPA) before an
FCC Form 486 is filed and before services start.

Technology Plans must, at a minimum, contain: clear goals and a realistic strategy for using
telecommunications and information technology to improve education or library services; a
professional development strategy to ensure that members of the staff know how to use these
new technologies to improve education or library services, a needs assessment of the
telecommunication services, hardware, software, and other services that will be needed to
improve education or library services; and an evaluation process that enables the school district
to monitor progress toward the specified goals and make mid-course corrections in response to
new developments and opportunities as they arise.

In order to be eligible for E-Rate funding, the school district must have its Technology Plan
approved for E-Rate use by the New Jersey Department of Education.

The Parsippany-Troy Hills Township School District shall be responsible for developing the
school district’s technology plans and submitting the plans for approval to the New Jersey
Department of Education.



http://www.usac.org/
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Competitive Bidding Process

A competitive bidding process is a formal process to identify and request the products and
services a school district needs so potential service providers can review these requests and
submit bids. To open the process, the school district must post an FCC Form 470 to the USAC
website and, if the school district chooses to or if required by the New Jersey Public School
Contracts Law, N.J.S.A. 18A:18A-1 et seq., issue a Request for Proposals or prepare bid
specifications.

The school district will determine eligible E-Rate funding products and services based on the
needs as outlined in the school district’s approved New Jersey Department of Education
Technology Plan or as identified by the Superintendent, in consultation with school district
administrative and technology staff members.

The entity that will run the competitive bidding process (which may be the school district, a State
procurement agency, or another entity that the district has authorized to negotiate on its behalf
with a Letter of Agency (LOA) or similar document) must file the FCC Form 470 (Description
of Services Requested and Certification) and must be prepared to receive and evaluate bids and
negotiate with service providers.

The FCC Form 470 for the upcoming funding year is generally available online on the USAC
website a year before the start of the funding year. FCC Form 470 can be filed for a particular
funding year as soon as it becomes available online. The entity filing the FCC Form 470 must
wait at least twenty-eight days after the date that the FCC Form 470 is posted and the date the
RFP is issued, whichever is later, before closing the competitive bidding process. Services
provided under tariff or on a month-to-month basis require an FCC Form 470 to be posted each
year. If, however, a multi-year contract results from the competitive bidding process, it is not
necessary to post a new FCC Form 470 until a new contract is required.

After the FCC Form 470 is posted to the USAC website, USAC will issue an FCC Form 470
Receipt Notification Letter (RNL). This letter includes much of the information featured on the
form, provides a means to correct certain errors, and discusses the next steps in the application
process. The Parsippany-Troy Hills Township School District will review the RNL to ensure the
products and services included in the RNL are accurate and will notify USAC within fifteen days
of the postmark date of the RNL if there are any required revisions. If an unallowable correction
on the Form 470 is identified, the district must post and certify a new Form 470 within the filing
window. A new Form 470 must be posted at least twenty-eight days prior to signing a contract
or selecting a service provider.
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The entity filing an FCC Form 470 can issue a Request for Proposals (RFP) in addition to the
FCC Form 470. For the purposes of this Policy, an RFP is a formal bidding document that
describes the project and requested services in sufficient detail so that potential bidders
understand the scope, location, and any other requirements. The district’s formal bidding
documents must indicate the district will accept bids on equal and/or equivalent goods or
services. The district is not required to issue an RFP unless the State or local procurement rules
or regulations require the district to do so. If the district issued or intends to issue an RFP, that
information must be included on the FCC Form 470 along with information on how to obtain a
copy of the RFP.

The entity filing the FCC Form 470 must ensure the competitive bidding process is open and
fair. All bidders must be treated the same and no bidder can have advance knowledge of the
project information. There shall be no secrets in the bidding process, such as information shared
with one bidder but not with others. All bidders shall know what is required of them.

Service providers and potential service providers cannot offer or provide gifts to applicants and
no school district employee or official shall solicit or accept a gift of any value from a service
provider or potential service provider. These prohibitions are in effect during the entire funding
year. In addition, the value of free services (e.g., price reductions, promotional offers, “free”
products) must generally be deducted from the pre-discount cost of funding requests.

The competitive bidding process and the FCC 470 RNL process shall be coordinated and
supervised by the Business Administrator, or designee, as per Policy 6350.

Selecting Service Providers

After the close of the competitive bidding process, the school district shall evaluate the bids
received and choose the bid that is the most cost-effective with the price of the E-Rate eligible
products and services as the primary factor. The district may consider as many factors in this
evaluation as it wants, but the price of the E-Rate eligible products and services must be included
as a factor and must be weighted more heavily than any other single factor. The FCC Form 470
and the Request for Proposals (RFP), if issued, must both have been publicly available for a
twenty-eight day period, whichever is later, before the district can close its competitive bidding
process. Any evaluation of bids shall be in accordance with the New Jersey Public School
Contracts Law, N.J.S.A. 18A:18A-1 et seq. and FCC Competitive Bidding Rules.
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Preparing a Bid Evaluation Matrix helps evaluate bids and also provides documentation of the
process followed to select a service provider. The Bid Evaluation Matrix shall be completed by
the Business Administrator, or designee. All copies of bids (successful and unsuccessful),
evaluation criteria, vendor contact information, and the signed contract shall be retained in
accordance with the document retention guidance outlined in this Policy. The district can
receive services:

1. Under tariff or on a month-to-month basis - Services such as basic telephone
service or Internet access may not require a contract. The district must post an
FCC Form 470 and open a competitive bidding process for these services each
year.

2. Under a contract - Tariffed or month-to-month services provided under a contract
are considered to be contracted services. Also, internal connections and basic
maintenance products and services are generally provided under a contract. If the
district posts an FCC Form 470 and signs a multi-year contract resulting from that
posting, the district does not have to post an FCC Form 470 or open a competitive
bidding process again for the life of that contract.

If the district intends to receive services under contract, the contract must have been preceded by
the filing of an FCC Form 470 (NOTE: If the district has an existing contract that was not signed
as a result of posting an FCC Form 470, the district can post an FCC Form 470 for the next
funding year and consider its existing contract as a bid response. The district must evaluate any
other bids received as well, as the district’s existing contract may not be the most cost-effective
solution.). The entity that filed the FCC Form 470 must also have followed the Schools and
Libraries Program’s competitive bidding rules and all applicable State and local contract and
procurement rules and regulations.

The Board shall approve all contracts for products or services if the products or services were bid
in accordance with N.J.S.A. 18A:18A-1 et seq., where an RFP was used to obtain proposals, or
any contract to be awarded in excess of $36,000.

The district may sign a contract, which may be for one or more years and may include the option
of voluntary extensions. If the district is eligible, it can purchase services from a State master
contract; however, the district must file their own FCC Form 470 and use the State master
contract pricing as a bid to consider in evaluating all potential bids. If the district is eligible to
purchase from a State master contract, but that contract will expire before or during the
upcoming funding year, the district and the State of New Jersey should follow the guidance for
State replacement contracts (See State Master Contracts section on USAC website at
WWW.USac.org).
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The evaluation of bids and the selection of service providers or recommending service providers
to the Board of Education, if required, shall be the responsibility of the Business Administrator,
or designee.

Applying for Discounts

To apply for Schools and Libraries Program discounts, the district must file an FCC Form 471 to
provide USAC with information about the services being requested and the eligible discount(s).
USAC will review the request, may ask for additional information, and will then issue a funding
decision.

All contracts, if contracts are required, must be signed and dated before the FCC Form 471 is
submitted to USAC.

The FCC Form 471 must be filed during a specific application window each year. In general, the
application filing window opens about six months before the start of the funding year and is open
for about two and a half months. All applications received or postmarked before the close of the
filing window are considered as having arrived on the same day, and have priority over those
submitted after the filing window has closed. The specific opening and closing dates of the
filing window are published in advance on the USAC website.

After the FCC Form 471 is certified online or on paper, USAC will issue an FCC Form 471
Receipt Acknowledgment Letter (RAL). The RAL shall be reviewed by the Business
Administrator, or designee, within twenty calendar days of the school district’s receipt of the
RAL. This letter includes much of the information featured on the form, provides a means to
correct certain errors, and discusses the next steps in the application process. The information
the district must provide on the FCC Form 471 includes the following:

1. Entity numbers (also called Billed Entity Numbers (BENSs)) for all entities
receiving service (recipients of service), together with specific information for
each entity (Block 4 of the form).

2. NCES and/or FSCS codes for entities receiving service (Block 4).

3. Information on telephone and Internet access connections and speeds (Block 2).
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For each funding request (a service or set of services specific to both a category of service and a
service provider) the district must also provide:

1. Either an actual count of pupils eligible for the National School Lunch Program or
Federally-approved alternative mechanisms to determine the level of poverty for
purposes of the universal service discount program. The district may obtain
additional guidance on alternative mechanisms on the USAC website at
WWW.USac.org.

School districts that choose not to use an actual count of pupils eligible for the
National School Lunch Program may use only the Federally-approved alternative
mechanisms contained in Title | of the Improving America's School Act, which
equates one measure of poverty with another (See FCC 97-157 - paragraph 510).
In the event the district elects to use a Federally-approved alternative mechanism,
the details will be provided.



http://www.usac.org/
http://www.universalservice.org/_res/documents/about/pdf/fcc-orders/1997-fcc-orders/FCC-97-157.pdf
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The Business Administrator or designee will verify the student data used to
calculate discounts in accordance with the eligibility requirements of the National
School Lunch Program and the New Jersey Department of Agriculture.

2. Specific information on each service or set of services the district is requesting,

including:

a. Name and Service Provider Identification Number (SPIN) of the service
provider;

b. Cost of the service;

C. Contract number and other contract details (if there is a contract);

d. Start and end dates of service;

e. Worksheet(s) identifying the entity or set of entities receiving each
service; and

f. A detailed description of products and services, referred to as an Item 21

attachment. These products and services shall be reviewed by the
Business Administrator or designee to ensure they are eligible for E-Rate
funding according to the current Eligible Service List as published on the
USAC website.

The district’s certified FCC Form 471 and Item 21 attachment(s) are due on or before the close
of the application filing window.

The school district is only able to receive support for internal connections in two of every five
funding years. This applies to individual recipients (individual schools, libraries, or non-
instructional facilities). For each eligible entity, the five-year period begins in any year in which
that entity receives support for internal connections. Entities can use two years within any five-
year period, looking back and looking forward from that year. FY 2007 was the first year that
entities were ineligible for internal connections funding based on this rule (for entities that
received funding for
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both FY 2005 and FY 2006 internal connections requests). USAC provides a Two-in-Five Tool
that provides information on the school district’s eligibility for funding of internal connections
requests for multiple funding years. This rule does not apply to telecommunications and Internet
access services or to basic maintenance of internal connections services categorized as Priority 2.
Basic maintenance services are eligible for support each year if they are necessary to the
operation of the internal connections network. The school district will be considered to have
used a year if it has been specified in the FCC Form 471 Block 4 worksheet cited on one or more
approved internal connections funding requests in that year.

The Business Administrator, or designee, shall be responsible for applying for discounts from the
School and Libraries Program.

Application Review

After the district files an FCC Form 471 and the associated Item 21 attachment(s) within the
filing window, Program Integrity Assurance (PIA) reviewers at USAC will check the
information on the form for completeness and accuracy and may have additional questions for
the district to answer. All applications go through an initial review and a final review, which
may involve questions from PIA reviewers on one or more of the following topics:

1. Eligibility of the entities receiving service (this review step generally occurs for
entities that have not appeared on a previous application);

2. Eligibility of the services requested;

3. Discount calculations;

4. Contracts;

5. The competitive bidding process; and/or

6. Any discrepancies between the information on the funding request and the

associated Item 21 attachment.



http://www.usac.org/sl/tools/default.aspx
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The district must indicate the preferred mode of contact on FCC Form 471 Item 6c (telephone),
6d (fax), or 6e (email). Because PIA reviewers send written questions by fax or email, they will
call the district and ask for a fax number or email address if the district indicated telephone as the
preferred mode of contact. The district will have fifteen days to respond to PIA questions. The
district can ask for more time, if needed, but a request for additional time will add more time to
the review process.

Some applications undergo additional review - Selective Review is one example - where PIA
reviewers may request more detailed responses that can include:

1. Documentation of the competitive bidding and service provider (vendor) selection
processes;
2. Documentation of the district’s ability to pay the non-discount share (the portion

of the cost of eligible products and services not reimbursed by USAC); and/or

3. Proof the district has obtained necessary resources (i.e., hardware, software, staff
training, electrical capacity, retrofitting) that are not eligible for Schools and
Libraries Program discounts, but that must be in place to make effective use of the
discounted services.

As part of the review process, PIA reviewers may be required to change the category of service
on a Funding Request Number (FRN). If PIA reviewers discover there are ineligible services in
a funding request, the district will be able to remove them or move them to a separate request to
avoid denial under the thirty percent rule. After the PIA review process has been completed,
USAC issues a Funding Commitment Decision Letter (FCDL) containing USAC’s decisions on
the district’s funding requests. The district should review this letter carefully, as it contains
important information both for planning the start of the receipt of services and for completing the
additional steps in the application process. If the district disagrees with one or more of the
decisions in the FCDL, the district can appeal to USAC or to the Federal Communications
Commission (FCC).

The Business Administrator, or designee, shall be responsible for preparing and providing the
requested documentation for the application review(s).
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Starting Services

After the district receives the Funding Commitment Decision Letter (FCDL) and the delivery of
services has started, the Business Administrator, or designee, shall be responsible for: filing a
FCC Form 486 to inform USAC that services for which the district has been approved for
discounts have started and invoicing can begin; assuring the district’s Technology Plan, if
required, has been approved by a USAC-certified Technology Plan Approver and the district is
in compliance with the Children's Internet Protection Act (CIPA), 47 CFR 54.520, or CIPA does
not apply because the district’s application is only for Telecommunications Services and/or
Interconnected Voice over Internet Protocol (VolP) services. CIPA requirements include an
internet safety policy, a technology protection measure, a public notice hearing or meeting, the
monitoring of online activities of minors, and providing education to minors on appropriate
online behavior.

The Business Administrator, or designee, shall be responsible for reviewing the originating
purchase order and/or contract to ensure the products and services on the purchase order or
contract have been received in the district, and the invoice from the provider is consistent with
the purchase order/contract and products and services received.

In advance of the start of services, the district and its service provider(s) should have a
conversation about the details of the services the district will be receiving. The district should
also review the contract, if there is a contract. In addition, the district should determine whether
the district or its service provider will invoice USAC for the discounted amount of the cost of the
services. Under certain circumstances, advanced installation of some Priority 1 components can
occur before July 1 of the funding year.

The district can file an FCC Form 486 early (before services have started) if the district:
1. Received its FCDL,; and
2. Services will start in the month of July; and

3. The district can truthfully make all of the certifications in Block 4, which include
compliance with the technology plan and CIPA requirements; and

4. The district is filing the form on or before July 31.
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NOTE: Early filing using Item 6a on the FCC Form 486 is an option if and only if
services will start within the month of July of the relevant funding year, all relevant
certifications in Block 4 can be accurately made, and the FCC Form 486 is postmarked
on or before July 31 of the Funding Year.

The district must be in compliance with the Schools and Libraries Program's technology plan
requirements and the requirements of CIPA before services start. USAC cannot pay discounts
on services received during a period of time when the district was not in compliance. USAC
may review the district’s compliance with these requirements either before or after the district’s
FCC Form 486 is processed.

The FCC Form 486 must be certified no later than one hundred twenty days after the service start
date or one hundred twenty days after the date of the FCDL, whichever is later. Filing late can
result in a reduction in funding; the later the filing date, the greater the reduction.

After USAC completes the processing of the district’s FCC Form 486, USAC will issue an FCC
Form 486 Notification Letter. This letter features the information the district provided on the
form and outlines the next steps in the application process. If USAC was required to adjust the
service start date for a funding request due to a compliance issue, the service start date in the
letter will be marked with an asterisk and followed by an explanation of the reason for the
adjustment.

To be eligible for program support, eligible services must be received during a specific period of
time related to the particular funding year for which discounts are requested. Recurring services
must be delivered during the relevant funding year (July 1 through June 30). In general, non-
recurring services must be delivered and installed between July 1 of the relevant funding year
and September 30, following the June 30 close of that funding year (i.e., fifteen months after the
beginning of the funding year). However, certain recipients have received or may receive
extensions of the deadline for delivery and installation of non-recurring services. Such
extensions can occur for various reasons, including:

1. A Funding Commitment Decision Letter (FCDL) was issued by USAC on or after
March 1 of the funding year for which support was authorized.
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2. Operational SPIN changes or service substitutions were approved by USAC on or
after March 1 of the funding year.

3. The school district or service provider requested an extension because the service

provider was unable to complete delivery and installation for reasons beyond the
service provider's control.

4. The school district or service provider requested an extension because the service
provider has been unwilling to complete delivery and installation after USAC
withheld payment for those services on a properly-submitted invoice for more
than sixty days after submission of the invoice.

USAC will automatically extend the service delivery deadline in situations where criteria (1) or
(2) listed above are met. Recipients of non-recurring services that wish to satisfy criterion (3)
must submit documentation to USAC on or before September 30 following the close of the
funding year. A recipient of service that meets criterion (4) must certify to USAC on or before
September 30 following the close of the funding year that its service provider was unwilling to
deliver or install non-recurring services before the expiration of the deadline after USAC had
withheld payment for those services on a properly submitted invoice for more than sixty days
after the submission of the invoice.

The Business Administrator, or designee, shall be responsible to coordinate the filing of the FCC
Form 486.

Invoicing

After USAC has processed the district’s FCC Form 486, the district or its service provider can
begin the process of invoicing USAC for the discount share of the approved eligible services. In
consultation with the school business office staff member responsible for authorizing the
payment of invoices, shall be responsible for reviewing the originating purchase order and/or
contract, the products or services on the purchase order or contract have been received by
district, and the invoice from the service provider is consistent with the purchase order or
contract. The Business Administrator, or designee, shall only submit reimbursement requests to
USAC for eligible products and services once the district’s non-discounted portion is paid.
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There are two methods that can be used to invoice USAC. Once USAC has processed an invoice
for a funding request, that method of invoicing must be used for that particular funding request
for the remainder of the invoicing process.

1.

Invoice Method #1

Applicants file FCC Form 472, Billed Entity Applicant Reimbursement (BEAR)
Form if the district paid the service provider in full for the services and want to be
reimbursed for the discount amount. The service provider must approve the form
before it is submitted to USAC. USAC will review the invoice and process a
payment to the service provider if payment is approved. The service provider
then passes the reimbursement on to the applicant.

Invoice Method #2
Service providers file FCC Form 474, Service Provider Invoice (SPI) Form if they

have provided discounted bills to their customer and want to be reimbursed for
the discount amount.

Under both invoice methods, USAC will review the invoice and process a payment to the service
provider if payment is approved. Applicants are required to pay the non-discount portion of the
cost of the services.

The district can file a BEAR Form after all of the following have occurred:

1.
2.
3.

The district received a Funding Commitment Decision Letter (FCDL); and
The district has filed, and USAC has processed, an FCC Form 486; and

The district’s service provider has filed an FCC Form 473, Service Provider
Annual Certification (SPAC) Form (disbursements cannot be made until the
SPAC has been filed with USAC); and

The district paid for the service in full; and

In general, the services must have been delivered (an exception can be made for
progress payments specified in a contract).
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The district must file, and the service provider must approve, BEAR Forms no later than one
hundred twenty days after the last day to receive service or one hundred twenty days after the
FCC Form 486 Notification Letter date, whichever is later. If the deadline is missed the district
can request an invoice deadline extension.

After processing the district’s BEAR Form, USAC will issue a BEAR Notification Letter with
information about the processing of the district’s form. If the district needs more information
about a reduction or denial of payment, the district should refer to the invoice error code(s)
featured on the letter.

After the end of each calendar quarter, USAC issues a Quarterly Disbursement Report that
details all invoicing activity, BEAR Forms, and SPI1 Forms processed during that quarter for all
funding years. This report allows the district to track all of the invoicing activity related to the
district’s Billed Entity Number (BEN). The district can initiate an invoice check if it would like
to be notified each time the district’s service provider submits a SPI Form.

The Business Administrator, or designee, shall be responsible to ensure that all eligible E-Rate
goods and services have been received, the service provider invoices are correct and the district’s
non-discounted portion of the invoice has been paid before submitting invoices to USAC. The
usiness Administrator, or designee, shall review the eligible reimbursements that are made to any
service provider to ensure the amounts being billed to USAC and the school district equal 100%
of the invoiced amount. The usiness Administrator, or designee, will notify USAC and the
provider in the event there are any problems with this reconciliation.

Annual Policy Review

The Superintendent, or designee, shall be responsible to ensure this Policy is reviewed annually
and make recommendation for any revisions to this Policy as needed.

Document Retention

All documents related to the E-rate Program, including but not limited to, the application
process, the competitive bidding/vender selection process, and the invoicing process shall be
retained for at least five years after the last date of service delivered for a particular funding year
or in accordance with the New Jersey Division of Archives and Records Management Schedules
of Record Retention, whichever is longer.

Adopted: 23 May 2013
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6141 TAX REVENUES

The Board of Education believes that the interests of district taxpayers as well as the interests of
the educational program are best served by the orderly, planned transfer of tax revenues to the
school district as such funds are required to pay the debts of the district.

The Board Secretary shall request the Municipal Treasurer to transfer tax revenues in

anticipation of district expenditures in accordance with law and as approved by this Board of
Education.

N.J.S.A. 18A:17-34
N.J.S.A. 54:4-75

Adopted: 11 June 2009
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6150 TUITION INCOME

The Board of Education will charge and assess tuition for pupils attending this school district
that are not entitled to receive a free public education in this district or from a pupil’s sending
district for the pupil attending this school district as provided for by State statute.

Tuition rates will be determined, charged and paid in accordance with N.J.A.C. 6A:23-3.1 et seq.

A receiving public school district Board and a sending public school district Board will establish
a written contractual agreement for the ensuing school year with a tentative tuition charge
multiplied by the estimated average daily enrollment in accordance with 6A:23A-17.1(f) 6A:23-
3.1(f). The sending district is required in the contractual agreement to pay ten percent of the
tentative tuition charge no later than the first of each month from September through June of the
contract year. Adjustments will be made in accordance with N.J.A.C. 6A:23A-17.1(f) 6A:23-
3.1(F).

The Board will, with consent of the Board upon such terms, admit nonresident pupils on a tuition
basis pursuant to N.J.S.A. 18A:38-3.

The School Business Administrator/Board Secretary shall be responsible for the assessment and
collection of tuition. Tuition assessment and billing will be in accordance with N.J.A.C. 6A:23-
3.1 et seq.

The Executive County Superintendent in the county in which the receiving district is located
should be consulted to mediate disputes that arise from tuition matters as defined in N.J.A.C.
6A:23A-17.1(f)5.

N.J.S.A. 18A:38-3; 18A:38-19; 18A:46-21

N.J.A.C. 6A:23A-17.1

N.J.A.C. 6A:23A-17.2 [New District]

N.J.A.C. 6A:23A-17.3; 6A:23A-17.4 [County Vocational School District]

N.J.A.C. 6A:23A-17.5; 6A:23A-17.6; 6A:23A-17.7 [County Special Services
School District]

N.J.A.C. 6A:14-7.8

Adopted: 11 June 2009
Revised: 12 January 2012
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6160 GRANTS FROM PRIVATE SOURCES

The Board of Education encourages the development of proposals to private foundations and
other sources of financial aid to subsidize such activities as innovative projects, feasibility
studies, long-range planning, and research and development. Any such activity must:

1. Be based on a specific set of project objectives that relate to the established goals
of the district;

2. Provide measures for evaluating whether or not project objectives are being
achieved; and

3. Conform to applicable state and federal laws and to Board policies.

All grant proposals must be approved by the Board before being submitted to the funding
agency. The Superintendent shall establish regulations for the processing of proposal ideas
throughout the district.

Adopted: 11 June 2009
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6162 CORPORATE SPONSORSHIPS

The Board of Education recognizes and appreciates the financial support received from federal
and State funding sources and from local taxpayers. The Board desires to expand revenue
sources for the financial needs of the school district and encourages financial support to the
school district from non-school sponsored organizations. A “corporate sponsor”, for the
purposes of this Policy, is a non-school sponsored person and/or organization that offers to
provide support to the school district through financial or material means in exchange for
recognition and/or acknowledgement.

The Board believes school-community relationships based on sound principles and community
input can contribute to maintaining and improving high quality education programs and
facilities. Corporate sponsorship activities that are consistent with the goals and objectives of the
school district may be evaluated and recommended to the Board of Education for
implementation within the district by the Superintendent. This Policy shall be administered to
protect the school district’s name, pupils, and/or staff against exploitation.

Corporate Sponsorship Proposals

A potential corporate sponsor must submit a written corporate sponsorship proposal to the
Superintendent. An organization’s sponsorship activity may include, but is not limited to,
financial support to a school curricular or co-curricular activity or program, a school facility
improvement, and/or a school assembly program. No pupil or staff member will be required to
participate in surveys and/or focus groups as a condition of a corporate sponsorship.

In appreciation for such sponsorship, the school district will appropriately acknowledge the
organization’s contribution to the school district. The acknowledgment may include a public
address announcement at an activity, signage at the activity or on school grounds, or through
other reasonable means. Posting of signs identifying the sponsor shall not be considered the
district’s endorsement of the product or service of a company.

The Board reserves the right to terminate the sponsorship at any time. Therefore, all corporate
sponsorship proposals must include provisions for such termination, which may include the
return of any funding, goods, and/or services provided to the district.

The corporate sponsorship proposal shall include the specific sponsorship activity, the proposed
time period/duration of the activity, the requested acknowledgement, and the terms of
termination in the event the Board decides to terminate such corporate sponsorship. The return
of any benefits provided to the district as a result of the Board’s termination will be limited to
and in accordance with the provisions of the written corporate sponsorship proposal approved by
the Board.
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Board Approval of Corporate Sponsorship Activities

All corporate sponsorship proposals in excess of $500 are required to be approved by the
Board upon the recommendation of the Superintendent. Corporate sponsorship proposals
less than $500 may be approved by the Superintendent.

In the event there are competing proposals for the same or similar sponsorship, the Board
President will designate an Ad Hoc Board Committee to review the Superintendent’s
recommendation to the Board. All corporate sponsorship proposals recommended by the
Superintendent will be discussed at a public Board meeting with the proposal being included on
the Board Meeting agenda in accordance with Bylaw 0164 — Conduct of Board Meetings.

Duration of Corporate Sponsorship Activities

A corporate sponsorship shall not exceed 12 months in duration and will not be approved by the
Board in excess of 6 months. At the conclusion of this approved period, and if the sponsor
desires to continue the sponsorship, an updated sponsorship proposal must be prepared by the
sponsor and submitted to the Superintendent for approval by the Board for another 12 month
period. There shall be no expectation a corporate sponsorship will be renewed beyond the Board
approval dates. There shall be no limit to the number of times the Board approves the updated
sponsorship proposal.
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Acceptance of Corporate Sponsorships

Any sponsored or donated material, equipment, personal property or other benefit derived by the
district through corporate sponsorships will be held to the same standards used for district
purchases. Corporate sponsorship proposals that provide gifts, grants, and donations to the
school district shall be accepted in accordance with the provisions of Policy 7230 — Gifts, Grants
and Donations.

Applicable Laws

All corporate sponsorship proposals presented and approved by the Board shall be consistent
with all district collective bargaining agreements, competitive bidding and purchasing laws,

district policy and regulations, and all applicable federal and State laws, administrative codes,
rules, and regulations.

Adopted: 11 June 2009
Board Revised:
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6163 ADVERTISING ON SCHOOL PROPERTY

The Board of Education recognizes and appreciates the financial support received from Federal
and State funding sources and from local taxpayers. The Board desires to expand revenue
sources for the financial needs of the school district and authorizes advertising on school
property consistent with applicable State and local laws, codes, and ordinances. ‘“School
property” for the purposes of this Policy includes, but is not limited to: school district owned real
estate; school district owned or leased buildings; school district owned or leased vehicles,
excluding school buses; school district electronic communication medium including the school
district’s website, school district electronic communications, school district television, and media
productions; school district sponsored content on mass media outlets; and any other method of
electronic or print communications published or used by the school district.

The Board of Education may enter into a contract for the sale of signage on school district
property which may also include, but is not limited to, areas in and around athletic fields and
grounds, on fences, on school vehicles, and in and on school buildings; advertising space in
school district publications and print media; advertising space on the school district’s website;
and advertisements to be included in school district productions and programs that are aired on
media outlets such as television stations, internet, radio, etc.

The New Jersey Public School Contracts Law, N.J.S.A.18A:18A-1 et seq., shall apply to any
contract or agreement entered into by the Board for the purpose of advertising on school
property. The Board will award a contract for advertising on school property after advertising
for bids and bidding in accordance with the provisions of N.J.S.A.18A:18A-4 or through the use
of requests for proposals and competitive contracting in accordance with the provisions of
N.J.S.A. 18A:18A-4.1 through N.J.S.A.18A:18A-4.5. The Board may award advertising
contracts that are under the bid threshold in accordance with the provisions of N.J.S.A.18A:18A-
1 et seq. All contracts for advertising on school property must be approved by the Board.

All bid specifications shall be in accordance with the provisions of N.J.S.A. 18A:18A-4 and all
requests for proposals shall be in accordance with the provisions of N.J.S.A. 18A:18A-4.4 and
shall be approved by the Board prior to advertising for bids or providing a request for proposals
to potential vendors.

The bid specifications or requests for proposals for advertising on school property will include
detailed requirements regarding advertising opportunities on school property.
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Limitations on the content of advertisements on school property shall be consistent with the
limitation provisions of N.J.A.C. 6A:27-7.11 — Limitations on Content of Advertisement on
School Buses. The Board will not approve specifications or award an advertisement on school
property contract if the advertisement or information contained in the advertisement:

1. Is false, misleading, deceptive, disrespectful, fraudulent, or libelous;

2. Contains material or language that is obscene, profane, vulgar, offensive, or
reasonably determined not to be in good taste;

3. Promotes unlawful or illegal goods, services, or activities;

4. Promotes gambling, the sale or use of tobacco or tobacco-related products, or the
sale or use of alcoholic beverages;

5. Promotes the sale or use of products designed for use in connection with sexual
activity;

6. Depicts or glamorizes violent or antisocial behavior, or sexual conduct;

7. Declares or implies an endorsement by the Board of Education; or

8. Is political, religious, issue-related, controversial in nature, or not age appropriate.

The Board of Education will not allow any advertising on school property to become a public
forum for dissemination, debate, or discussion of public issues. The Board has the authority to
reject any and all bids or proposals for advertising on school property that it deems to be
inappropriate or not in the best interest of the Board of Education, the school district, or pupils.

An advertiser will be considered an independent contractor and shall not be deemed to be an
agent, servant, employee, or representative of the Board. In the event an advertiser fails to
provide service in accordance with the bid specifications and contract for advertisements, the
advertiser shall be considered in breach of contract. Cancellation of the advertisement and/or
enforcement of advertiser's performance bond may result.

The Board reserves the right, at its discretion and at any time, to reject any advertising copy,
whether or not it has previously acknowledged and/or advertised the exact or similar copy. No
advertising space may be used or re-sold by the advertiser for the promotion, either directly or
indirectly, of any business, organization, or enterprise other than the one defined in the original
contract for advertisement.
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The advertiser will protect, defend, and save harmless the Board of Education from any suits or
actions of every nature and description brought against it by reason of the advertisement.

N.J.S.A. 18A:18A-1 et seq.; 18A:18A-4; 18A:18A-4.1;

18A:18A-4.2; 18A:18A-4.3; 18A:18A-4.4
N.J.A.C. 6A:27-7.10; 6A:27-7.11; 6A:27-7.12

Adopted: 11 April 2013
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6210 FISCAL PLANNING

The Board of Education shall collect and assemble the information necessary to discharge its
responsibility for the fiscal management of the school district and to plan for the financial needs
of the educational program. The Board will strive toward maintaining both short and long range
perspectives of district financial requirements.

Accordingly, the Board directs the School Business Administrator/Board Secretary to include
cost estimates in all ongoing district studies of the educational program, to prepare a long range
year-by-year plan for the maintenance and replacement of facilities and equipment, to forecast an
estimated expenditure budget for one year in the future, to maintain a plan of anticipated state
and federal revenues, to meet periodically with the municipal governing board to review planned
expenditures and the joint effect of school and community costs on tax rates, and to report to the
Board any serious financial forecast that emerges from the district's fiscal planning.

Adopted: 11 June 2009
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6220 BUDGET PREPARATION

The annual budget is the financial plan for the effectuation of the educational plan for the
district; its preparation is, therefore, one of the most important functions performed by the Board
of Education. The budget shall be designed to carry out that plan in a thorough and efficient
manner, to maintain school district facilities, and to honor continuing obligations of the district.

A proposed budget requires the critical analysis of every member of the Board during its
preparation. The administration shall work with the Board to ensure Board members have a
thorough understanding of the budget appropriations, budget revenue, the proposed educational
program and the budget’s impact to the local tax levy. The Board shall also provide for
community input during the budget development process.

Annual Budget Planning, Preparation, Adoption and Implementation

The Board of Education shall adopt specific budgetary goals and priorities for each budget cycle
and shall communicate them to the administration as a preliminary step in the budgeting process.

In general, budget outcomes shall:

A. Provide the financial resources to deliver quality services;

B. Allocate resources to reflect priority needs for that specific budget cycle;

C. Ensure that the adopted budget is in compliance with state accounting
requirements;

D. Obtain community support for the budget.

The process shall include four phases:

Pre-Budget Preparation

Budget Construction

Budget Review and Approval
Budget Implementation and Control

COow>
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A. Pre-Budget Preparation September —November

During this phase, the Board of Education formulates tentative goals and assumptions. The
administration reviews the budget policy, the Board of Education’s goals and assumptions,
school programs and services, analyses of current and past expenditures, upcoming
building projects, demographic projections and local and state economic conditions. It then
defines budget priorities, and develops enrollment and class size projections, capital
expenditure demands, and “formula” account calculations.

The phase culminates with the Board of Education confirming budget policy and
constructing goals and assumptions that will guide in the development of the budget.

B. Budget Construction December-January

During this phase, each administrator with budget responsibility shall construct a budget
with the involvement of appropriate constituents. Such budgets shall be constructed in
conformity with the board’s goals and assumptions as well as administration’s guidelines.

The central office administration shall review all budgets to ensure that they conform to the
board’s budget policy, current budget goals and assumptions and shall consolidate cost
center budgets into a district-wide budget. This proposed budget shall be presented to the
Board of Education for its review.

C. Review and Approval February-May

The Board of Education, prior to the submission of a final budget to the voters, shall have
solicited input from the community by conducting public budget forums and one scheduled
public hearing.

D. Implementation and Control July — June

The central office administration shall provide the Board of Education with monthly
reports on the status of the accounts, adhere to the board’s policy on the transfer of funds,
and develop recommendations for the following year’s budget.
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The annual school district budget and supporting documentation shall be prepared in accordance
with the provisions of N.J.S.A. 18A:7F et seq. and N.J.A.C. 6A:23A-8.1 et seq. The Board will
obtain approval of the local funding for a non-referendum capital project (school facility project
or other capital project) in accordance with the provisions of N.J.A.C. 6A:23A-8.4.

The Board will submit its proposed budget and supporting documentation as prescribed by the
Commissioner to the Executive County Superintendent for approval.

The budget will be presented to the Board of Education to allow adequate time for review and
adoption. The budget should evolve primarily from the needs of the individual schools as
expressed by the Building Principals and the district educational program as expressed by the
central administrative staff and be compatible with approved district plans.

The Board shall include in the budget application to the Executive County Superintendent a
complete reporting of revenues and appropriations and other requirements pursuant to
N.J.S.A. 18A:22-8 and N.J.S.A. 18A:7F-5 through 63.

The Board, upon submission of its budget application to the Executive County Superintendent
or by the statutory submission date, whichever is earlier, shall make available upon request for
public inspection all budget and supporting documentation contained in the budget application
and all other documents listed in N.J.A.C. 6A:23A-8.1.

The budget as adopted for the school year pursuant to N.J.S.A. 18A:7F-5 shall be provided for
public inspection on the district’s Internet site, if one exists, and made available in print in a

“user-friendly” plain language budget summary format in accordance with the provisions of
N.J.A.C. 6A:23A-8.1(c).

All budgetary and accounting systems used in the school district must be in accordance with
double entry bookkeeping and Generally Accepted Accounting Principles as required in
N.J.A.C. 6A:23A-16.1 et seq.

N.J.S.A. 18A:7F et seq.; 18A:22-7 et seq.

N.J.A.C. 6A:23A-8.1 et seq.; 6A:23A-16.1 et seq.

Adopted: 11 June 2009
Revised: 9 February 2012
Revised: 12 September 2013
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6230 BUDGET HEARING

The annual budget adopted by the Board of Education and approved by the County
Superintendent represents the Board's position on the allocation of resources required to operate
a thorough and efficient system of education. All reasonable means shall be employed by the
Board to present and explain that position to residents and taxpayers of the community. A public
budget hearing will be conducted in accordance with law. Each member of the Board and each
district administrator shall be sufficiently acquainted with the budget and its underlying purposes
to answer questions from members of the public.

The approved budget will be made available to the public in the form and at the places required
by law. A simplified form of the budget may also be prepared annually and may be sent to each
district resident, each parent(s) or legal guardian(s) of a pupil in public school, and representative
of community organizations, on the district website, and distributed to each person attending the
annual budget hearing.

The simplified budget may include the expenditure in each major category of current expense,
capital items, and debt service; any anticipated change in tax rates; a summary of anticipated
receipts; information that voters may use in comparing budget provisions in this school district
with those in comparable districts; brief explanations of significant increases and decreases from
the preceding budget and important transfers of expenditures from one classification to another;
and a letter of transmittal from the Board.

N.J.S.A. 18A:7A-51; 18A:22-10 et seq.; 18A:22-37 et seq.

Adopted: 11 June 2009
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6311 CONTRACTS FOR GOODS OR SERVICES FUNDED BY
FEDERAL GRANTS

Any vendor providing goods or services to the school district to be funded by a Federal grant
must be cleared for contract in accordance with the provisions of the Federal Acquisition
Regulations (FAR) Subpart 9.4 — Debarment, Suspension, and Ineligibility.

The School Business Administrator/Board Secretary shall be responsible to check the web-based
Excluded Parties Lists System (EPLS) maintained by the General Services Administration
(GSA). The purpose of the EPLS is to provide a single comprehensive list of individuals and
firms excluded by Federal government agencies from receiving Federal contracts or Federally
approved contracts or Federally approved subcontracts and from certain types of Federal
financial and nonfinancial assistance and benefits.

The School Business Administrator/Board Secretary, upon opening of bids or upon receipt of
proposals for goods or services to be funded by a Federal grant shall review the EPLS to
determine if the vendor has been disbarred, suspended, or proposed for disbarment. The School
Business Administrator/Board Secretary shall also review the EPLS list immediately prior to the
award of a bid or contract to ensure that no award is made to a vendor on the list.

In the event a vendor under consideration to be awarded a bid or contract for goods or services to
be funded by a Federal grant is on the EPLS list or proposed for disbarment, the School Business
Administrator/Board Secretary shall comply with the contracting restrictions as outlined in FAR
Subpart 9.405.

Continuation of current contracts and restrictions on subcontracting with vendors who are on the
EPLS list or proposed for disbarment shall be in accordance with the limitations as outlined in
FAR Subparts 9.405.1 and 9.405.2.

Any rejection of a bid or disqualification of a vendor who has been disbarred, suspended, or
proposed for disbarment shall be consistent with the requirements as outlined in N.J.S.A.
18A:18A — Public School Contracts Law and all applicable State laws.

Federal Acquisition Regulations (FAR) Subpart 9.4

Adopted: 9 February 2012
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6320 PURCHASES SUBJECT TO BID

The Board of Education directs the establishment and conduct of bidding procedures that serve
the public interest and provide each qualified vendor an equal opportunity to furnish goods and
services to the district.

Every contract for the performance of work or the purchase or lease of materials or supplies not
exempted by law will be subject to public bidding whenever the aggregate value of such a
contract within one contract year exceeds the bid threshold established by law and in accordance
with N.J.S.A. 18A:18A-3.(a). Whenever possible, purchases will be aggregated; purchases may
not intentionally be divided to avoid the requirements for competitive bidding as required in
N.J.S.A. 18A:18A-8. The purchase of textbooks and materials that exceed the bid threshold and
are approved by the Board pursuant to N.J.S.A. 18A-34-1 shall not require the further adoption
of a resolution for purchase.

Bid specifications will be prepared by the School Business Administrator/Board Secretary. Each
bid specification will offer a common standard of competition and will assert the Board's right to
accept reasonable equivalents and to reject all bids and readvertise. The School Business
Administrator/Board Secretary is authorized to advertise for bids in accordance with N.J.S.A.
18A:18A-21 without the prior approval of the Board, but shall inform the Board of any such
advertisement at the Board meeting next following. Records of advertisements will be kept in
detail sufficient to show that a reasonable number of qualified vendors were invited to bid.

Bids shall be opened publicly by the School Business Administrator/Board Secretary and/or
designee before one or more witnesses at a previously designated time and place. Contracts will
be awarded, on a resolution duly adopted by the Board, to the lowest responsible bidder who
submits the lowest responsible bid, except that the Board may choose to reject all bids, to
readvertise, or to purchase under a state contract. The Board may disqualify a bidder who would
otherwise be determined to be the lowest responsible bidder in accordance with N.J.S.A.
18A:18A-4. Whenever two or more bids are the lowest bids submitted by responsible bidders,
the Board shall determine to which bidder the contract will be awarded.

The bid of a vendor who claims, before bids are opened, a mistake or omission in its preparation
will be returned unopened, and the vendor shall lose the right to bid. A bidder who discovers a
mistake or omission after bids have been opened may withdraw the erroneous bid provided he or
she gives immediate written notice of the mistake or omission and certification, supported by
clear evidence, that he or she exercised reasonable care in the examination of the specifications
and preparation of the bid. Any bidder who withdraws an opened bid shall forfeit any bid
security deposited with the bid.
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In accordance with the provisions of N.J.A.C. 6A:23A-5.4, pursuant to the authority granted the
Commissioner of Education under N.J.S.A. 18A:55-2 and N.J.S.A. 18A:7F-60, the
Commissioner shall subject to review for the withholding of State funds any school district that
fails to obey the provisions of the Public Contract law, N.J.S.A. 18A:18A-1 et seq. The amount
of funds to be withheld shall equal the amount of the contract awarded in violation of the
provisions of N.J.S.A. 18A:18A-1 et seq. except for violations related to the award of contracts

under the extraordinary unspecifiable services (EUS) provision which shall be governed by the
provisions of N.J.S.A. 18A:18A-46.1.

N.J.S.A. 18A:18A-1 et seq.
N.J.A.C. 6A:27-9.1 et seq.

Adopted: 11 June 2009
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6340 MULTIPLE YEAR CONTRACTS

The Board of Education may enter a multiple year contract for goods and services permitted by
law whenever the extended contract will serve the needs of the district and yield greater return
for the expenditure.

The School Business Administrator/Board Secretary is directed to investigate the advantage to
the district of multiple year contracts. Investigation should include, but need not be limited to, a
comparison of the costs of multiple year and single year contracts, an analysis of trends in the
costs and availability of the goods or services to be provided, the projected needs of the district,
and an inquiry into the reliability and stability of the vendor.

Except for those contracts exempted from the requirement by law, all multiple year contracts will
contain a cancellation clause or a clause conditioning annual extension of the contract on the
appropriation of sufficient funds to meet the Board's obligation.

All multiple year contracts must be approved by the Board. When the estimated annual cost of a
multiple year contract exceeds the bid threshold established by law and the subject of the

contract is not exempt from bidding, the contract shall be advertised in accordance with law and
the bidding procedures of this district.

N.J.S.A. 18A:18A-5; 18A:18A-42

Adopted: 11 June 2009
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6350 COMPETITIVE CONTRACTING

Competitive contracting may be used in lieu of public bidding for specialized goods or services
that exceed the bid threshold provided the process is administered by a purchasing agent, by
legal counsel of the Board of Education, or by the School Business Administrator and pursuant
to N.J.S.A. 18A:18A-4.1. et seq. Competitive contracting may only be used for the purposes
provided in N.J.S.A. 18A:18A-4.1. Unless an exception is provided for under N.J.S.A.
18A:18A-42 permitting a longer contract duration, contracts awarded under competitive
contracting may be for a term not to exceed five years.

The purchasing agent will prepare a request for proposal documentation, which will include all
requirements deemed appropriate and necessary to allow for full and free competition between
vendors, information necessary for potential vendors to submit a proposal, and a methodology by
which the Board will evaluate and rank proposals received from vendors. The methodology for
the awarding of competitive contracts will be based on an evaluation and ranking and will be
developed in a way that is intended to meet the specific needs of the district and where such
criteria will not unfairly or illegally discriminate against or exclude otherwise capable vendors.
The methodology for awarding competitive contracts will comply with such rules and
regulations as the Director of the Division of Local Government Services in the Department of
Community Affairs may adopt in accordance with N.J.S.A. 18A-4.4.

Request for Proposal documentation will be published in an official newspaper of the Board at
least twenty days prior to the date established for the submission of proposals. The Board may
charge a fee for the proposal documentation that will not exceed $50.00 or the cost of
reproducing the documentation, whichever is greater.

Each interested vendor will be required to submit a proposal which will include all the
information required by the request for proposals. Failure to meet the requirements of the
request for proposals may result in the Board disqualifying the vendor from further
consideration.  Under no circumstances will the provisions of a proposal be subject to
negotiation by the Board.

If the Board, at the time of solicitation, utilizes its own employees to provide the goods or
perform the services, or both considered for competitive contracting, the Board will, at any time
prior to, but no later than the time of solicitation for competitive contracting proposals, notify
affected employees of the Board's intention to solicit competitive contracting proposals pursuant
to N.J.S.A. 18A:18A-4.5.c. Employees or their representatives will be permitted to submit
recommendations and proposals affecting wages, hours, and terms and conditions of
employment in such a manner as to meet the goals of the competitive contract. If employees are
represented by an organization that has negotiated a contract with the Board, only the bargaining
unit will be authorized to submit such recommendations or proposals. When requested by such
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employees, the Board will provide such information regarding budgets and the costs of
performing the services by such employees as may be available. Nothing will prevent such
employees from making recommendations that may include modifications to existing labor
agreements in order to reduce such costs in lieu of award of a competitive contract, and
agreements implementing such recommendations may be considered as cause for rejecting all
other proposals.

The purchasing agent will evaluate all proposals only in accordance with the methodology
described in the request for proposals. After proposals have been evaluated, the purchasing
agent will prepare a report evaluating and recommending the award of a contract or contracts.
The report will be prepared pursuant to N.J.S.A. 18A:18A-4.5.d. The report will be made
available to the public at least 48 hours prior to the awarding of the contract, or when made
available to the Board, whichever is sooner. The Board will have the right to reject all proposals
for any of the reasons set forth in N.J.S.A. 18A:18A-22.

Award of a contract will be made by resolution of the Board within sixty days of the receipt of
the proposals, except that the proposals of any vendors who consent thereto, may, at the request
of the Board, be held for consideration for such longer period as may be agreed.

The report prepared pursuant to this Policy and Regulation No. 6350 will become part of the
public record and will reflect the final action of the Board. Contracts will be executed pursuant
to N.J.S.A. 18A:18A-40.

The Secretary of the Board will publish a notice in the official newspaper of the Board
summarizing the award of a contract pursuant to N.J.S.A. 18A:18A-4.5¢.

N.J.S.A. 18A:18A-1 et seq.

Adopted: 11 June 2009
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6360 POLITICAL CONTRIBUTIONS

Political Contribution Disclosure Requirements

In accordance with the requirements of Section 2 of P.L. 2005, Chapter 271 (N.J.S.A. 19:44A-
20.26), the Board of Education shall have on file, to be maintained with other documents related
to a contract, the following documents to award a “non-fair and open” contract to any business
entity receiving a contract with an anticipated value in excess of $17,500.00:

1. A Political Contribution Disclosure (PCD) form submitted by the business entity
(at least ten days prior to award); and

2. A Business Registration Certificate (anytime prior to award).

“Business entity” means a natural or legal person, business corporation, professional services
corporation, limited liability company, partnership, limited partnership, business trust,
association or any other legal commercial entity organized under the laws of New Jersey or any
other State or foreign jurisdiction.

A “non-fair and open” procurement process is one that does not meet the standards defined in
N.J.S.A. 19:44A-20.7 as a “fair and open process.” “Fair and open” is defined as being:

1. Publicly advertised (either conventionally in newspapers or posted on the district
website) in sufficient time (at least ten calendar days) to give notice in advance of
the contract, and

2. Awarded under “a process that provides for public solicitation or proposals or
qualifications,” and

3. Awarded under criteria established in writing by the Board prior to the solicitation
of proposals or qualifications, and

4. Publicly opened and announced when awarded.
A PCD form is not required to be submitted by a business entity if the contract is awarded under

a “fair and open” process as outlined above. Public bidding and competitive contracting models
meet the requirements of a “fair and open” process.
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The $17,500.00 contract amount is not related to the Board’s bid threshold and does not exempt
the district from the requirements of the Public School Contracts Law or other applicable
purchasing statutes. The $17,500.00 contract amount threshold is subject to the principle of
aggregation rules in accordance with the Division of Local Government Services guidance.

The disclosure provisions of N.J.S.A. 19:44A-20.26 do not apply in cases where there is a
“public emergency” that requires the immediate delivery of goods or services.

Insurance companies and banks are prohibited under State law from making political
contributions. However, because the PCD form reflects contributions made by partners, boards
of directors, spouses, etc., PCD forms are required ten days prior to the approval of a depository
designation resolution or insurance company contract awarded by the Board.

PCD forms are not required for regulated public utility services, as the Board is required by the
Board of Public Utilities to use a specific utility. This exception does not apply to non-regulated
public utility services, such as generated energy (not tariffed), or long-distance telephone
services where other procurement practices are used.

PCD forms are required for Board of Education contracts with a New Jersey Department of
Education “Approved In-State Private School for the Disabled.” PCD forms are not required for
contracts with agencies such as other public school districts, educational services jointure
commissions, State schools, municipalities, Counties, County and State Colleges, State
Universities, agencies in other States, and Federal government agencies are not subject to the
law. PCD forms are not required for membership to the New Jersey School Boards Association.

PCD forms are not required for payments to parties resulting from a court order or stipulated

settlement are not subject to law.

N.J.S.A. 19:44A-1 et seq.

Adopted: 11 June 2009
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6421 PURCHASES BUDGETED

The Board of Education directs the establishment of procedures for the purchase of budgeted
goods and services that will make prudent use of district resources and yield the maximum value
for the school district. The School Business Administrator/Board Secretary shall authorize all
purchases that are within a budget line item and are consistent with the purpose for which the
funds were appropriated.

No purchase order may be placed until the Business office has determined whether the proposed
purchase is subject to bid, whether sufficient funds exist in the line item, and whether the goods
are available elsewhere in the district.

Whenever the estimated value of a purchase or contract for goods or services other than
professional services N.J.S.A. 18A:18A-5(1) and work by employees of the Board N.J.S.A.
18A:18A-5(3) is fifteen percent or more of the bid threshold established in accordance with
N.J.S.A. 18A:18A-3 and N.J.S.A. 18A:18A-37 and is not made under a state contract, the
purchasing agent shall, whenever practicable, solicit at least two quotations from independent
vendors. All quotations received will be attached to and retained with a copy of the voucher
used to pay the vendor.

The purchase or contract may be awarded on the basis of the lowest responsible guotation
received or to the vendor who submits the quotation most advantageous to the Board on the basis
of price and other factors. If it is determined that it is impractical to seek quotations for an
extraordinary, unspecifiable service or that the purchase or contract for which quotations were
sought should not be awarded on the basis of the lowest quotation received, the reasons for that
determination will be set forth in writing and attached to the resulting purchase order or contract.

Supplies commonly used in the various schools will be standardized to the extent that it is
educationally feasible to do so. Alternate suggestions will be made to a requisitioner if better
service, delivery, economy, or utility can be achieved by a change in the proposed order.

When a purchase order is placed or a contract entered, the School Business Administrator/Board

Secretary shall commit the expenditure against a specific budget line item or project category in
order to guard against the creation of liabilities in excess of appropriations.

N.J.S.A. 18A:18A-1 et seq.; 18A:18A-37; 18A:22-8
N.J.A.C.5:34-2.1; 5:34-2.2

Adopted: 11 June 2009
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6422 BUDGET TRANSFERS

Except as otherwise provided pursuant to N.J.S.A. 18A:22-8.1 and N.J.A.C. 6A:23-13.3,
whenever a school district desires to transfer amounts among line items and program categories,
the transfers shall be by resolution of the Board approved by a two-thirds affirmative vote of the
authorized membership of the Board.

However, this Board of Education in accordance with this Policy as adopted by the Board,
designates the Superintendent to approve such transfers as are necessary between meetings of the
Board. Transfers approved by the Superintendent shall be reported to the Board, ratified and duly
recorded in the minutes at a subsequent meeting of the Board, but not less than monthly.

Transfers of surplus amounts or any other unbudgeted or underbudgeted revenue to line items
and program categories shall require the approval of the Commissioner of Education and shall
only be approved between April 1 and June 30 for line items and program categories necessary
to achieve the thoroughness standards established pursuant to subsection a. of section 4 of P.L.
1996, c. 138 (18A:7F-4); except that upon a two-thirds affirmative vote of the authorized
membership of the Board, the Board may petition the Commissioner of Education for authority
to transfer such revenue prior to April 1 due to an emergent circumstance and the Commissioner
may authorize the transfer if he determines that the transfer is necessary to meet such emergency.

Transfers from any general fund appropriation account that, on a cumulative basis, exceed 10%
of the amount of the account included in the school district's budget as certified for taxes shall
require the approval of the Commissioner of Education. In a school district wherein the
Commissioner of Education has directed an in-depth evaluation pursuant to N.J.S.A. 18A:7A-14,
the Board shall obtain the written approval of the County Superintendent of Schools prior to
implementing any Board authorized transfer of funds.

No transfer may be made under N.J.S.A 18A:22-8.1 from appropriations or surplus accounts for
interest and debt redemption charges, capital reserve account or items classified as general fund
expenses except to other items so classified, or to the capital projects fund to supplement the
proceeds from a bond authorization or lease purchase agreement upon application to and a
formal finding by the Commissioner that the transfer is in the best interest of both the pupils and
taxpayers of the district after consideration of alternative corrective actions.

N.J.S.A. 18A:22-8.1; 18A:22-8.2
N.J.S.A. 6A:23-13.3

Adopted: 11 June 2009



http://www.westlaw.com/Find/Default.wl?rs=dfa1.0&vr=2.0&DB=1000045&DocName=NJST18A%3A7F-4&FindType=L

POLICY TOWNSHIP SCHOOL DISTRICT

FINANCES
6423/page 1 of 2
Expenditures for Non-Employee Activities, Meals and Refreshments

6423 EXPENDITURES FOR NON-EMPLOYEE ACTIVITIES, MEALS AND REFRESHMENTS

There may be school district activities where expenditures for non-employee activities, meals,
and refreshments may occur. Expenditures for non-employee activities, meals, and refreshments
for school district activities are allowed provided the expenses are in accordance with the
provisions of N.J.A.C. 6A:23A-5.8. For the purposes of this Policy, unless the context clearly
indicates otherwise, “activities” means events or functions provided or held for the benefit of
pupils, dignitaries, and other “non-district” employees (e.g. parents) which are paid from public
funds. “Dignitary” means a notable or prominent public figure; a high level official; or one who
holds a position of honor. A dignitary, for purposes of this Policy, is not a school district
employee or Board of Education member.

Allowable expenditures for non-employee school district activities shall include:

1. All reasonable costs, including light meals and refreshments, directly related to
activities that benefit pupils and are part of the instructional program including
expenditures for field trips and extracurricular programs that are not solely for
entertainment. Nothing in this Policy or N.J.A.C. 6A:23A-5.8 shall preclude the
district from using student activity funds or accepting donations to support pupil
activities that are solely for pupil entertainment;

2. All reasonable costs directly related to activities of dignitaries and other “non-
district” employees (e.g. parents), including light meals and refreshments and any
other directly related expense. Expenditures for this purpose shall be minimal and

infrequent;
3. All reasonable costs of commencement and convocation activities for pupils; and
4. Expenditures related to district employees to the extent such employees are

essential to the conduct of the activity.

The Board shall, at a minimum, take actions regarding pupil activities as follows:

1. Pre-approve field trip destinations;
2. Establish dollar thresholds for awards to recognize special accomplishments; and
3. Establish a budget supported by general fund revenues for each category of

activity in a non-discriminatory manner (e.g. football, boys soccer, girls soccer,
photography club). Student activity funds are excluded.
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Pursuant to N.J.S.A. 18A:11-12 and State of New Jersey Department of Treasury, Office of
Management and Budget Circular 08-19-OMB and 06-14-OMB, the following costs shall not be
permitted using public funding:

1. Receptions, dinners, or other social functions held for or honoring any employee
or group of employees of the district (e.g. breakfast, luncheon, dinner, or
reception for retirees or award recipients). This does not prohibit the district from
honoring employees without a social function or using public funds to support
reasonable costs of employee recognition awards (e.g. teacher of the year awards,
years of service awards). Use of public funds for reasonable costs of employee
awards is a local discretionary expenditure;

2. Meals or refreshments served to guests at any athletic event or other games or
contests; and/or

3. Expenses for alcoholic beverages.

The School Business Administrator/Board Secretary and/or designee shall maintain
documentation to support activities, meals, and refreshments at district events. The
documentation shall include a description of the activity, the purpose/justification of the activity,
expressed in terms of the goal(s) or objective(s) of the district, the make-up of the group
participating in the activity, and the names and titles of Board members or employees included in
the group.

N.J.A.C. 6A:23A-5.8

Adopted: 2 March 2010
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6424 EMERGENCY CONTRACTS

Any contract may be negotiated or awarded for a Board of Education without public advertising
for bids and bidding notwithstanding that the contract price will exceed the bid threshold when
an emergency affecting the health or safety of occupants of school property requires the
immediate delivery of goods or the performance of services.

An actual or imminent emergency must exist requiring the immediate delivery of the goods or
the performance of the service. Emergency contracts may not be used unless the need for the
goods or services could not have been reasonably foreseen or the need for such goods or services
has arisen notwithstanding a good faith effort on the school district to plan for the purchase of
any goods or services required by the school district. Under no circumstance shall emergency
purchasing procedures be used to enter into a multi-year contract.

If the School Business Administrator/Board Secretary is satisfied that an emergency exists,
he/she shall be authorized to award a contract or contracts for such purposes as may be necessary
to respond to the emergent needs pursuant to the provisions of N.J.S.A. 18A:18A-7 et seq.

If conditions permit, the School Business Administrator/Board Secretary shall seek quotations
from more than one source. If the expenditures are expected to be in excess of the bid threshold,
the School Business Administrator/Board Secretary shall attempt to obtain no fewer than three
quotations.

As soon as possible, but within three days of declaring the emergency, the Superintendent of
Schools shall notify the Executive County Superintendent and the Parsippany-Troy Hills Board
of Education of the nature of the emergency and the estimated need for goods or services
necessary to respond to it.

When emergency conditions have eased, the School Business Administrator/Board Secretary
shall utilize the regular purchasing system to obtain estimates from suppliers, vendors, and
contractors for materials and/or services that will eliminate the circumstances that created the
emergency.

The School Business Administrator/Board Secretary shall prepare and submit a final report to the

Board on every occasion an emergency contract is negotiated or awarded in accordance with the
provisions of N.J.S.A. 18A:18A-7.

N.J.S.A. 18A:18A-7
NJ.A.C. 5:34-6.1

Date Adopted: 9 February 2012
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6440 COOPERATIVE PURCHASING

The Board of Education recognizes that centralized, cooperative purchasing tends to maximize
the value received for each dollar spent. The Administration is encouraged to seek savings that
may accrue to this district by means of joint agreements for the purchase of goods or services
with the governing body of the municipality or the county within whose boundaries the school
district is wholly or partly located, or by means of contracts entered into by the New Jersey State
Treasury Department, Division of Purchase and Property.

A cooperative pricing system is a purchasing system in which the lead agency advertises for
bids, awards a master contract to the vendor providing for its own needs and for the prices to be
extended to registered members, and notifies them of the bid prices awarded. The registered
members then contract directly with the vendor for their own needs, subject to the specifications
in the master contract.

A joint purchasing system is a cooperative purchasing system in which the lead agency has
complete purchasing responsibility for the registered members, and the only contractual
relationship is between the lead agency and the vendor.

A cooperative purchasing system is either a joint purchasing or cooperative pricing system.

When the lead agency is a Board of Education or Educational Service Commission and the entire
membership of the cooperative purchasing system established and properly registered with the
New Jersey Division of Local Government Services are Boards of Education, the purchase of
work, materials or supplies shall be conducted pursuant to the Public Schools Contract Law
(N.J.S.A. 18A:18A-11 et seq.)

The School Business Administrator/Board Secretary is hereby authorized to negotiate such joint
agreements for goods and services which the Board may determine to be required and which the
Board may otherwise lawfully purchase for itself with such approved contracting units as may be
appropriate in accordance with State law, the policies of this Board, and the dictates of sound
purchasing procedures.

No cooperative or joint purchase may be entered without Board approval of an agreement that
specifies the categories of work, materials and supplies to be purchased; the manner of
advertising for bids and the awarding of contracts; the method by which payment will be made
by each participating Board of Education, municipality or county, and such other terms deemed
necessary to carry out the purposes of the agreement. Agreements for cooperative and joint
purchasing will be subject to all bidding requirements imposed by law. Purchases made through
the State Treasury Department may be made without bid.

Each participant’s share of expenditures for purchases under any such agreement shall be
appropriated and paid in the manner set forth in the agreement and in the manner as for other
expenses of the participant.
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The Board may by contract or lease provide electronic data processing services for the Board of
Education of another school district; and may undertake with such other Board, the joint
operation of electronic data processing of their official records and other information relative to
their official activities, services and responsibilities. The records and other information
originating with any Board participating in such contract or lease may be combined, compiled,
and conjoined with the records and other information of any and all participating local units for
the purposes of such electronic data processing; and any provisions of law requiring such records
to be kept confidential or to be retained by any Board or any officer or agency thereof shall be
deemed to be isolated thereby.

A contract or lease to provide electronic data processing services shall set forth the charge for all
services provided, or in the case of a joint undertaking the proportion of the cost each party
thereto shall assume and specify all the details of the management of the joint undertaking, and
any other matters that may be deemed necessary for insertion therein, and may be amended from
time to time by the contracting parties.

Any party to a contract for joint operation of electronic data processing services may act as agent
for any or all parties in acquiring, by lease, purchase or otherwise, any property, facilities or
services, in appointing such officers and employees as may be necessary and directing its
activities, to the same extent as a Board of Education is authorized to do separately.

In the event that any controversy or dispute shall arise among the parties (except a municipality
or a county) to any such agreement, the same shall be referred to the County Superintendent of
the county in which the districts are situated for determination and the determination shall be
binding, subject to appeal to the Commissioner of Education and the State Board pursuant to
law. In the event the districts are in more than one county, the controversy or dispute shall be
referred to the County Superintendents of the counties for joint determination, and if they shall
be unable to agree upon a joint determination within thirty days, the controversy or dispute shall
be referred to the Commissioner of Education for determination.

In a cooperative purchasing system established and properly registered with the New Jersey
Division of Local Government Services where the lead agency is a Board of Education or
Educational Service Commission and the membership of the system is Boards of Education and
local contracting units as defined in N.J.S.A. 40A:11-2(1), the purchase of any work, materials or
supplies shall be conducted pursuant to the Local Public Contracts Law (N.J.S.A. 40A:11-1 et
seg.) and N.J.A.C. 5:34-7.

N.J.S.A. 18A:18A-10 through 14
N.J.S.A. 40A:11-1 et seq.
N.J.A.C. 5:34-7
N.J.A.C.6A:23-7.4

Adopted: 11 June 2009




POLICY TOWNSHIP SCHOOL DISTRICT

FINANCES
6450/page 1 of 1
Choice of Vendor

6450 CHOICE OF VENDOR

The Board of Education recognizes its position as a major purchaser of goods and services in the
community served by the school district. It is the intention of the Board to purchase goods and
services of the requisite quality at the lowest possible cost and to invite widespread competition
in order to achieve this end. Where all other considerations are equal, however, the Board will
exercise a preference for dealing with established local merchants and service providers from
within the boundaries of the school district.

The School Business Administrator/Board Secretary is authorized to place purchase orders with
local merchants and providers when their prices and terms are competitive with other vendors.
Nothing in this policy shall be deemed to circumvent the requirements of law regarding public
purchasing.

All vendors shall supply assurances that they do not practice discrimination as described in the
administrative code. All vendors shall be informed that harassment of any kind, of district pupils
or employees by their representatives is prohibited.

N.J.S.A. 18A:6-8; 18A:12-2; 18A:18A-15(b)

Adopted: 11 June 2009
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6470 PAYMENT OF CLAIMS

The Board of Education directs the prompt payment of legitimate claims by suppliers of goods
and services to the school district, provided that each bill or obligation of this Board is fully
itemized and verified before a warrant is drawn for its payment.

When an invoice is received, the School Business Administrator/Board Secretary or designee
shall verify the voucher is properly submitted, acceptable goods were received or satisfactory
services rendered, the expenditure is included in the Board’s budget and funds are available for
its payment, and the amount of the invoice is correct.

The School Business Administrator/Board Secretary shall identify and investigate, if necessary,
the reason for any increase to a purchase order. If it is found by the School Business
Administrator/Board Secretary that an increase to a purchase order is warranted, the School
Business Administrator/Board Secretary shall either approve a revision to the original purchase
order with the reason noted, approve the issuance of a supplemental purchase order for the
difference, or cancel the original purchase order and issue a new purchase order. If it is found an
increase is not warranted, the purchase order shall be cancelled and the goods returned. In no
instance shall an adjustment be made to a purchase order that changes the purpose or vendor of
the original purchase order or a bid award price.

The school district’s financial systems shall be programmed to:

1. Limit system access so that only appropriate Business office staff may make
purchase order adjustments;

2. Reject adjustments in excess of any established approval thresholds;
3. Prevent unauthorized changes to be processed;
4. Reject payments where the sum of the invoice amount plus any previous invoices

charged to the purchase order exceeds the sum of the original purchase order
amount plus any authorized adjustments;

5. Reject duplicate purchase order numbers;
6. Reject duplicate invoice numbers; and
7. Prepare an edit/change report listing all payments made in excess of the originally

approved purchase order amount.
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The School Business Administrator/Board Secretary shall review on a monthly basis edit/change
reports listing all payments made in excess of the originally approved purchase order amount to
ensure that all payments made are properly authorized.

If funds are not available in the budget line account to which the expenditure will be charged,
funds may be transferred in accordance with Policy 6422.

The Board must approve all claims for payment, except such payments that are to be paid from
funds derived from athletic events or other activities of pupil organizations.

All claims shall be fully itemized, verified, and shall will be submitted for Board review and
approval or ratification. Claims must be submitted to the Board in the form of a list that includes
the number, amount, and date of the warrant; the payee; the reason for the expenditure; and the
account charged. All claims that equal or exceed fifteen percent of the bid threshold amount
established pursuant to N.J.S.A. 18A:18A-3, except for payrolls and debt service, shall be
verified by affidavit or by signed declaration in writing in accordance with the provisions of
N.J.S.A. 18A:19-3.

The list of claims must be accompanied by the original records that include copies of the
purchase order, the receiving report, the vendor’s invoice, and the purchase requisition. The list
of approved warrants will be included in the minutes of the Board meeting.

When a claim for payment is duly approved in accordance with this Policy, the School Business
Administrator/Board Secretary and/or a designated staff member shall promptly prepare a
warrant for payment, cancel the commitment placed against the appropriate account, and post the
actual expenditure. All warrants shall be signed by the Board President, Board Secretary, and/or
Treasurer of School Moneys, as appropriate to the district.

N.J.S.A. 18A:17-36; 18A:18A-3; 18A:19-1 et seq.; 18A:19-3;
18A:19-4; 18A:19-4.1; 18A:22-8.1

N.J.S.A. 18A:54-26 [vocational districts]

N.J.A.C. 6A:23A-6.10

Adopted: 11 June 2009
Revised: 2 March 2010
Revised: 29 November 2012
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6471 SCHOOL DISTRICT TRAVEL

The Board of Education shall ensure the effective and efficient use of funds by adopting and
implementing policies and procedures that are in accordance with N.J.S.A. 18A:11-12 and State
of New Jersey Department of the Treasury, Office of Management and Budget (NJOMB)
Circulars 08-19-OMB and 06-14-OMB (OMB Circulars) and any superseding circulars
pertaining to travel, meals, events and entertainment, and the additional requirements set forth in
N.J.A.C. 6A:23A-7. If any superseding circulars of the Office of Management and Budget
conflict with the provisions of N.J.A.C. 6A:23A-7, the provisions of the superseding circulars
shall govern.

A. Definitions

1. For the purposes of this Policy, “travel expenditures” means those costs paid by
the school district using local, State, or Federal funds, whether directly by the
school district or by employee reimbursement, for travel by school district
employees and district Board of Education members, to the following five types
of travel events:

a. Training and seminars - means all regularly scheduled, formal residential
or non-residential training functions conducted at a hotel, motel,
convention center, residential facility, or at any educational institution or
facility;

b. Conventions and conferences - means general programs, sponsored by
professional associations on a regular basis, which address subjects of
particular interest to a school district or are convened to conduct
association business. The primary purpose of employee attendance at
conferences and conventions is the development of new skills and
knowledge or the reinforcement of those skills and knowledge in a
particular field related to school district operations. These are distinct
from formal staff training and seminars, although some training may take
place at such events;

C. School district sponsored events - means conferences, conventions,
receptions, or special meetings where the school district plans, develops,
implements, and coordinates the event and is the event’s primary financial
backer. School district employees are actively involved in working the
event and other employees may attend as participants;
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d. Regular school district business - means all regular official business travel,
including attendance at meetings, conferences, and any other gatherings
which are not covered by the definitions included in a., b., and c. above.
Regular school district business travel also includes attendance at
regularly scheduled in-State county meetings and Department of
Education sponsored or association sponsored events provided free of
charge and regularly scheduled in-State professional development
activities with a registration fee that does not exceed $150 per employee or
Board member. Beginning in 2009-2010 the $150 limit per employee or
Board member may be adjusted by inflation; and

e. Retreats - means meetings with school district employees and school
Board members, at which organizational goals and objectives are
discussed.

B. School District Travel Expenses

1.

Any sections in either the State or Federal Circulars that conflict with New Jersey
school law (N.J.S.A. 18A:1-1 et seq.) shall not be included in this Policy nor
authorized under N.J.A.C. 6A:23A-7.1 et seq. This includes, but is not limited to,
the authority to issue travel charge cards as allowed under the State Circular, but
not authorized for school districts under New Jersey school law.

School district travel expenditures shall include, but are not limited to, all costs
for transportation, meals, lodging, and registration or conference fees directly
related to participation in the event.

School district travel expenditures in accordance with this Policy and N.J.A.C.
6A:23-7.1 et seq. shall include costs for all required training and all travel
authorized in school district employee contracts and school Board policies. This
includes, but is not limited to, required professional development, other staff
training and required training for Board members, and attendance at specific
conferences authorized in existing employee contracts, provided that such travel
meets the requirements of N.J.A.C. 6A:23-7.1 et seq.

All such expenditures are subject to the requirements of N.J.A.C. 6A:23-7.1 et
seq., including but not limited to, inclusion in the annual travel limit, prior Board
approval, separate tracking, and per diem reimbursements.
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C. School District Travel Requirements

1. All travel by Board of Education employees and Board members must be
educationally necessary and fiscally prudent and all school district travel
expenditures shall be:

a.

Directly related to and within the scope of the employee's or Board
member's current responsibilities and, for school district employees, the
school district's professional development plan, the school building
professional development plan, and an employee’s individual professional
development plan;

For travel that is critical to the instructional needs of the school district or
furthers the efficient operation of the school district; and

In compliance with State travel payment guidelines as established by the
Department of the Treasury and with guidelines established by the Federal
Office of Management and Budget; except those guidelines that conflict
with the provisions of Title 18A of the New Jersey Statutes shall not be
applicable, including, but not limited to, the authority to issue travel
charge cards. The Board specifies in this Policy the applicable restrictions
and requirements set forth in the State and Federal guidelines including,
but not limited to, types of travel, methods of transportation, mileage
allowance, subsistence allowance, and submission of supporting
documentation including receipts, checks, or vouchers.

2. Reimbursement for all in-State and out-of-State travel shall be made pursuant to
N.J.S.A. 18A:11-12. In accordance with the provisions of N.J.A.C. 6A:23A-5.9:

a.

Out-of-State travel events shall be limited to the fewest number of Board
members or affected employees needed to acquire and present the content
offered to all Board members or staff, as applicable, at the conclusion of
the event. Where the event is sponsored by a New Jersey-based
organization and targeted to employees and/or Board members of New
Jersey school districts, reimbursement for lodging may be permitted only
where the sponsoring organization obtains a waiver pursuant to the
provisions of N.J.A.C. 6A:23A-7.11. Where the event is national or
regional in scope and targeted to school district employees and/or Board
members from multiple States, reimbursement for lodging may only be
provided if the event occurs on two or more consecutive days and where
home to event commute exceeds fifty miles.
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b. Where a travel event has a total cost that exceeds $5,000, regardless of the
number of attendees, or where more than five individuals from the district
are to attend a travel event out-of-State, the school district shall obtain the
prior written approval of the Executive County Superintendent. The
Executive County Superintendent shall promptly review the request and
render a decision within ten working days.

C. For all employee and Board member travel events out of the country,
regardless of cost or number of attendees, the school district shall obtain
the prior written approval of the Executive County Superintendent. Such
requests must be supported by detailed justification. The Executive
County Superintendent shall promptly review the request and render a
decision within ten working days. It is expected that approvals will be
rare.

D. Travel Reimbursements

1.

Travel reimbursements will be paid only upon compliance with all provisions of
N.J.A.C. 6A:23A-7 and the Board's procedures and approval requirements. The
Board will not ratify or approve payments or reimbursements for travel after
completion of the travel event, except as provided at N.J.A.C. 6A:23A-7.4(d).

E. Board Member Voting On School District Travel

1.

A Board member shall recuse him/herself from voting on travel if the Board
member, a member of his/her immediate family, or a business organization in
which he/she has an interest, has a direct or indirect financial involvement that
may reasonably be expected to impair his/her objectivity or independence of
judgment.

A Board member shall not act in his/her official capacity in any matter in which
he/she or a member of his/her immediate family has a personal involvement that
IS or creates some benefit to the school official or member of his/her immediate
family; or undertake any employment or service, whether compensated or not,
which may reasonably be expected to prejudice his/her independence of judgment
in the execution of his/her official duties.
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F. Maximum Travel Budget
1. Annually in the prebudget year, the Board shall establish by Board resolution, a

maximum travel expenditure amount for the budget year which the school district
shall not exceed. The Board resolution shall also include the maximum amount
established for the prebudget year and the amount spent to date.

a. The maximum school district travel expenditure amount shall include all
travel supported by local and State funds.

b. The Board may elect to exclude travel expenditures supported by Federal
funds from the maximum travel expenditure amount. If Federal funds are
excluded from the established maximum amount, the Board shall include
in the resolution the total amount of travel supported by Federal funds
from the prior year, prebudget year, and projected for the budget year.

C. Exclusion of Federal funds from the annual maximum travel budget does
not exempt such travel from the requirements applicable to State and local
funds.

The Board of Education, pursuant to the provisions of N.J.A.C. 6A:23A-7.3(b),
authorizes an annual maximum amount per employee not to exceed $1,500 for
regular business travel only for which prior Board approval is not required.

a. The annual maximum shall not exceed $1,500 and shall be subject to the
approval requirements in N.J.S.A. 18A:19-1.

b. Regular school district business travel as defined in N.J.A.C. 6A:23A-1.2
includes attendance at regularly scheduled in-State county meetings and
Department of Education sponsored or association sponsored events free
of charge. It also includes regularly scheduled in-State professional
development activities for which the registration fee does not exceed $150
per employee or Board member.

C. Regular school district business travel as authorized in this Policy requires

approval of the Superintendent prior to obligating the district to pay
related expenses and prior to attendance at the travel event.
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1) The Superintendent shall designate an alternate approval authority
to approve travel requests in his/her absence when necessary to
obtain timely Board approval.

2) Regulation 6471 provides the procedures for the internal levels of
approval required prior to Superintendent or designee approval of
the travel event, as applicable.

G. Travel Approval Procedures

1.

All travel requests for employees of the district shall be approved in writing by
the Superintendent of Schools and approved by a majority of the full voting
membership of the Board, except where the Board has excluded regular business
travel from prior approval pursuant to the provisions of N.J.A.C. 6A:23A-7.3(b),
prior to obligating the school district to pay related expenses and prior to
attendance at the travel event.

a. The Superintendent shall designate an alternate approval authority to
approve travel requests in his/her absence when necessary to obtain timely
Board approval.

b. Regulation 6471 provides the procedures for the internal levels of
approval required prior to the Superintendent’s or designee’s approval of
the travel event, as applicable.

All travel requests for Board members shall require prior approval by a majority
of the full voting membership of the Board, except where the Board has excluded
regular business travel from prior approval pursuant to the provisions of N.J.A.C.
6A:23A-7.3(b), and the travel shall be in compliance with N.J.S.A. 18A:12-24
and N.J.S.A. 18A:12-24.1.

The Board may approve, at any time prior to the event, travel for multiple months
as long as the Board approval, as detailed in Board minutes, itemizes the approval
by event, total cost, and number of employees and Board members attending the
event. General or blanket pre-approval is not authorized.

Where occasional unforeseen emergent situations arise wherein a travel request
cannot obtain prior approval of the Board, justification shall be included in the
text of the travel request. Such requests shall require prior written approval of the
Superintendent or designee and the Executive County Superintendent or designee.
The Board shall ratify the request at its next regularly scheduled meeting. Travel
to conferences, conventions, and symposiums are not considered to be
emergencies and shall not be approved after the fact.
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The Board, in accordance with the provisions of N.J.A.C. 6A:23A-7.4(d) excludes
from the requirements of prior Board approval any travel caused by or subject to
existing contractual provisions, including grants and donations, and other
statutory requirements, or Federal regulatory requirements.

a.

For the exclusion of prior Board approval to apply, the required travel
event must be detailed, with number of employee(s), Board member(s),
and total cost in the applicable contract, grant, donation, statute, or Federal
regulation.

1) This does not include general grant guidelines or regulations that
are permissive but do not require the travel event, unless the
specific travel event, number of employee(s), Board member(s)
and total cost is detailed in the approved grant, donation, or other
fund acceptance agreement.

2 This does not include general contractual provisions in labor
agreements for continuing education or professional development,
except where the Board has included in its policy, a maximum
amount per employee for regular business travel that does not
require prior Board approval pursuant to N.J.A.C. 6A:23A-7.3.

H. Required Documentation for Travel

1.

Neither the Superintendent or designee, nor the Board shall approve a travel
request unless the written request for travel includes the following information:

a.

b.

Name and dates of event;

A list of Board members and/or employees to attend either by name or
title;

Justification of the importance of these individuals attending the event;

Estimated cost associated with travel (if lodging is shared with others, the
fact must be stated);

Copy of agenda or itinerary for travel and subsequent schedule of events;
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f. A brief statement that includes the primary purpose for the travel and the
key issues that will be addressed at the event and their relevance to
improving instruction or the operation of the school district;

g. For training events, whether the training is needed for a certification
required for continued employment, continuing education requirements,
requirements of Federal or State law, or other purpose related to the
programs and services currently being delivered or soon to be
implemented in the school district, or related to school district operations;

h. Account number and funding source — Federal, State, private, or local; and

i In the case of annual events, total attendance and cost for the previous
year.

Detailed documentation shall be maintained on file in the school district which
demonstrates compliance with the Board's travel policy, including travel
approvals, reports, and receipts for all school district funded expenditures, as
appropriate.

l. Accounting for School District Travel

1.

The School Business Administrator/Board Secretary or designee shall prepare
itemized travel budgets by function and object of expense for each cost center,
department or location maintained in the school district’s accounting system, as
applicable, as part of the preparation of and documentation for the annual school
district budget:

a. The aggregate amount of all travel budgets shall not exceed the Board
approved maximum travel expenditure amount for the budget year as
required by N.J.A.C. 6A:23A-7.3.

The School Business Administrator/Board Secretary shall maintain separate
accounting for school district travel expenditures as necessary to ensure
compliance with the school district's maximum travel expenditure amount. This
may include, but need not be limited to, a separate or offline accounting of such
expenditures or expanding the school district's accounting system. The tracking
system shall be sufficient to demonstrate compliance with the Board's policy and
N.J.A.C. 6A:23-7, and shall be in a detailed format suitable for audit.
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The School Business Administrator/Board Secretary or designee, shall review and
approve all requests for travel expenditure reimbursement submitted for expenses
incurred in the course of school district business as to cost and support
documentation required by N.J.A.C. 6A:23A-7:

a. The School Business Administrator/Board Secretary shall not approve or
issue payment of travel expenditures or reimbursement requests until all
required documentation and information has been submitted to support the
payment and shall not approve any travel expenditure that when added to
already approved travel expenditures would exceed the Board approved
maximum travel expenditure amount for the budget year.

The School Business Administrator/Board Secretary shall be responsible for the
adequacy of documentation of transactions processed by their staff and the
retention of that documentation to permit audits of their records.

An employee of the Board, a Board member, or organization, shall not receive
payment, either partial or full, for travel and travel-related expenses in advance of
the travel pursuant to N.J.S.A. 18A:19-1 et seq. The payment of travel and travel-
related expenses shall be made personally by a school district employee or Board
member and reimbursed at the conclusion of the travel event. This applies to
travel-related purchases for which a purchase order is not applicable. This
provision does not preclude the district from paying the vendor directly with the
proper use of a purchase order (e.g., for registration, airline tickets, hotel).

J. Sanctions for Violations of Travel Requirements

1.

Any Board of Education that violates its established maximum travel expenditure
as set forth in N.J.A.C. 6A:23A-7.3, or that otherwise is not in compliance with
the travel limitations set forth in N.J.A.C. 6A:23A-7 may be subject to sanctions
by the Commissioner as authorized pursuant to N.J.S.A. 18A:4-23 and N.J.S.A.
18A:4-24, including reduction of State aid in an amount equal to any excess
expenditure pursuant to N.J.S.A. 18A:11-12 and N.J.S.A. 18A:7F-60.

A person who approves any travel request or reimbursement in violation of
N.J.A.C. 6A:23A-7 shall be required to reimburse the school district in an amount
equal to three times the cost associated with attending the event pursuant to
N.J.S.A. 18A:11-12:
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a. As required in N.J.A.C. 6A:23A-7.7(b)(1) the Board designates the
Superintendent of Schools as the person(s) with the final approval
authority for travel and therefore shall be subject to this penalty.

An employee or Board member who violates the school district's travel policy or
these rules shall be required to reimburse the school district in an amount equal to
three times the cost associated with attending the event pursuant to N.J.S.A.
18A:11-12.

In the event it is determined a violation of the provisions of N.J.A.C. 6A:23A-7
has occurred after Board payment has been made, the Superintendent of Schools
shall be responsible to ensure the sanctions as outlined in N.J.A.C. 6A:23A-7.7
are imposed. If a violation is determined prior to payment or reimbursement of
the travel event, no consequences as outlined in N.J.A.C. 6A:23A-7.7 shall be
imposed; however, the Superintendent may impose disciplinary action as
necessary.

The annual audit conducted pursuant to N.J.S.A. 18A:23-1 shall include test
procedures to ensure compliance with this Policy and travel limitations set forth in
N.J.A.C. 6A:23A-7 and N.J.S.A. 18A:11-12.

K. Prohibited Travel Reimbursements

1.

The following types of expenditures are not eligible for reimbursement:

a. Subsistence reimbursement for one-day trips, except for meals expressly
authorized by and in accordance with the provisions of N.J.A.C. 6A:23A-
7.12;

b. Subsistence reimbursement for overnight travel within the State, except

where authorized by the Commissioner in accordance with the procedures
set forth in N.J.A.C. 6A:23A-7.11;

C. Travel by Board members or employees whose duties are unrelated to the
purpose of the travel event or who are not required to attend to meet
continuing education requirements or to comply with law or regulation;

d. Travel by spouses, civil union partners, domestic partners, immediate
family members, and other relatives;

e. Costs for employee attendance for coordinating other attendees'
accommodations at the travel event;
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f. Lunch or refreshments for training sessions and retreats held within the
school district including in-service days and for employee participants
traveling from other locations within the school district;

g. Training to maintain a certification that is not required as a condition of
employment (example: CPE credits to maintain a CPA license if the
employee is not required to be a CPA for continued school district
employment);

h. Charges for laundry, valet service, or entertainment;
I Limousine services and chauffeuring costs to or during the event;

J. Car rentals, either utilized for airport transportation or transportation at a
conference, convention, etc., unless absolutely necessary for the conduct
of school district business. Justification must accompany any request for
car rentals. If approved, the most economical scheduling of car rental is
to be used, including the use of subcompacts, discounted, and special
rates. An example of the justified use of car rental is when an employee is
out of State, making inspections at various locations, and the use of public
transportation is impracticable. When car rental is authorized, the
employee shall not be issued an advance payment for the anticipated
expense associated with the rental;

K. Alcoholic beverages;

I Entertainment costs including amusement, diversion, and social activities
and any costs directly associated with such costs (such as tickets to shows
or sports events, meals, lodging, rentals, transportation, and gratuities);

m. Gratuities or tips in excess of those permitted by Federal per diem rates;

n. Reverse telephone charges or third party calls;

0. Hospitality rooms;

p. Souvenirs, memorabilia, promotional items, or gifts;

g. Air fare without documentation of quotes from at least three airlines

and/or online services; and

r. Other travel expenditures that are unnecessary and/or excessive.
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L. Travel Methods

1.

For the purposes of this Policy, “transportation” means necessary official travel
on railroads, airlines, shuttles, buses, taxicabs, school district-owned or leased
vehicles, and personal vehicles.

The purchase or payment of related transportation expenses shall be made by
purchase order or personally by a school district employee or Board member and
reimbursed at the conclusion of the travel event. An actual invoice or receipt for
each purchase or expense shall be submitted with a claim for reimbursement.
Pursuant to OMB Circulars, the following travel methods requirements apply:

a. Air and rail tickets shall be purchased via the Internet, if possible, using
airline or online travel services such as Travelocity, Expedia, or Hotwire;

b. Air travel shall only be authorized when determined that it is necessary
and advantageous to conduct school district business:

(1)  The most economical air travel should be used, including the use
of discounted and special rates;

(2 The following options should be considered when booking tickets:
@ Connecting versus nonstop flights;

(b) Departing earlier or later compared to the preferred
departure time;

(©) Utilizing alternative airports within a city, i.e. Chicago,
[llinois — Midway Airport versus O’Hare Airport;

(d) Utilizing alternative cities, i.e. Newark versus Philadelphia;
(e) Utilizing "low cost" airlines; and

() Exploring alternate arrival and/or departure days.
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No employee or Board member can earn benefits as a result of
school district funded travel. Employees and Board members are
prohibited from receiving "Frequent Flyer" benefits accruing from
school district funded travel;

Airfare other than economy (i.e., Business or First Class) shall not
be fully reimbursed by the school district except when travel in
such classes:

@) Is less expensive than economy;
(b) Avoids circuitous routings or excessive flight duration; or
(© Would result in overall transportation cost savings.

All airfare other than economy and not covered by the above
exceptions purchased by an employee or Board member shall only
be reimbursed at the economy rate for the approved destination;

Cost estimates on travel requests and associated authorizations
shall be consistent with current airline tariffs, with consideration of
available special fares or discounts, for the requested destination;

Airline tickets shall not be booked until all necessary approvals
have been obtained,;

Justification shall be required when actions by a traveler result in
additional expenses over and above the authorized travel request.
Sufficient justification shall be considered only for factors outside
the control of the purchaser.  Additional expenses without
sufficient justification shall not be reimbursed; and

Justification shall accompany requests for airline ticket
reimbursement when purchased by employees or Board members
contrary to the above regulations. Sufficient justification shall be
considered only for factors outside the control of the purchaser.
Noncompliant purchases without sufficient justification shall not
be reimbursed. Reimbursement of purchases with sufficient
justification shall be otherwise permitted and reimbursed in
accordance with the above procedures.
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C. Rail travel shall only be authorized when determined that it is necessary
and advantageous to conduct school district business:

1)

(2)

(3)

(4)

(5)

The most economical scheduling of rail travel shall be utilized,
including excursion and government discounts, whenever
applicable;

When one employee or Board member is traveling within the
Northeast Corridor, NJ Transit shall be used as the rail option. Use
of Amtrak will not be authorized unless it is the only means of
travel available;

The use of high speed rail services, such as Acela, shall not be
authorized;

When two or more employees and/or Board members are traveling
to the same event in the Northeast Corridor (between Boston, MA
and Washington, DC), rail travel shall not be authorized. In those
cases, the travelers must use a school district vehicle or, if not
available, a personally-owned vehicle must be used; and

All rail travel, including rail travel in the Northeast Corridor must
be processed in the same manner as prescribed for air travel above.

d. Use of a school district-owned or leased vehicle shall be the first means of
ground transportation. Use of a personally-owned vehicle on a mileage
basis shall not be permitted for official business where a school district-
owned or leased vehicle is available:

(1)

Mileage allowance in lieu of actual expenses of transportation shall
be allowed at the rate authorized by the annual State
Appropriations Act, or a lesser rate at the Board’s discretion for an
employee or Board member traveling by his/her personally-owned
vehicle on official business:

@ In accordance with the OMB circular, if any condition in an
existing negotiated contract is in conflict with the circular,
such as the mileage reimbursement rate, the provision of
the contract will prevail,

(b) Parking and toll charges shall be allowed in addition to
mileage allowance;
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Reimbursement for travel to points outside the State by
automobile shall be permitted when such arrangements
prove to be more efficient and economical than other
means of public transportation;

In determining the relative costs of private and public
transportation, all associated costs (i.e., tolls, taxicabs,
airport, or station transfers, etc.) shall be considered;

All employees and Board members using privately-owned
vehicles in the performance of their duties for the school
district shall present a New Jersey Insurance Identification
Card indicating that insurance coverage is in full force and
effect with companies approved by the State Department of
Banking and Insurance. The card shall be made available
to the Superintendent or designee before authorization to
use privately-owned vehicles;

Employees and Board members who are out-of-State
residents must provide appropriate insurance identification
in lieu of the New Jersey Insurance Identification Card,

School district-owned or leased vehicles shall be utilized in
accordance with N.J.A.C. 6A:23A-6.12;

Necessary taxicab charges are permitted. However, travel
to and from airports, downtown areas, and between hotel
and event site shall be confined to regularly scheduled
shuttle service, whenever such service is complimentary or
is less costly. If shuttle service is not available, taxicabs
may be used; and

Cruises are not permitted for travel events or transportation.
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M. Routing of Travel

1.

Pursuant to OMB Circulars:

a. All travel shall be by the most direct, economical, and usually-traveled
route. Travel by other routes as a result of official necessity shall only be
eligible for payment or reimbursement if satisfactorily established in
advance of such travel.

b. In any case where a person travels by indirect route for personal
convenience, the extra expense shall be borne by the individual.

C. Reimbursement for expenses shall be based only on charges that do not
exceed what would have been incurred by using the most direct,
economical, and usually traveled route.

N. Subsistence Allowance — Overnight Travel

1.

Pursuant to the OMB Circulars, one-day trips that do not involve overnight
lodging shall not be eligible for subsistence reimbursement, except for meals
expressly authorized by and in accordance with the provisions of N.J.A.C.
6A:23A-7.12.

Pursuant to the OMB Circulars, generally, overnight travel shall not be eligible
for subsistence reimbursement if travel is within the State. Overnight travel is
permitted if such travel is authorized pursuant to N.J.A.C. 6A:23A-7.11(c), or is a
required component of a grant, donation, or other funding agreement with the
district. The specific required overnight in-State travel event must be detailed in
the approved grant, donation, or other fund acceptance agreement along with the
number of employee(s), Board member(s), and total cost. All reimbursements are
subject to these rules unless the funding acceptance agreement specifies
otherwise.

The Commissioner is authorized to grant waivers for overnight travel for school
Board members and school district employees to attend in-State conferences in
accordance with N.J.A.C. 6A:23A-7.11(c). If a waiver is granted by the
Commissioner, it shall permit reimbursement for travel expenses for only those
individuals whose home to the convention commute exceeds fifty miles.

Overnight travel within the State shall not be eligible for subsistence
reimbursement if travel is on the day prior to the start of the conference.
Reimbursement shall be prohibited for lodging prior to check-in time for the first
day of the event or after check-out time on the last day of the event.
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5. The United States General Services Administration publishes a schedule of
Federal per diem rates in the Federal Register for approved overnight travel by the
event location. The latest Federal per diem rates schedule for lodging, meals, and
incidental expenses by location can be found at www.gsa.gov. The following
restrictions apply to allowable per diem reimbursements.

a.

Allowable per diem reimbursement for lodging, meals, and incidentals
shall be actual reasonable costs, not to exceed the Federal per diem rates
for the event location. Registration and conference fees are not subject to
the Federal per diem rate caps. If the event location is not listed, the
maximum per diem allowance shall be $31 for meal/incidental expenses
and $60 for lodging, or amounts listed in any superseding NJOMB
circular.

Pursuant to N.J.S.A. 18A:11-12(0), reimbursement for lodging expenses
for overnight travel, out-of-State or in-State as authorized by the
Commissioner, may exceed the Federal per diem rates if the hotel is the
site of the convention, conference, seminar or meeting, and the going rate
of the hotel is in excess of Federal per diem rates.

1) If the hotel at the site of the current travel event is not available,
lodging may be paid for similar accommodations at a rate not to
exceed the hotel rate at the site of the current event.

(2 If there is no hotel at the site of the current travel event (e.g.
Atlantic City Convention Center), then reimbursement for lodging
shall not exceed the Federal per diem rate.

If the meal is not part of a one-sum fee for a travel event, reimbursement
may be approved for the full cost of an official convention meal that the
employee or Board member attends, when such meal is scheduled as an
integral part of the convention or conference proceedings.

1) Receipts shall be submitted in order to obtain reimbursement in
such situations. The amount of the Federal per diem rate for the
corresponding meal shall be deducted from that day’s subsistence
allowance.

The allowance for a meal or meals, or incidentals shall not be eligible for
reimbursement when included and paid in the registration fee, the cost of
lodging or transportation charge.

Receipts shall be required for all hotel and incidental expenses.




POLICY

PARSIPPANY-TROY HILLS
TOWNSHIP SCHOOL DISTRICT

FINANCES
6471/page 18 of 22
School District Travel

f. In any case in which the total per diem reimbursement is greater than the
Federal per diem rates, the costs shall be considered excessive in the
absence of substantial justification accompanying the travel voucher
submitted by the employee or Board member. In such cases, receipts shall
be submitted for all costs including meals.

g. Employees and Board members shall patronize hotels and motels that
offer special rates to government employees unless alternative lodging
offers greater cost benefits or is more advantageous to the conduct of
school district business.

h. Actual subsistence expenses shall not be reimbursable if paid by the
traveler to a member of his/her family, to another school district
employee, or to a member of the family of another school district
employee.

0. Meal Allowance — Special Conditions — And Allowable Incidental Travel Expenditures

1. Meals for in-State travel shall not be eligible for reimbursement except as
expressly authorized within N.J.A.C. 6A:23A-7.

2. Meals during one-day, out-of-State trips required for school business purposes
may be authorized for breakfast, lunch, and/or dinner in an amount permitted by
NJOMB. The Commissioner shall post the most current rates on the Department
of Education website for reference.

3. Lunch for training sessions and retreats may be authorized for an amount up to $7

per person only when it is necessary that employees or Board members remain at
a site other than their school district and there are no viable options for lunch at
the off-site location.

a.

If lunch is included in a one-sum registration fee for the training session,
the full amount is eligible for reimbursement if reasonable.

Refreshments for breaks may also be provided at training sessions and
retreats held at a site other than the school district. Providing lunch for
staff meetings and in-service days or for staff that come from other parts
of the school district shall not be permitted (See N.J.A.C. 6A:23A-
7.12(d)).

In accordance with N.J.S.A. 18A:11-12a(1)(d), employee and Board
member retreats shall be held onsite unless there is no school district site
available.
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4. Subsistence expenses for an employee or Board member shall not be allowed at
the school district or within a radius of ten miles thereof, except for meals
expressly authorized by and in accordance with the provisions of Section O of this
Policy and N.J.A.C. 6A:23A-7.12. Non-allowed expenses include, but are not
limited to, meals and refreshments for staff meetings and in-service days.

5. Reimbursement may be approved for the cost of an official luncheon or dinner, up
to $7 and $10, respectively, that an employee or Board member is authorized to
attend, where such a meal is scheduled as an integral part of an official
proceeding or program related to school district business and the employee's
responsibilities.

a. School district business above refers to the management operations of the
district and does not refer to activities that benefit pupils and are part of
the instructional program. Pursuant to N.J.A.C. 6A:23A-5.8(b)(4), all
reasonable expenditures related to district employees that are essential to
the conduct of a pupil activity are permitted.

6. Regular meetings, special meetings, and work sessions of the Board of Education
shall be limited to light meals and refreshments for all Board members.

a. The meals may be served to employees who are required to attend the
event and where it is impractical for the employee to commute to and from
his or her residence between the end of the work day and the beginning of
the event, or where the employee is required to remain at the school
district to prepare for the event.

b. The school district shall acquire the light meals and refreshments by the
solicitation of at least three quotes. Quotes may be on a monthly, bi-
monthly, quarterly, or annual basis.

C. Where the school district’s food service program can prepare comparable
meals at a lower cost, the food service program shall be used.

d. The average cost per meal shall not exceed $10.

e. The school district shall purchase or prepare foods that are sufficient to

provide each Board member, dignitary, non-employee speaker, or
allowable staff member one meal. Meals should be carefully ordered to
avoid left-over food. Unintended left-over food should be donated to a
charitable shelter or similar facility, if at all possible.
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Allowable incidental travel expenses are defined as those that are essential to
transacting official business.

a. Charges for telephone calls on official business may be allowed. The
voucher must show the dates on which such calls were made, the points
between which each call was made and the cost per call.

b. Employees and Board members using their personally-owned telephone
for business may request reimbursement, less Federal Communications
Tax. Calls for business are tax exempt and the telephone company will
make allowances for the tax if the employee or Board member certifies to
the telephone company when paying bills for personally-owned phones
that said calls were business calls.

C. Incidental expenses, when necessarily incurred by the traveler in
connection with the transaction of official business, may be submitted for
reimbursement only when the necessity and nature of the expense are
clearly and fully explained on the travel voucher and the voucher is
approved. Travel vouchers shall be supported by receipts showing the
quantity and unit price.

P. Records and Supporting Documentation

1.

All persons authorized to travel on business must keep a memorandum of
expenditures chargeable to the school district, noting each item at the time the
expense is incurred, together with the date incurred.

The travel voucher shall be completed by the employee or Board member to
document the details of the travel event. The travel voucher must be signed by
the employee or Board member to certify to the validity of the charges for which
reimbursement is sought. The form must also bear the signatures of approval
officials for processing.

Sufficient documentation shall be maintained centrally by the school district to
support payment and approval of the travel voucher.

Each person authorized to travel shall submit a brief report that includes the
primary purpose for the travel, the key issues addressed at the event and their
relevance to improving instruction or the operations of the school district. This
report shall be submitted prior to receiving reimbursement.

Documentation for requests for travel reimbursement shall show:
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a. The dates and individual points of travel, number of miles traveled
between such points, and kind of conveyance used,;

b. If the distance traveled between any given points is greater than the usual
route between these points, the reason for the greater distance must be
stated;

C. The hours of the normal work day and actual hours worked must be shown

when requesting meal reimbursement for non-overnight travel;

d. Original receipts shall be required for all reimbursable expenses, except
for meals that qualify for per diem allowances and for parking meters;

e. Actual vendor receipts for personal credit card charges shall be attached to
reimbursement requests. Credit card statements shall not be accepted as
documentation of expenses;

f. Personal charges on a hotel bill shall be deducted and shown on the bill;

g. When lodging is shared jointly, the fact must be stated on the travel
voucher;

h. Where travel is not by the most economical, usually-traveled route, the

employee or Board member reimbursement request shall set forth the
details of the route, the expenses actually incurred, the hour of departure,
the hour of arrival, and an explanation for the use of costlier travel
arrangements;

I When travel is authorized in the employee's or Board member’s own
automobile on a mileage basis, the points between which travel was made
and the distance traveled between each place must be shown. A statement
as to ownership of the auto or other conveyance used, as well as a
certification that liability insurance is in effect, must be documented;

J. Reimbursement requests must be supported by other receipts as required;
k. The voucher shall be itemized; and

I Reimbursement requests shall be rendered monthly when in excess of $25.
Travel for a single travel event must be reported as soon as possible after
the trip.
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6. All outstanding travel vouchers for the school year ending June 30 shall be

submitted as soon as possible after June 30 regardless of amount, notwithstanding
N.J.A.C. 6A:23A-7.13(e)(12).

7. Travel mileage reimbursement requests of the just completed school year, that are
not submitted by July 30 or the date approved by the district for the closing of

books, whichever is earlier, for the just completed school year shall not be
approved or paid.

N.J.S.A. 18A:11-12 et seq.
N.J.A.C. 6A:23A-5.9; 6A:23A-7 et seq.

Adopted: 22 October 2009
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6472 TUITION ASSISTANCE

The Board of Education recognizes the importance of advanced educational experience,
coursework, and degrees for employees. The Board of Education may provide tuition
assistance to an employee in accordance with contract provisions in a collective bargaining
agreement, an individual employment contract, or as per any other employment agreement or
contract approved by the Board.

In accordance with the provisions of N.J.S.A. 18A:6-8.5, in order for the Board of Education
to provide tuition assistance to an employee for coursework taken at an institution of higher
education or additional compensation upon the acquisition of additional academic credits or
completion of a degree program at an institution of higher education, the institution shall be a
duly authorized institution of higher education as defined in Section 3 of P.L.1986, c¢.87
(C.18A:3-15.3).

The employee shall be required to obtain approval from the Superintendent of Schools prior
to enrollment in any course for which tuition assistance is sought. In the event the
Superintendent denies the approval, the employee may appeal the denial to the Board of
Education. In the case of tuition assistance for the Superintendent of Schools, the approval
shall be obtained from the Board of Education.

In accordance with the provisions of N.J.S.A. 18A:6-8.5.c., tuition assistance or additional
compensation shall be provided only for a course or degree related to the employee's current
or future job responsibilities.

Nothing in N.J.S.A. 18A:6-8.5 shall be construed to limit the authority of the Board to
establish more stringent requirements for the provision of tuition assistance or additional
compensation. The provisions of this Policy and N.J.S.A. 18A:6-8.5 shall not be deemed to
impair an obligation set forth in a collective negotiations agreement or an individual contract
of employment in effect on May 6, 2010.

N.J.S.A. 18A:6-8.5

Adopted: 9 February 2012
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6480 PURCHASE OF FOOD SUPPLIES

The Board of Education authorizes the purchase of certain food supplies without advertising for
bids.

For the purpose of this policy, “food supplies” means only those supplies that are to be eaten or
drunk and those substances that may enter into the composition of a food in the operation of a
school cafeteria or in a home economics class.

The Board of Education authorizes the School Business Administrator/Board Secretary or
designee to purchase all food supplies without advertising for bids in accordance with N.J.S.A.
18A:18A:5 and N.J.A.C. 6A:23A-16.5 et seq.

The School Business Administrator/Board Secretary or designee shall obtain price quotations for
all food supplies purchased without advertising for bids in accordance with N.J.A.C. 6A:23A-
16.5 et seq.

Vendors interested in providing food supplies to the school district shall submit a written request
to the School Business Administrator/Board Secretary or designee to receive specifications for
food supplies to be purchased by the school district. The School Business Administrator/Board
Secretary or designee will maintain a list of interested vendors and will mail specifications for
food supplies to those venders who requested such specifications.

Each time a purchase of food supplies is to be made, the School Business Administrator/Board
Secretary or designee shall solicit quotations from interested, eligible vendors. Quotations for
fresh or frozen fruits, vegetables, and meats need not be solicited more than once in any two
week period.

The School Business Administrator/Board Secretary or designee shall provide definite and
uniform specifications governing standards of quality to each eligible vendor from whom
quotations are solicited. Specifications for food supplies will indicate a time in which all
quotations must be submitted to the school district for consideration.
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All quotations from interested, eligible vendors will be evaluated by the School Business
Administrator/Board Secretary or designee. Food supplies shall be purchased from the vendor
who submits the lowest quotation, except that food supplies may be purchased from another
vendor who submitted a quotation when the School Business Administrator/Board Secretary or
designee can justify the purchase. Any such justification, together with all quotations received,
shall be kept in permanent record form, attached to the purchase order and available to school
officials, the Board, and the State Department of Education for a minimum of three years
following the purchase.

The School Business Administrator/Board Secretary or designee may purchase food supplies for
any school cafeteria or home economics class to the extent of not more than $500.00 any month
without soliciting quotations provided the School Business Administrator/Board Secretary
provides a written signed statement filed with the invoice indicating the reason why quotations
could not be obtained. The signed statement filed with the invoice shall be retained for review
and audit.

Nothing in this Policy shall prevent the Board from purchasing food supplies by advertising for
bids and awarding contracts in accordance with N.J.S.A. 18A:18A-4.

N.J.S.A. 18A:18A-4 et seq.; 18A:18A-5a.(6); 18A:18A-6
N.J.A.C. 6A:23A-16.5

Adopted: 11 April 2013
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6510 PAYROLL AUTHORIZATION

The most substantial allocation of public funds for the operation of the school district is that
made to the employees of the Board of Education for their services. Compensation will be
tendered only to persons duly employed by this Board and only for services rendered.

Each Board resolution to employ or reemploy a person will include the person’s name, position,
and tenure status; the salary or rate of pay the person is to receive, the method of payment, the
wage guide from which wages are derived, and the budget category to which the wages are to be
charged; the period of time for which employment is authorized; and the school, grade, class or
special assignment, as appropriate.

No person may be assigned duties as a substitute employee whose employment has not been
approved by the Board. The list to be approved by the Board will include the names of
recommended substitutes, the duties to which each may be assigned, and the rate of pay.
Substitute authorization will ordinarily be valid for one school year.

The minutes of Board meetings will record personnel actions of the Board, to include, but not be
limited to, the appointment, promotion, resignation, retirement, death, discharge, compensation,
or leave of absence for each employee. The minutes will also include effective dates for
personnel action.

Certain categories of staff members designated by the Superintendent of Schools, shall be
required to use a time clock or sign in and out of work daily in order to verify days and hours
worked. The service of extra-duty personnel must be certified by the appropriate supervisor
before payment can be made.

The Business Administrator is authorized to withhold salary or wages for services not rendered,
in accordance with Board policy.

Staff members shall be paid in accordance with the provisions in their collective bargaining
agreement and/or in accordance with a schedule provided to all employees prior to the beginning
of the contract or school year.

In accordance with N.J.A.C. 6A:23A-5.7, beginning with the 2008-2009 school year, at least
once every three years, between the months of September through May, the Superintendent of
Schools shall require each district employee to report to a central location(s) and produce picture
identification and sign for release of his or her paycheck or direct deposit voucher. The accepted
picture identification shall be in the form of a district-issued identification card, valid drivers’
license, official passport, or other picture identification issued by a State, county, or other local
government agency.
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The Superintendent of Schools shall designate an appropriately qualified staff member to match
the picture identification to the position control roster maintained by the office of personnel or
human resources prior to release of the paycheck or direct deposit voucher. If the district elects
to conduct this payroll verification prior to the district’s required implementation of the position
control roster pursuant to N.J.A.C. 6A:23A-6.8, the district may use similar and suitable office of
personnel or human resources generated listing of employees. Where no appropriate
identification can be produced, the School Business Administrator/Board Secretary shall
withhold paychecks or stop direct deposits until such time the payee/district employee can
produce appropriate identification or until an investigation and corrective action is concluded, as
appropriate to the circumstances.

Upon completion of the payroll check distribution verification procedures set forth in this Policy
and N.J.A.C. 6A:23A-5.7, the Superintendent of Schools shall submit a certification of
compliance, in a form prescribed by the Department of Education, to the Executive County
Superintendent.  Verification of the district’s compliance with the provisions of N.J.A.C.
6A:23A-5.7 will be required as part of the annual audit.

The payroll journal will be certified by the Board Secretary, the President of the Board, and
approved by the Superintendent.

N.J.S.A. 18A:17-35; 18A:19-9 et seq.
N.J.S.A. 18A:54-20 [vocational districts]
N.J.A.C. 6A:23A-5.7

Adopted: 11 June 2009
Revised: 2 March 2010
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6520 PAYROLL DEDUCTIONS

The Board of Education shall, in accordance with law or employee authorization, make
deductions from an employee's paycheck and remit the amounts deducted to the agent designated
by the employee.

Deductions will routinely be made as required for federal income tax, social security and
medicare; New Jersey income tax, unemployment assistance, and other miscellaneous taxes; and
by the New Jersey Division of Pensions.

Deductions may also be made, provided they have been duly authorized by the employee in
writing, for contributions on the employee's behalf for:

1. The payment of premiums for group life, accidental death or dismemberment,
hospitalization, medical, surgical, major medical, health and accident, and legal
insurance plans, N.J.S.A. 18A:16-13;

2. The purchase of United States Government bonds, N.J.S.A. 18A:16-8;

3. Tax sheltered annuities or custodial accounts, N.J.S.A. 18A:66-127;

4. Payments to a credit union, N.J.S.A. 40A:19-17;

5. An approved charitable fund raising campaign, N.J.S.A. 52:14-15.9c; and

6. Bona fide organizational dues, N.J.S.A. 52:14-15.9¢.
Contributions shall be made as soon as is reasonably possible after the funds have been deducted
from an employee’s salary. No contribution shall be made on behalf of an employee until the

amount contributed has been deducted from the employee's salary.

No Board employee shall withhold or pay to another or purchase or have assigned, other than by
court order, any compensation for the services rendered by an employee of this district.

N.J.S.A. 18A:16-9; 18A:66-19; 18A:66-30; 18A:66-78; 18A:66-128
N.J.S.A. 43:3C-9

N.J.S.A. 52:14-15.9; 52:18A-107 et seq.

N.J.S.A. 54:8A-9

N.J.A.C. 6A:23-2.8; 6A:23-2.10

Adopted: 11 June 2009




POLICY

PARSIPPANY-TROY HILLS

TOWNSHIP SCHOOL DISTRICT

6620 PETTY CASH

FINANCES
6620/page 1 of 2
Petty Cash

M

The Board of Education authorizes the establishment of petty cash funds in accordance with this
policy. The Board directs the implementation of appropriate controls to protect the funds from

abuse.

The Board hereby establishes imprest petty cash funds in the care of the following persons and in
the following amounts:

Account Title

Eastlake

Intervale
Knollwood

Lake Hiawatha
Lake Parsippany
Littleton

Mt. Tabor
Northvail
Rockaway Meadow
Troy Hills
Brooklawn

Central

Parsippany High
Parsippany Hills
PACE/SKIP

Board of Education

Maintenance
Transportation

Custodian(s)

Principal/Secretary
Principal/Secretary
Principal/Secretary
Principal/Secretary
Principal/Secretary
Principal/Secretary
Principal/Secretary
Principal/Secretary
Principal/Secretary
Principal/Secretary
Principal/Secretary
Principal/Secretary
Principal/Secretary
Principal/Secretary
Director/Secretary
School Business
Administrator/
Board Secretary
Supervisor/Secretary

Coordinator/Secretary

Amount

Increments of $350
Increments of $350
Increments of $350
Increments of $350
Increments of $350
Increments of $350
Increments of $350
Increments of $350
Increments of $350
Increments of $350
Increments of $350
Increments of $350
Increments of $350
Increments of $350
Increments of $350
Increments of $350

Increments of $350
Increments of $350

Maximum Single
Expenditure

$40
$40
$40
$40
$40
$40
$40
$40
$40
$40
$40
$40
$40
$40
$40
$150

$150
$40

Petty cash funds may be disbursed only for the immediate payment of comparatively small
expenditures and may not be used to circumvent the regular purchasing procedures of this
district. Each request for petty cash funds must be in a written document that is signed by the
person making the request; supporting documents, if any, will be affixed to the request.
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The custodian of a petty cash fund shall submit to the Board Secretary a request for
replenishment when the moneys available in the fund have declined to twenty percent or less of
the authorized amount of the fund. The Board Secretary shall prepare a voucher for approval by
the Board. The voucher will include disbursement slips to support the amount of the
replenishment and its allocation to any account.

The petty cash box must be secured daily. All petty cash funds will be closed out for audit at the
end of the school year, and unused funds will be returned to the depository. The custodian of

each fund will report to the Board on amounts disbursed from the fund not less than once each
year.

N.J.S.A. 2C:21-15
N.J.S.A. 18A:19-13; 18A:23-2
N.J.A.C. 6A:23-2.9 et seq.

Adopted: 11 June 2009
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6630 ATHLETIC FUND

The Board of Education directs the establishment of an athletic fund for the financial
administration of the interscholastic athletic program. Moneys may be collected from and
disbursed for only the interscholastic athletic program duly approved by the Board of Education.

The Athletic Director shall be responsible for the administration of the athletic fund. The fund
will be audited annually and will be administered under appropriate accounting controls. The
books of account will include income and expenses separately for each approved athletic
program.

All gate receipts must be turned in to the Athletic Director within twenty-four hours of collection
and must be deposited on the day they are received or the next business day. All undeposited
funds must be kept in the school safe.

All payments for supplies, equipment, and services for the interscholastic athletic program will
be made in accordance with established purchasing procedures of the district. Disbursements

from the athletic fund will be made by check and approved by the Athletic Director or Building
Principal.

N.J.S.A. 18A:19-14; 18A:23-2

Adopted: 11 June 2009
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6640 CAFETERIA FUND

The Board of Education directs that all moneys derived from the operation, maintenance, or
sponsorship of the food service facilities of this district be deposited in the Parsippany-Troy Hills
Lunch Program Account, a special checking account, and shall be administered by the School
Business Administrator/Board Secretary in the same manner as are other moneys belonging to
the district.

Cafeteria funds shall be expended in such manner as may be approved by the Board, but no
amount shall be transferred from the Parsippany-Troy Hills Lunch Program Account to any other
account or fund of this district, except as authorized by the Board.

The School Business Administrator/Board Secretary and/or Assistant School Business
Administrator/Board Secretary is authorized to disburse funds from the Parsippany-Troy Hills
Township Cafeteria Account.

Adopted: 11 June 2009
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6650 SCHOLARSHIP FUND

In order to administer special funds bequeathed to this district for scholarship purposes, the
Board of Education requires each such fund to be deposited in a separate interest bearing bank
account carrying the name of the fund.

The School Business Administrator/Board Secretary is authorized to obtain interest for each
scholarship fund at the fixed bank rate on such terms as may seem to him/her advisable and to
make, execute, and deliver all instruments of assignment and transfer.

Disbursements from a scholarship fund shall be made by the School Business

Administrator/Board Secretary in accordance with a schedule having the prior approval of the
Board.

N.J.S.A. 18A:11-1

Adopted: 11 June 2009
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6660 STUDENT ACTIVITY FUND

The Board of Education directs the establishment of a student activity fund for the financial
administration of co-curricular activities operated for the benefit of pupils and duly approved by
the Board.

The student activity fund will include moneys collected for and dedicated to the purposes of
student government, clubs, publications, school trips, the school band and orchestra, and other
school activities.

The Building Principal shall be responsible for the administration of the student activity fund.
The fund will be audited annually and will be administered under appropriate accounting
controls. The books of account will record income and expenses separately for each approved
co-curricular program.

All funds collected must be turned in to the Main office within twenty-four hours of collection
and must be deposited on the day they are received or the next business day. All undeposited
funds must be kept in the school safe.

All payments for supplies, equipment, and services for the co-curricular program will be made in
accordance with established purchasing procedures of the district. Purchase orders for goods and
services purchased through the student activity fund will be approved by the Building Principal
or School Business Administrator/Board Secretary. Disbursements will be made by check and
only upon the request of a staff advisor and the approval of the Building Principal or School
Business Administrator/Board Secretary.

All moneys accumulated in the account of a specific class or activity will, upon the graduation of
that class or the discontinuance of the activity, will be held in an account for up to five years for
their use for a class reunion.

N.J.S.A. 18A:19-14; 18A:23-2

Adopted: 11 June 2009
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6700 INVESTMENTS

The Board of Education directs the prompt investment at interest of any unencumbered funds
available for the discretionary use of the Board. Such funds may be invested in bonds or other
obligations of the United States; bonds of those federal agencies in which such investment is
permitted by law; the New Jersey Cash Management Fund; bonds or obligations of a county,
municipality, or school district; and public depositories located within the boundaries of the State
of New Jersey that secure public funds in accordance with statute.

The School Business Administrator/Board Secretary is authorized to invest district funds in
accordance with this policy.

Any interest earned on the investment of district funds will be combined with general district
revenues.

The Treasurer shall report to the Board each month the cash in all accounts on deposit and all
investment assets. The Board Secretary shall report to the Board each month the amount of
funds in investments, investment interest earned, and all investment transactions.

N.J.S.A. 17:9-41 et seq.; 17:12B-241

N.J.S.A. 18A:17-34; 18A:17-36; 18A:20-37; 18A:24-47
N.J.S.A. 40:3-7

N.J.S.A. 40A:5-14; 40A:5-15.1

Adopted: 11 June 2009
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6801 DISTRICT RECORDS AND REPORTS

The increasing complexity of both the law and the processes of governing a school district
require the Board of Education to assure itself that the financial and educational operations of the
district are recorded and reported in strict accordance with New Jersey and federal law.

Therefore, the Superintendent shall present to the Board each year at the regular meeting
following the organization meeting a comprehensive list of legally mandated school district
financial and other records and reports. The list shall identify the requesting agency and the date

due. Subsequent notification of compliance shall be presented as part of the appropriate reports
at regular meetings of the Board.

Adopted: 11 June 2009
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6810 FINANCIAL OBJECTIVES

The Board of Education recognizes its responsibility to the taxpayers of the district and the State
to expend public moneys wisely and prudently for the maintenance of a thorough and efficient
system of public education and to institute appropriate controls and accounting procedures.

The Board shall use accounting and reporting directives as prepared, published and distributed
by the Commissioner of Education in addition to any books, materials or bulletins, for the
guidance of school officials in establishing and maintaining the double entry bookkeeping and
accounting system mandated in N.J.A.C. 6A:23-2.1.

The Board shall develop a system of accounting and reporting objectives that make it possible to
present fairly and with full disclosure the funds and activities of the district and to determine and
demonstrate compliance with finance-related legal and contractual matters. The Board shall
develop an accounting system that is organized and operated on a fund basis and shall report
governmental, proprietary and fiduciary funds in the fund financial statements to the extent they
have activities that meet the criteria for using those funds. The Board shall establish and
maintain those funds required by law and sound financial administration (only the minimum
number of funds consistent with legal and operating requirements should be established) and use
the modified accrual or accrual basis of accounting as appropriate in measuring financial position
and operating results in accordance with GAAP and regulatory provisions. Transfers shall be
recognized in the accounting period in which the interfund receivable and payable arise.

The Board shall adopt an annual budget and include the adopted annual budget in the minutes of
the Board. A detailed budget statement, which includes the classification of expenditures by
program and function shall be prepared on a fund basis in accordance with N.J.S.A. 18A:22-8
and on a form prescribed by the Commissioner. A detailed budget shall be prepared for each
special project, capital project, and Federal or State grant. This budget shall be maintained,
along with all authorized revisions, on file in the district Board of Education or Charter School
Board of Trustees business office. The Board shall take appropriate action, as necessary, to
maintain a balanced budget.

The Board shall ensure the accounting system provides the basis for appropriate budgetary
control, and that budgetary comparison schedules are included in the appropriate financial
statements and schedules for governmental funds in accordance with GAAP.
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The Board shall use a common terminology and classification consistently throughout the
budget, the accounts, and the financial reports of each fund, and shall adopt a chart of accounts
prepared in conformity with N.J.A.C. 6A:23-2.2(g)1.

N.J.S.A. 18A:4-14; 18A:4-14.1; 18A:18A-1 et seq.;
18A:19-1 et seq.; 18A:22-7 et seq.
N.J.A.C. 6A:23-2.2 et seq.

Adopted: 11 June 2009
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6820 FINANCIAL REPORTS

The Board of Education directs the School Business Administrator/Board Secretary and the
Treasurer of School Moneys, or designee, to make such accurate and timely reports to county,
State, and Federal offices as required by law and rules of the State Board of Education. In
addition, the School Business Administrator/Board Secretary and Treasurer, or designee, shall
report to the Board on the financial condition of the school district in accordance with law and
in the manner and form required by the State Department of Education. There shall be a
common terminology and classification system used consistently throughout the budget, the
accounts, and the financial reports of each fund. The district will establish and implement an
adequate internal control structure and procedures for financial reporting.

The School Business Administrator/Board Secretary shall prepare monthly financial statements,
reports of financial condition, operating results, and other pertinent information in accordance
with directions issued by the Commissioner of Education, to facilitate management control of
financial operations, legislative oversight and, where necessary or desired, for external reporting
purposes.

In the event the Board has approved a budget with an expanded coding structure, the School
Business Administrator/Board Secretary shall present the financial report in two forms. One
form shall use the minimum level chart of accounts established by the State Department of
Education and the other shall use the expanded chart of accounts approved by this Board in
accordance with Policy No. 6220.

If no line item account has encumbrances and expenditures that in total exceed the line item
appropriation in violation of N.JA.C. 6A:23A-16.10(a), the School Business
Administrator/Board Secretary shall so certify to the Board each month. If a violation has
occurred, corrective action as outlined in N.J.A.C. 6A:23A-16.10(c)3.i shall be taken by the
Board.

The Board of Education, after review of the monthly financial reports and upon consultation
with the appropriate district officials, shall certify in the minutes of the Board each month that
no fund has been over-expended in violation of N.J.A.C. 6A:23A-16.10(b) and that sufficient
funds are available to meet the district’s financial obligations for the remainder of the fiscal
year. If the Board is unable to make such a certification, the Superintendent of Schools shall
initiate the steps outlined in N.J.A.C. 6A:23A-16.10(b) and shall reflect such directive in the
minutes of the Board.
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If the Board makes such certification but one or more Board members vote no to the
certification, the Board shall provide to the Executive County Superintendent the Board vote,
names of the members that voted no, and the reason for the no vote.

If the reports of the School Business Administrator/Board Secretary and the Treasurer differ in
cash receipts or expenditures, the School Business Administrator/Board Secretary shall resolve
the difference prior to the next meeting of the Board. Any difference that cannot be rectified
shall be referred immediately to the Auditor. In the event the School Business
Administrator/Board Secretary is more than two months behind in submitting the financial
report to the Board pursuant to N.J.S.A. 18A:17-9, the Superintendent of Schools shall report
this non-compliance to the Executive County Superintendent.

N.J.S.A. 18A:17-9; 18A:17-36
N.J.S.A. 54:4-75
N.J.A.C. 6A:23A-16.2;

6A:23A-16.9; 6A:23A-16.10

Cross reference: Policy Guide No. 1320

Adopted: 11 June 2009
Revised: 12 January 2012
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6830 AUDIT AND COMPREHENSIVE ANNUAL FINANCIAL REPORT

The Board of Education will prepare and publish a Comprehensive Annual Financial Report
(CAFR) in accordance with the requirements of N.J.A.C. 6A:23-2.2(i).

The Board shall annually cause an audit to be made of the district’s accounts and financial
transactions. The audit will be conducted in accordance with law by the public school
accountant appointed by the Board and will be completed within four months after the end of the
school fiscal year. The Board will engage only a licensed public school accountant to conduct
the audit in accordance with N.J.S.A. 18A:23-1 et seq. which has an external peer/quality report
as required in N.J.A.C. 6A:23-2.2(i)1.

The audit shall include test measures to assure that documentation prepared for income tax
purposes complies fully with the requirements of Federal and State laws and regulations,
including, but not limited to the requirements of N.J.A.C. 6A:23A-4.2, regarding compensation
which is required to be reported.

The Board Secretary will receive the audit report and recommendations of the public school
accountant and prepare or have prepared a synopsis or a summary of the annual audit and
recommendations prior to the meeting at which the report will be discussed by the Board.
Copies of the summary will be available to members of the public.

Within thirty days of the receipt of the audit report, the Board will, at a regularly scheduled
public meeting, cause the recommendations of the public school accountant to be read and
discussed and the discussion duly noted in the minutes of the Board meeting.

The Board will implement the audit recommendations and report such implementation to the
Commissioner.

In the event the district has repeat audit findings in the Auditor’s Management Report submitted
with the CAFR in any year shall, within thirty days of the CAFR submission, submit to the
Executive County Superintendent or State fiscal monitor, as applicable, a specific corrective
action plan for addressing the repeat audit findings in accordance with the provisions of N.J.A.C.
6A:23A-4.4.

The Board directs the Superintendent and other appropriate district officers and employees to
cooperate fully with the public school accountant and to keep faithfully such records and reports
as will assist in the audit process.

N.J.S.A.  18A:23-1 et seq.
N.J.A.C. 6A:23-2.2 et seq.; 6A:23-4.1 et seq.

Adopted: 11 June 2009
Revised: 2 March 2010




