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POLICY:
Pursuant to NMAC 6.20 2, East Mountain High School shall follow Generally Accepted Accounting Principles and state laws and regulations in accounting for all funds in its custody and control.



PROCEDURES:



The Governing Council of East Mountain High School is aware that there is no level of materiality in governmental auditing and all violations must be disclosed because public monies are involved.  Therefore, it is imperative that good accounting practices be developed and implemented.  In addition, special consideration should be given to Article IX, Section 14 of the State of New Mexico Constitution (the anti-donation clause), which places restrictions on donations to any person, association or public or private corporation.  The prohibition contained in the anti-donation clause extends to both for-profit and not-for-profit organizations, including charter schools.

I. ACCOUNTING

A. Pursuant to NMAC 6.20 2, the school shall follow Generally Accepted Accounting Principles and state laws and regulations in accounting for all funds in its custody and control.
B. The school shall utilize an accounting program which will accommodate the account structure and chart of accounts mandated by the State Public Education Department.
C. The school shall account for funds utilizing the cash basis of accounting for budgeting and reporting to the Public Education Department and modified accrual basis in the preparation of year-end financial statements.
D. Financial transactions shall be entered for all revenue received, all expenditures, and corrections to accurately reflect the financial position of the school.  

II. FINANCIAL RECORDS

A.  
The school Business Manager is responsible for ensuring that all financial records and supplies are safeguarded from potential theft and destruction.

B.  
Financial records shall be kept up-to-date and available for inspection at any time after reasonable notice.
C.  
Financial records shall be retained as required by the State Records Center Records Retention and Disposal Schedule for New Mexico Public Schools.

III. FINANCIAL REPORTS

A. The school Finance Committee shall meet monthly to review the financial statements and review any pending financial matters prior to the monthly Governing Council meeting.
B. The school Business Manager shall provide to the Finance Committee on a monthly basis, financial reports reflecting the financial and budget position of the school.
C. The school Business Manager shall timely submit financial reports required by the State Public Education Department. 
D. The Business Manager shall notify the Governing Council of a report which has not been submitted on a timely basis and the reason(s) for the late filing.
IV. 
Receipt of Funds
A. The school shall safeguard and account for all cash and checks received, and shall deposit funds in the appropriate account at a federally insured bank within 24 hours of receipt or one banking day as required by state law NMAC 6.20.2.14.C. 
B. Receipts shall be preprinted, pre-numbered, and kept in sequential order. 
C. The school receptionist, or another designated employee, shall prepare a receipt in triplicate for money received from all sources. The original receipt is to be retained in the receipt book, the third copy is to be given to the person(s) making the payment, and the second copy will be given to the school Business Manager along with the respective cash/checks for proper recording in the school's accounting system. 
D. If a receipt is voided, all copies of the receipt shall be stamped "VOID" and retained in the receipt book.
E. The school Office Manager shall prepare the bank deposit in duplicate on a deposit ticket issued by the bank.
F. The bank deposit is made by the individual who is responsible for preparing the deposit.

G. After the deposit is made, the deposit receipt shall be kept with the deposit batch worksheet..

H. The school Business Manager will post the revenue to the appropriate fund and revenue code.

V.  
ACTIVITY FUNDS

A. In general, Student Activity Funds are those funds that are owned, operated, and managed by students under the guidance and direction of a staff member or parent for educational, recreational, and/or cultural purposes.  

1. The school Principal is authorized to approve the formation of all class organizations, clubs, and associations.

2. Projects that raise student activity funds should contribute to the educational experience of students and not be in conflict with, but rather add to the existing curriculum.
3. Student Activity Funds should, whenever possible, be spent for the benefit of those students currently enrolled in the school who have contributed to the accumulation of these funds.
4. Student activities should be conducted so that they offer minimum competition to any commercial concerns, while still benefiting the student body as a whole.
5. The school Principal, or his/her designee, is responsible for the management of the school's Activity Funds.
B. 
All Activity Fund receipts and disbursements must be documented in accordance with established cash receipts and cash disbursements procedures.
1. 
The teacher or sponsor in charge of the student activity will adhere to the 24 hour banking rule outlined in NMAC 6.2.2.14.3.

2.  
Cash receipts for student activity funds shall be given to the school’s receptionist where a pre-numbered receipt will be issued which identifies the activity for entry into the school's accounting system.
3.  
In the case of an off-site activity such as an intramural sports function, the teacher or advisor in charge of the activity will ensure that all cash is accounted for.  It is recommended that two people independently verify cash receipts and, after arriving at the same conclusion, place their initials on a count sheet verifying that all receipts have been tallied. The count sheet shall be given to the school Office Manager for verification.
4.  In a situation where activity fund receipts are taken after school hours, the teacher or sponsor in charge of the activity shall make sure that all receipts are properly safeguarded pursuant to NMAC 6.2.2.14.1.
5.  The teacher or sponsor in charge of the activity shall adhere to the school's policy regarding the Procedures for the Receipt of Funds at all times.

VI.  
Bank Reconciliation

A. 
Pursuant to NMAC 6 20.2.14 (K), the school has established a cash management program to safeguard all cash in its custody and control, which includes reconciliation of all bank accounts. The bank reconciliation identifies the item(s) that must be recognized in order to arrive at the actual cash balance.
1. The Receptionist shall receive all bank statements on a monthly basis. 

2. The Business Manager shall open the unopened bank statement and reconcile.

3. All bank statements shall be forwarded to the Officer Manager for verification.
B.  The Business Manager is responsible for the reconciliation of all existing bank accounts.
1. The school Business Manager shall reconcile all accounts on a monthly basis. 
2. The school Business Manager shall review the activity contained on the bank statement and verify that there are no errors or omissions when compared to amounts shown in the respective general ledger cash account.
3. Adjustments to the school's cash accounts for items such as bank charges must be made via 
4. A Journal Entry in the school’s General Ledger and must clearly identify the reason(s) for the adjustment(s) in the description.

5. The bank reconciliation is prepared on a spreadsheet included as an attachment to the bank statement and copy of the general ledger for review.  
6. The reconciliation for any given account shall include checks and deposits outstanding when arriving at an adjusted balance per bank when compared to the general ledger.
7. Deposits in transit and outstanding checks should generally clear the bank within the first few days of the following month.  Any check that is more than one year old shall be voided and the vendor to whom the check was issued shall be informed.
8. The bank reconciliation must be completed as expeditiously as possible after the receipt of the bank statement in order to ensure that the cash account balance as shown in the school's general ledger is as accurate as possible.

9. Upon completion of the bank reconciliation for a given month, the school Business Manager shall present at the Audit Committee meeting for review.

C.  The Audit Committee Chair is responsible for reviewing all bank reconciliations on a monthly basis.
D.  Copies of all bank reconciliations must be kept by the school's Business Office for the period prescribed by law for the retention of corporate records as well as for review by external auditors or other interested parties.
VII.  Cash Disbursement
A.  
Pursuant to NMAC 6.20.2.14, EMHS has established a cash management program to safeguard all cash in its custody and control.
1. The Business Manager shall restrict and administratively control accessibility to check stock. Only properly designated employees shall handle impress funds and disbursement of funds.
2. The school shall utilize a computerized accounting program to print checks. The school's blank check stock shall be adequately safeguarded.
3. The Business Manager will make all disbursements (including payroll) by check or electronic transfer, except those from petty cash.
4. The school Business Manager shall review all purchase requisitions for sufficiency of budget.
5. The school Business Manager and Principal shall approve for payment all checks, disbursement vouchers, and check requests.
6. The Business Manager will make all checks payable to specified vendors or payees, not payable to cash.
7. Voided checks shall be stamped VOID and properly defaced by removing the area of the signature line and retained in a file for inspection by administration as well as external auditors.
8. Support for payment shall be attached to a check when presented for signature. In addition, all original check requests and invoices attached for support shall be defaced by a stamp indicating "PAID", the check or warrant number, and the date paid.
9. The signing of blank checks is strictly forbidden.

10. For segregation of duty, only the designated Governing Council members shall be authorized to sign checks.

11. Checks will have the words “Void After One Year” printed on the face.

B.  
Petty Cash Disbursement
1. Employees may be reimbursed through petty cash funds for small, incidental, necessary items that an individual purchases with personal funds because time constraints preclude using normal procurement methods. Examples of this include, but are not limited to, office and operating supplies, postage, gasoline for bus, etc.
2. The school shall keep the petty cash fund separate from other funds. The total amount of petty cash kept on hand by the school shall not exceed $200.00.

3. The petty cash fund shall be stored in the school safe in the Business Manager’s office.
4. The fund will be reconciled quarterly and the appropriate reimbursement ordered by the school Business Manager from the operating fund whenever necessary. The employee who reconciles the fund cannot be the same employee responsible for the disbursement of petty cash.
5. The petty cash fund is subject to random cash counts by administration as well as
audit by external auditors.

6. The petty cash receipt is to be completed in the following manner:
a. The petty cash receipt is to be completed in duplicate.
b. The receipt shall include the name of the employee who is receiving reimbursement and the date the reimbursement is made.
c. The exact description for the transaction.
d. The total amount of reimbursement.
e. The person authorized to obligate funds for the amount of reimbursement must validate the completed receipt.

f. An original receipt shall be retained with the original petty cash voucher, and the duplicate copy shall be retained in the receipt book.
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