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=" internal Controls
School Based Funds Policy 530

To maintain high standards of accountability to the
public, South Shore Regional Centre for Education
requires schools to use generally accepted accounting
practices to manage the funds they collect.

[t is recommended to review the Policy and the
Handbook periodically incase of any updates or
changes as well as clarifying the do’s and don’ts when it
comes to the School Based Funds.
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* School Based Funds Policy 530 can be found on the
SSRCE website:
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MOVA SCOTIA, CANADA
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1.0 PRINCIPLES
The South Shore Regional School Board (SSRSB) 1s committed to safeguarding the interests of the
School Board, school principals, school administrative assistants, teachers and students, by
establishing procedures for the administration of school-based funds.

2.0 POLICY FRAMEWORK
2.1. This policy complies with the Education Act and other related provineial acts and policies.

2.1.1. Public Sector Accounting Board Policies
2.1.2. SSRSB School-Based Funds Handbook
2.1.3. SSRSB Policy 550: Procurement

3.0 AUTHORIZATION
The Superintendent is authorized to 1ssue procedures in support of this policy.




o 1.0 DEFINITION

1.1 School-Based Funds are those raised by, or donated to. a school. Fundraising methods shall be in
keeping with the general objectives of public education and shall be consistent with any laws
governing fundraising methods. School-based funds include proceeds from various fundraising
efforts. fees. collections, donations. cafeteria/canteen sales. scholarship funds or trust funds. ete.
School-based funds do not include the funds of School Advisory Councils, Staff Funds, Home
and School Associations, other School Parent Support Groups. or any Society of the School
Board governed by a Society agreement.

1.2 There are two types of school funds as follows:

1.2.1 General Purpose (Unrestricted) Funds — these are funds that are collected or raised for a
general purpose like contracts. fees and/or general fundraising activities. There 1s no
specific mntent and must be used for school related activities (as approved by the
Principal).

The Administration should. to the best of their abilities, spend money collected or raised
in any given school year on the students enrolled in the school in that same year.

1.2.2 Funds Raised for a Specific Purpose (Restricted Funds) — these are funds collected or
raised for a specific purpose. These funds are only to be used for that purpose.
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If these funds are unspent at fiscal vearend or the end of the school vear, thev are fo
carry forward to the next wear. They camnot be used for another purpose without
agreement among all parties mmvolved regarding their application to other uses.

1.0 ANNUAL REPORT
2.1. The school principal shall ensure that an annual consolidated report of all school-based funds 1s

prepared for the fiscal vear April 1 to March 31.

2.1.1. Tlus report shall include a bank reconciliation report for each bank account of the school
as of March 31. The report and bank reconciliation is fo be forwarded to Financial
Services by April 15.

2.1.2. This report shall be in a standardized format as provided by Financial Services and shall
list the opening balance, all revenues and all expenditures (by standard umbrella types
as prescribed), and closing balance as of March 31, balanced to bank account balances.

2.1.3. The report shall include the year end SchoolCash net roll over reports.

2.1.4. A Transaction Detail report {showing splits) for April 1 to March 31 shall also be included
for each school account/fund.

2.1.5. An itemized listing of any accounts receivable and accounts pavable as of March 31 shall
also be included.

3.0 ADMINISTRATION
The school principal shall oversee the administration of school-based funds and ensure that accurate
records are kept of receipts and disbursements of all money collected, raised, or donated to the school.
The school principal shall be responsible for any and all school funds and must approve any account
opened in the school’s name. The Director of Finance (or designate) shall have the authority to Lot
the number and purpese of bank accounts that are opened or are planned to be opened for each school.

4.0 FUNDRAISING

The school principal must annually, at the beginning of the school year, approve all proposed major
fundratsing activities by the school. students and’or student governments.

5.0 BANK ACCOUNTS
5.1. All money collected by a school shall be deposited fo an account or accounts set up in a financial
institution.

5.1.1. In most cases, a chequing account is appropriate for this purpose.

5.1.2. When a school carries a large cash balance for an extended period of time, consideration
shall be given to make deposifs in interest bearing accounts, or other non-risk financial
instruments with transfer made to the chequing account when required. Other tvpes of
acceptable mvestments include: Term Deposits or GICs of Chartered Banks. Lock in
periods for these investments will be short enough to avoid cash flow problems.

5.1.3. Any mvestments shall have prior written approval of the Director of Finance before such
investments are made.
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6.0 SIGNING AUTHORITY

6.1. School accounts shall have at least three signing officers, and two authorized signafures shall
appear on each cheque 1ssued. One of those signatures must be the Principal or designate. If this
person 1s a designate by the Principal. then such authorization must be in writing and mamtamed
at the school at all times showing such approved designation.

6.1.1. Under no circumstances are cheques to be pre-signed by one or both of the signing
officers. Signature stamps are not be used on cheques at any time.

6.1.2. Cheques made out to individuals who are signing officers. requires alternate designated
signatures.

7.0 BANK DEPOSITS

7.1. Bank deposits shall be made on a regular. Under no condition are school-based funds to be
removed from the deposit for pavment of expenses nor are any funds to be deposited to personal
bank accounts.

7.1.1. School principals shall ensure that significant amounts of cash are not left in the school
overnight.

7.1.2. Cash in excess of $1.000 shall not be lefi in the schools on weekends or holidays.

7.1.3. All schools shall have a fire-rated safe installed and properly secured.

7.14 All deposits shall be supported by a bank deposit slip copy as well as documentation
pertaining to a breakdown of the deposit. Such documentation is to include receipts for
money collected.

7.1.5. All receipts shall be recorded on the computer accounting program, i.e. SchoolCash net
with all pertinent information, ie. receipt number, date, amount, source and purpose.
ATl cash receipts shall be recorded and classified to standard umbrella types as provided
by Financial Services.

8.0 PURCHASES

8.1. All purchases of supplies, equipment, material, services, transportation etc.. shall be supported
by invoice or proper documentation. All such purchases mmst be made in compliance with
SSESE Policy 530: Procurement.

8.1.1. All disbursements shall be recorded on the computer accounting program. i1e.
SchoolCash net with all pertinent information, 1.e. cheque number, date, amount, payee
name and purpose. All disbursements shall be recorded and classified to standard
umbrella types as provided by Financial Services.

8.1.2. All disbursements shall be supported by supporting documentation and the chegque
number shall be placed on the original invoice or appropriate documentation submitted
for pavment. All invoices shall be reviewed by the respective signing officer and signed
for approval indicating the cheque mumber and date of payment. They shall be filed
monthly for easy access by the cheque number.

8.1.3. A voucher that contains vendor name, date, description of payment, and a signature of
the party requesting a cheque shall support any disbursement 1ssued to mdividuals.

8.14 All expenditures nmst be paid on a fimely basis.

ADMINISTRATIVE FROCEDURES 530: SCHOOL-BASED FUNDS Page 3 of 6
Approved: Janmary 14, 2018 Review: Janmary 2022



8.1.5. HST rebates are to be claimed on a monthly basis, with rebate paid directly to the School,
as a branch of the School Board.

8.1.6. All expenditures must not only be reasonable in namre for school purposes but nmst not
result in a conflict of interest (as defined in the “Ministerial Education Act Regulations
Section 70 — Provincial Conflict of Interest Policy™)

8.1.7. Any items purchased from school funds remain the property of the school and/or school
board, with the exception of items which are meant to be small gifis for staff or
presenters, small incentives for students, items of a consumable nature and similar
expenditures.

8.1.8 Schools may obfain convenience cards to enable them to access online banking for
reporting only.

8.1.9. Funds raised by NSTU staff performing supervision duties shall be used in a manner
consistent with the NSTU contract.

0.0 FORMS
All schools will use standard forms developed and provided by the Financial Services Department
which are available on the website for printing. They will be revised periodically as required. These
forms are fo ensure proper internal confrols within the schools as well as to protect all Board
emplovees. Special purpose forms may be created and used only if they have been approved by
Financial Services.

10.0 COMPUTER ACCOUNTING
The computer accounting program shall be kept up to date with both deposits and disbursements done
on at least a weekly basis for all bank accounts.

11.0 MONTHLY REPORTS
11.1. Schools must have chequing accounts that provide both a bank statement and cancelled cheques

(or imprints thereof) on a monthly basis with preferably a bank monthly statement date as the

last day of the month.

11.1.1. Upon receipt, cancelled cheques shall be placed in numerical order and a reconciliation
with the bank balance done. on a timely basis, on each account monthly.

11.1.2. A Monthly Bank Reconciliation Report shall be printed within one week of receiving
the monthly bank statement.

11.1.3. The Monthly Bank Reconciliation Report. monthly bank statement and appropriate
cheques shall be given to the School Principal for review and filing. The reconciliation
report shall be reviewed, signed and dated by the Principal and filed for andit purposes.

11.1 4 A petty cash fund may be maintained at the school level to pay for small expenditures if
supported by receipts. The receipts and the balance on hand, must equal the petty cash
fund total at any fime and is always subject to audit and reasonableness of expenditures.
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12.0 AUDIT COMMITTEE

121

123

124

Each school with an enrolment of more than 500 shall have an Audit Commuttee comprised of

three members other than the School Principal and administrative assistant that assists with the

management of the school-based funds.

12.1.1. The Principal shall request volunteers to serve on the Audit Committee from the School
Adwvisory Council, Home and School Association, Parent Support Group. school staff,
or community members.

12.1.2. Signing Officers for school-based funds should not be members of the Audit Committee.

2. The Director of Finance or designate from the Finance Department may audit/review accounts

of the school at any time. School staff shall provide information and assistance as required. A
school funds audit report may be issued as a result of this work.

A school shall form an Aundit Committee should the Prnincipal, SAC, or Director of Finance
request one.

The duties of the Audit Conumittee are:

12.41. To recerve and review the budget for school accounts from the school principal.

1242, To receive and review the Annual Statements of all school-based funds (as outlined
above) that shall be forwarded to the Director of Finance by April 15 of each vear.

12 4 3 To receive a School Funds Audit Report(s). if completed for the applicable school.

12 4 4 To review recommendations in a School Funds Audit Report(s).

12.4.5 To advise the school principal. based on the information provided in the School Funds
Audit Report(s), on:

12451 Improving the budget development process.
12452 Improving the accountability for funds raised and spent.

13.0 SCHOLARSHIPS OR TRUST FUNDS

Any funds held in frust by a school for a specific purpose such as scholarships or student awards are
to be considered school-based funds and must be included in the annual report. These scholarships
or trust finds held by a school cannot exceed $3,000 for any individual scholarship or student award.
Any amounts greater than $5.000 must be held in trust by the SSRSB in a specific trust fund for the
scholarship or student award with signed guidelines. Trust Funds, such as scholarship funds, which
are maintained at the school level, are also subject to the guidelines noted above and subject to audit.
Payment of such funds must conform to the guidelines of the specific Scholarship when available.

14.0 RESPONSIBILITIES
It shall be the responsibility of the Supermtendent to ensure these adnunistrative procedures are
followed.
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15.0 DELIVERABLES

Board Finance Staff shall provide a report to the SSRSB Audit Committee by June 30 of each

vear, mndicating which schools had compliance audits performed by SSESB staff, or the external
auditors and what the results were of those audits.

ADMINISTEATIVE FEOCEDURES 530: SCHOOL-BASED FUNDS Page 6 of 6
Approved: Janoary 24, 2018 Review: Janoary 2022



T . V‘/

Internal Controls Continued...

[t is important that school administrators support and
follow the established procedures outlined in Policy
530 and the School Based Funds Handbook. The goal
of the procedures is to ensure that money is accounted
for properly on a timely basis and that records are
accurate.
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* The School Based Funds Handbook can be found on
the SSRCE website:

South Shore
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Procurement

e The South Shore Regional Centre for Education believes
in the procurement of all goods, services, construction,
and Facilities in an open, fair, consistent and transparent
manner resulting in best value.
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1.0 PROCEDURES
1.1. Where possible Province of Nova Scotia (PNS) Standing Offers as well as any standing offer
established through other MASH (Municipalities, Academic Institutions., School Boards,
Hospitals) Sector entities and NSSBA Central Purchasing are to be used to procure goods and
services. They are exempt from obtaining a mumnmm of three quotations and/or the RFX
process. The standing offer number must be included on the purchase order.

1.2, A set of dollar-value thresholds shall determine what specific procurement procedures shall be
followed. Splitting up of any one order into several smaller orders to stay below the assigned
thresholds and/or authorized signing limits will be considered a violation of the procurement
policy.
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1.3. The procurement policy must be followed by personnel from all schools (including P3) and all
other school Board offices/sites for all purchases in the name of the Board, regardless of
funding sources. Examples include all expenditures funded through donations from parents or
others, grants, fundraising, funding partners, outside organizations, EECD Funding, school
funding etc. All Board emplovees who have responsibility for the procurement of goods,
services of construction nmst adhere fo this policy. Failure to adhere may result m a
temporary or permanent loss of procurement privileges or in more exfreme cases result in
disciplinary action and'or dismissal DBoard employees include without limitation;
Procurement Analyst, each school PrincipalVice Principal, all Supervisors, Directors,
Consultants. Coordinators. Managers and Requisition Entry Personnel (including their
respective designates) All items purchased in the name of SSESB or any of its schools or
other Board Offices/sites are the property of the South Shore Regional School Board.

14, All purchase orders exceeding $1.000 before HST. mmst be processed using the SAP
computer system and released from the SAP system by the Procurement Analyst or designate.

1.5, All purchases with a value less than or egqual to $1,000 before HST can be processed on a
manual purchase order. The manual purchase order can be completed in Excel or by hand,
approved by the Principal, or other Budget Manager (or designate), then faxed or e-mailed to
the vendor.

1.6. Notwithstanding the points above, the Procurement Policy does not apply to the following
contracts or expenditures: Employment Confracts, Student Travel, Student Yearbooks,
Student Photographs, School Clothing (not inchnding team apparel), Municipal Utilities, and
Insurance Premiums (while SSRSB is a member of the School Insurance Program (SIP). With
regard to the purchase of student travel, vearbooks, photographs and clothing: schools must
ensure a competitive and open Procurement process is undertaken to maximize best value for
students. Schools must ensure that ethical purchasing practices as outlined in Section 7 are
complied with at all times.

1.7. Emergency purchasing is only used where there is an unforeseen occurrence and a material or
service is required on an immmediate basis. Emergency purchasing does not replace the need
for proper planning. For orders greater than $1000, if an emergency arises during regular
hours of operation. the user department shall notify the Procurement Analyst and the parfies
will work together to make the proper arrangements. If the emergency arises after normal
hours of operation for a material or service vifal to the functioning of the Board, arrangements
may be made by the user department and the Procurement Analyst must be notified at the start
of the next business day. For both scenarios described above, a requisition will be enfered by
the user department at the first opportunity after the emergency has been dealt with.

2.0 DEFINITIONS
2.1. Definitions are noted in Appendix A of this document.

3.0 SIGNING AUTHORITY (APPROVAL LEVELS) not including HST
3.1. The following are authorized by the SSESB to approve purchase orders:
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311
312
313
314

Director of Finance or Superintendent of Schools

Directors — Purchases $10.001 or more

Coordinators — Purchases up to $10,000

?udget Managers — (including School Principals) — Purchases Up to and including
5.000,

. The Director of Finance {or designate) approves all Purchase Orders with a value of

$10,000.00 or greater in addition to the approval provided by the Director of the
applicable budget area.

4.0 PURCHASING THRESHOLDS not including HST
4.1. Goods and Services

411

421

Up to §5.000: Authorized School Board personnel shall make every effort to obtain
the best value for their money. Best value is inferpreted as price, availability, quality,
delivery time, practicality, after sale service and warranty. All documentation is to be
kept together and forwarded to the Procurement Analyst.

. Greater than $5.000 and Less than $25.000: A Purchase Fegquisition shall be

forwarded to the Procurement Analyst accompanied by a mininmum of three (3) written
quotations, unless there are not three (3) qualified suppliers available, or the service is
available through an existing Government of Nova Scotia or SSRESB Specific Standing
Offer. All documentation is to be kept together and forwarded to the Procurement
Analyst.

. $25.000 and Above: The high threshold procurement documents shall be posted on

the PNS Procurement Web Portal by the Procurement Analyst unless available
through an existing Government of Nova Scotia Standing Offer. A copy of the Tender
Opening Form shall be submitted fo the Director of Finance for approval.

2. Construction

Up to $10.000: Authorized School Board personnel shall make every effort to obtain
the best value for their money. Best value is inferpreted as price, availability, quality,
delivery time, practicality, after sale service and warranty. All documentation is to be
kept together and forwarded to the Procurement Analyst.

. Greater than $10.000 and Less than $50.000: A Purchase Requisition shall be

forwarded to the Procurement Analyst accompamed by a minimmm of three (3)
written quotations, unless there are not three (3) qualified suppliers available, or the
service 15 available through an existing Government of Nova Scotia or SSRSB
Specific Standing Offer. All documentation is to be kept together and forwarded to the
Procurement Analyst.

423 550000 & Above: Construction requirements with an estimated value in excess of

$50.000 shall be posted on the PNS Procurement Web Portal by the Procurement
Analyst. A copy of the Tender Opening Form shall be submutted fo the Director of
Finance for approval.

5.0 PROCESSES AND RESPONSIBILITIES OF STAFF
5.1. The imtiator of a purchase shall:

511

Prepare a purchase requisition in SAP detailing all required information and
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5.1.2. Release the requisition in SAP to allow the Procurement Analvst to convert the
requusition fo a Purchase Order and seek approval from an awthorized Budget
Manager. An authonzed Budget Manager 15 a staff member who has been designated
as such by the Superintendent of Schoeols or a Director for authorization and
responsibility for one or more budget fund centres/funds/functional area combinations.
Refer to Section 3 for more information.

n
(=]

. The Authorized Budget Manager (or designate) shall:
521 Review the PO within SAP by accessing it through ESS (Employvee Self Service)
utility.

. Determine if there are sufficient funds m the remaining budget.

. If in agreement. approve the PO in ESS.

. Ensure the PO 1s coded with the comrect budgeted GL fund centre. fund and functional
area.

W n
[T S )
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5.3. For all purchase requisitions released , the Procurement Analyst (or designate) shall:

5.3.1. Rewiew the purchase requisition to ensure it has been completed properly.

532 Determine the procurement method by referencing purchasing threshold gmdelines
this policy (sole source, standing offer, three quotes, tender or EFP). Determine what
vendor shall be used.

5.3.3. Confer with Budget Manager to ensure the cost is acceptable.

5.34. Process the purchase requisition by converting it fo a purchase order m SAP.

5.3.5. Rewiew purchase order check for accuracy and ensure proper budgetary approval has
been supplied in ESS

5.3.6. Proceed with purchase by releasing the purchase order from ESS to the supplier
offering best value.

5.3.7. Ensure authorized signature 1s displaved on the PO document.

5.3.8. Dhstribute purchase order copies to vendor and the requisitioner.

54. Upon receipt of goods/services, the Authorized Budget Manager (or designate, in most cases
the Requisitioner) shall:
54.1. Check goods received/service(s) provided for completeness, condition, compliance
with purchase order, efc.
542 Perform Goods Receipt in SAP for regular Purchase Orders or provide a signature on
the Invoice for work related to Framework Orders indicating goods and services were
received. Send the signed document to Account Pavable for processing.

!
()]

. Accounts Payable staff shall:
5.5.1. Match purchase order and signed supplier invoice or SAP Goods Receipt record; if no
match exits, send to the Procurement Analyst for investigation.
. If all matches, apply payment data to appropriate account in Board's financial system;
. Issue cheque or EFT to supplier; and
. File documentation

b B
L LA L
e id b

6.0 RFX DOCUMENT TYPES
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6.1.

/ 6.2

6.3.

6.4

6.6.

6.7.

High Threshold Purchasing documents are used for purchases detailed in higher value
portions of section 5.0 above. Request for X (RFX) Documents may appear i several
different formats including the following: Tender, Request for Proposal (BFP), Request for

Construction (RFC), Request for Quotation (RFQ), Invitation to Quote (ITQ), Request for
Standing Offer (E50) and Request for Expression of Inferest (REI).

Tender: Suppliers are invited to submit a sealed response (bid) in accordance with predefined
criteria. The selection of the successful proposal is based on a mumber of factors as described
in the tender documents.

Eequest for Proposal (EFP): Used when a supplier 1s invited to propose a solufion to a
problem. requirement, or objective. Suppliers are requested fo submit detailed proposals (bids)
in accordance with predefined evaluation criteria. The selection of the successful proposal is
based on the effectiveness. value. and price of the proposed solution. Negotiations with
suppliers may be required to finalize any aspect of the requirement.

Request for Construction (REC): Used to publicly tender for a construction, reconstruction,
demolition, remediation, repair, or renovation of a building, structure, road, bridge, or other
engineering or architectural work. When a supplier is invited to bid on a construction project
the tender documents wsually contain a set of terms and conditions and separate bid form that
apply to that specific project. Suppliers are requested to subnut a response (bid) in accordance
with predefined criteria. The selection of the successful proposal is based on a number of
factors as described in the tender documents. A request for construction wsually does not
include professional consulting services related to the construction contract, unless they are
included in the specifications.

. Invitation to Quote (ITQ) / Request for Quotation (RFQ): An invitation to quote for goods or

products with a minimum specification. Award is usually made based on the lowest price
meeting the specification. An ITQRFQ does not normally, but may sometimes, include
evaluation criteria.

Eequest for Standing Offer (RSO). A public tender to provide commonly used goods or
services. The term of the standing offer can vary in duration but will be clearly defined in the
tender documents. RS0s may include evaluation criteria depending on the requirement. A
SSRSB Standing Offer is usually covering a topic that is not specifically covered by the
Provincial Standing Offer.

Eequest for Expression of Interest (REI): The Request for the Expression of Interest is similar
to the Request for Proposal and is sometimes referred fo as a Pre-Qualification, where
suppliers are invited to propose a solution to a problem. The REI however, is only the first
stage in the procurement process. Bidders responding to the REI will be short listed according
to their scoring in the evaluation process. The short listed firms will then be invited to respond
to a subsequent Request for Proposal. A REI does not nommally include pricing as price is a
key evaluation criferia used in the second stage EFP process.
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6.8. General Preparation

6.8.1. Staff requiring a RFX document shall provide the Procurement Analyst all
specifications, plans, drawings. matenal lists, conditions and a suggested list of
qualified vendors who can provide the goods or perform the required services. These
documents must be provided to the Procurement Analyst a minimum of ten business
days prior to the posting date. The Procurement Analyst shall then prepare the
appropriate RFX documentation.

682 If the services of a professional consultant or firm with specialized skills and/or
knowledge are required to develop specifications/architectural designs for the RF3
document, the request must be provided to the Procurement Analyst a minimum of ten
business days prior to the tender or RFX being posted in order to ensure that a RF3
request will be processed in fime.

6.83 As a geperal rule, thirty to sixty calendar days will be required between the
Procurement Analvst being notified of the RFX and the vendor starfing construction
work or supplving the goods/services.

6.9, Procurement Analyst's Role

691 RFX Documents shall be posted on the Nova Scofia Procurement web portal
(www.gov.ns.ca'tenders). Advertising in local newspapers shall be af the discretion of
the Procurement Analyst or designate for the purpose of advising bidders who may
not have access to the provincial government’s web porfal, e g. snow plowing, garbage
removal, surplus bus sales, etc.

692 ERFX Documents shall use language which is common in the general field of the
product or service being requested and any special terms shall be clearly defined. They
shall clearly identify the requirements for procurement the evaluation method,
evaluation criteria based on the purpose and objectives of this administrative
procedure, and the weights assigned to each criterion.

6.9.3. Escape clauses shall be included in multi-year contracts.

694 FRFX Documents shall clearly state the FOB (Free on Board) terms and locations for
deliveries.

695 RFX Documents shall clearly specify a date, time and location for closing of the
tender or RFP.

6.9.6. Tenders, RFQs. RFCs, and RSOs will be posted on the PNS Procurement web portal,
for a mininmm of fen (10) busmness days and RFPs and EEIs will be posted on the
PNS Procurement web portal for 2 mimnmm of fifteen (15) business davs. The only
exceptions are for emergency situations.

697 PBRFX submissions shall be received in a sealed envelope directed fo the Procurement
Analyst with the assipned tender or BFX number and the name of the bidder clearly
visible on the exterior of the envelope. Fax or e-mail submissions shall only be
accepted if indicated in the bid documents.

698 TUpon receipt. sealed. faxed or e-mailed bids shall be initialed, date stamped and the
fime recorded by the Receptionist/Clerk. The Procurement Analyst (or designate)
shall place it in a locked tender box ASAP at the Board’s Office in Bridgewater.
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600 RFX subnussions received after the date and time specified for closing shall be
recorded, but shall not be opened or considered further. They shall be returned
unopened to the bidder.

6.9.10. A bidder's written request for withdrawal of a bid shall be accepted prior to the
opening of the tenders. The withdrawn bids shall remain in the locked tender box until
the closing date and time for the RFX opening. They shall be set aside unopened and
shall not be considered further. The bids shall be remirned unopened to the bidder.

6.9.11. RFX submissions shall be opened in public immediately after the closing date and
time with a minimmm of two School Board staff present. Reading of lump sum prices
only shall take place at the tender opening.

6.9.12 RFX submissions shall be signed by an authorized representative of the company and
witnessed. Unsigned bids shall be deemed mcomplete and shall not be considered.

6.9.13. For RFX calls involving large purchases or confracts of a lughly technical nature, a
pre-tender meeting and’'or site visit, as appropriate, may be scheduled for potential
bidders to meet with end users fo discuss requirements.

6.0.14 All ingquiries from a potential bidder regarding a tender mmst be directed to the
Procurement Analyst, who shall in turn, notify the mdividual requesting the RFX. The
Procurement Analyst shall report the information back to the potential bidder.

6.0.15. After contracts have been awarded, bidders or any member of the public may request a
listing of bidders and lump sum bid prices. All RFX documents and unit prices shall
be subject to the provisions of the Freedom of Information and Protection of Privacy
Act.

6.9.16. The Procurement Analyst shall review and tabulate the results of each tender as soon
as possible after the opening of the RFX replies.

6.9.17 In the event that no bids were recetved, the Procurement Analyst may re-tender the
requirements, time permitting, or obtain three (3) written quotations, affer receiving
approval from the Director of Finance or designate.

6.9.18. The Procurement Analyst shall use interviews with bidders. references, and/or
consultants as necessary in order to clanify elements of a specific tender.

6.9.19 When analysis of RFX results has been completed. the Procurement Analyst, after
consultation with the requesting individual or department, shall forward his‘her
recommendation to the Director of Finance for approval.

6.9.20. When a decision has been made and the successful bidder has been notified in
writing, the PNS Procurement web portal will be updated with the successful bidder,
date of award and for tenders, the award amount (not unit prices)..

6.9.21. After a RFX has been awarded, any extra work performed beyond the scope of the
RFX must have approval by the onginal signing authority. Then the successful bidder
will be issued a revised purchase order to cover the costs involved.

6.9.22 For service related RF3(s, the recommended bidder must provide the SSRSEB with a
current Clearance letter from the Workers” Compensation Board of NS and a current
Certificate of Liability Insurance prior to issuance of a purchase order.

6.9.23. The Procurement Analyst will ensure that RFX documents include or have attached
the terms and conditions that govern the purchase of goods, services and construction.
The SSRSB Terms and Conditions mmst be consistent with the Atlantic Terms and
Conditions for the procurement of goods, services or facilities and the Construction
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7.0

8.0

0.0

Confract Gudelines developed in collaboration with the Construction Association of
Nova Scotia (CANS) for the procurement of construction.

6.924 The Procurement Analyst will utilize proper recordkeeping and Records Retenfion
procedures. Documents are to be electronically stored, where practical, including the
use of key Procurement documents being stored against the PO record within SAP and
on the Finance Drive. After contracts have been awarded. access to RFX documents is
subject to the Freedom of Information and Protection of Privacy Act through the
issuing department.

6.9.25. At the request of a supplier who submuitted a bid to a EFX, the Procurement Analyst
shall conduct a supplier debriefing session to provide feedback. For tenders, RFCs and
RFQs, only the bid prices are released. For other RFXs, information will be provided
regarding how their submission compared to the criteria set ouf in the RFX document.
There is to be no direct comparison of one RFX submission to another. If the supplier
15 not satisfied with the mformation provided in the debriefing, the supplier may file a
complaint in accordance with the Supplier Complaint Process (SCP) as defined in the
Public Procurement Act The SCP is not a dispute resolution process, but rather is
intended to handle supplier complaints and to improve faulty or misleading
procurement processes. The SCP is an imntegral part of a fair and open Procurement
Policy.

6.926. The Procurement Analyst shall endeavor fo ensure proper commmmnication with
suppliers after the contract has been awarded. This shall include the following; Project
Update Meetings for RFCs, Quarterly Update meetings for multi-yvear contracts for
Goods & Services to help ensure SSRSB receives the value that was pledged duning
the RFX process. The concept of Value Added will also be promoted and fracked.

EVALUATION OF BIDS

Bids shall be evaluated not only on the price, but also on safety, quality, service level, production
location, product specifications, delivery, past performance, references, environmental
considerations, warranty and the capability of the bidder to meet the criteria stated in the RFX
document. When evaluating bids, the evaluator(s) shall obtain best value.

CONFLICT OF INTEREST

Staff shall adhere to Policy # 640 Conflict of Interest For Employees whenever involved in any
aspect of Procurement. Board Members shall adhere to the SSESB By-Laws guidelines regarding
Conflict of Interest. SSRSB personnel mmst ensure their conduct in relation to Procurement activity
15 consistent with the “duties of public sector enfity employvees™ in the public Procurement Act. This
includes a request for removal from a Procurement activity when a conflict of interest 1s percerved.

CONFIDENTIALITY OF INFORMATION

Until a decision has been made and the vendor has been notified in writing that they have been
awarded the confracted business. all information received other than the bid price mmst be treated as
"Confidential”, and mmst not, under any circumstances, be divulged to any potential bidders.
Confidential information should not be used for personal gain Information given in the course of
duty should be true and fair.

GOVERNANCE POLICY 550: FROCUREMENT Page 8 of 11
Approved: June 15, 2016 Review: June 2021



10.0 WARRANTIES

10.1. In mafters relating to warranties, the Procurement Analyst shall ensure the following elements
are considered:
10.1.1. Vendors have clearly provided details of terms and conditions of warranties;
10.1.2. End users are instmucted to ensure preventive maintenance requirements are met;
10.1.3. End users are instructed to check terms and conditions of warranties prior fo affecting

TEpairs,

10.1.4. End users are instructed to ufilize warranty coverage whenever possible.

ILOENVIRONMENTAL AND SAFETY CONCERNS
11.1. In matters relating to environmental concerns, the Board's Occupational Health and Safety

Officer shall work in conjunction with the Procurement Analyst to ensure the following

elements are considered when goods and services are purchased or disposed of:

11.1.1. Product specifications and product future use do not pose any unnecessary
environmental or personal risk.

11.1.2. Materials are suitable for their intended environment.

11.1.3. All employees using these materials are provided with the appropriate Material Safety
Data Sheet(s) (MSDS) and proper personal protective equipment required for their
use.

11.1.4. All emplovees give proper adherence to Workplace Hazardons Materials Information
System {WHMIS) documents and procedures.

12.0 ALTEENATIVE PROCUREMENT PRACTICES
In order for the procurement process to balance the need for open, competitive opporfumty with the
demands of urgent or specialized circumstances, alternative procurement practices have been
created. These circumstances are detailed in Appendix B of this document. These circumstances
st be used only for the purposes intended and not to aveid competition or used to discriminate
against specific suppliers. To ensure proper use. a form is completed for each occurrence, signed by
the Director of Finance, filed for future reference and mamtaimed for andit purposes.

13.0YEAR END PURCHASE REQUESTS
In order to ensure to ensure that a request will be processed prior to the fiscal year end, all requests
(requisitions), should be received by the Procurement Analyst by March 1 or any other date that
would reasonably allow the item or service to be completed before year end, without creating an
emergency sitation.

140 TELEPHONE/CELL PHONE REQUESTS
All telephone, cell phone, blackberry and pager requests must be documented on the appropriate
form and authorized by the appropriate Director. then forwarded to the Procurement Analyst or
designate, who shall forward it onto the vendor for processing.

I5.0PETTY CASH
In order to reduce the number of purchase orders created for minimal amounts, each school or the
Board office may maintain a petty cash account for small purchases, to a recommended maximum

GOVERNANCE POLICY 550: PROCUREMENT Pags R of11
Approved: June 15, 2016 Review: June 2021




of $300. A summary sheet with receipts attached and approved by the Principal or Director of
Finance, shall be forwarded to the Regional office for replenishment as required.

16.0BOARD CREDIT CARDS

16.1. The total credit limit is not to exceed $25.000. with no individual to have a limit exceeding
$3,000 maximum.

16.2. Credit Cards shall be issued and authorized by the Director of Finance.

16.3. Credit Card holders shall use the card only to purchase goods and services within cardholder’s
limifs, in accordance with the approved budget and/or within their area of responsibility. Card
holders are not to use the card for personal purchases.

16.4. Credit Card holders shall ensure that all charges are approved and receipts forwarded fo the
Finance Department for timely payment, to avoid interest charges.

16.5. Purchases that are for the card holder’s own travel expenses shall be reviewed and approved
by the card holder’s supervisor.

16.6. Banks require that credit cards not be in the name of the School Board but in the name of the
individual in care of the School Board. Any cardholder mmust sign a credit agreement with the
Board.

16.7. Credit Card purchases are intended to be used primarily for their own training, conferences,
seminars, memberships, workshops, meal allowances, fravel expenses, hotel accommodations,
mileage and some low value purchases. The use of a credit card to obtfain tangible items, for
orders greater than $1000.00. should not be undertaken without prior consent of the
Procurement Analyst. Splitting an individual transaction into smaller amounts to circumvent a
set limit 1s not permitted.

16.8. Improper use of the card may result in disciplinary action and/or the revoking of credit card
privileges.

17.0GIET CARDS

17.1. The purchase and use of gift cards should be avoided when possible. If they are used. the
following must be followed:
17.1.1. Poor approval from a Principal, Director or the Superintendent of Schools.
17.1.2. The amount is limited to $30.
17.1.3. The user nmst provide a wrffen log to indicate what the card was used for. This

document nust be kept on file for audit purposes.

17.1.4. Gift cards are not to be used for the financial gain for staff'employees.

18.0FORMS
All forms related to the purchasing process shall be available on the SSESB websife or via Finance
Services staff.

19.0 TECHNOLOGY ORDERS
All technology items must be regquested through the Techmology Services Group under the
Operations Department. Many ifems are on Standing Offers. Requests to purchase these items
should be directed through the Executive Assistant to Director of Operations. She will ensure this
policy 1z followed. This applies regardless of the value of the purchase Examples include
computers, lap tops, servers, printers, projectors, tablets, software, Apple Product etc. The
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Technology Services Group will only support equipment obtained in this manner. The group will
ensure the proper spec and standard are purchased and the equipment is configured to fit your needs
before it is delivered to the appropriate end user location.

20.0UNSOLICITED PROPOSALS
In order to promote innovation S5ESB has defined a process to deal with unsolicited proposals.
When an unsolicited proposal is received, the Board may consider a range of opfions, including a
pilot project, partnership, or other arrangement, that will be undertaken to assess the merit of the
proposal as stated in the Province of Nova Scotia Guide fo the Submission and Ewvaluation of
Unsolicited Proposals. All unsolicited proposals must be authorized by the Director of Finance or
Superintendent of Schools.

21.0RESPONSIBILITIES
It shall be the responsibility of the Superintendent of Schools to ensure these administrative
procedures are followed.

22.0DELIVERABLES
22.1. In October of each vear, the Director of Finance will provide a report to the Board detailing
the following:
22 2 Number of Purchase Orders, produced within SAP, for the previous fiscal vear.
22 3. Number of formal High Threshold Purchasing documents issued in the previous fiscal vear.
224 Number of Alternate Purchasing Procedure Documents 1ssued in the previous fiscal year.
22 5. Number of Violations of the Procurement Policy that were noted in the previous fiscal year.
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Internal Controls Continued...

Controls relevant to a school include:

e Entering data into SchoolCash.net correctly and on a
timely basis

e Completing bank reconciliations within 1 week of
receiving the bank statement

e Generating/reviewing reports
e Completing School Based Funds Forms

e Following the proper procedures for monies received for
deposits and disbursements

e Filing



_Internal Controls Continued...

AR
Filing |
e All financial records should be filed in the binder filing

system. (Binding Cases can also be used as they are
easier too handle and store.)

« All Deposits in a separate binder in numerical order.

» All Cheques (Void cheques included) in a separate binder in
numerical order.

« Bank Rec, Bank Statement, Report 10, and HST by month in a
binder.

 Transfers in a separate binder in numerical order.
 Refer to Page 29 of the School Based Funds Handbook



Internal Controls Continued...

Monthly Financial Statements:

e Bank Reconciliation (Date must reflect the last day of
the month. e.g. November 30 or December 31, no matter
what the bank statement reflects as an ending date.)

e HST
e Principal Reports




Internal Controls Continued...

Forms

e All schools will use standard forms developed and
provided by the Financial Services Department which
are available on the website for printing, as stated in
section g of the school Based Funds Policy 530.



Internal Controls Continued...

School Based Funds Forms:
e Cheque Request Form A
e Referee Payment Request Form t)J
e Gas/Travel Form
e Petty Cash Reconciliation
e Deposit Form

e Fundraising Application Form
e School Dance Collection Form
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Internal Controls Continued...

About Forms:

All schools will use standard forms developed and
provided by the Financial Services Department which
are available on the website for printing. They will be
revised periodically as required. The forms are to
ensure proper internal controls within the schools as
well as to protect all Region employees. Special
purpose forms may be created and used only if they
have been approved by Financial Services:
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Internal Controls Continued...

Cheque Request Forms:

e A cheque request form must be used anytime a person
(not a business) is requesting payment. The original
receipt/invoice must be attached to the form. (A debit or
credit card receipt is not sufficient). The form is to be
filled out, in full, by the person requesting the cheque.
After the form is approved by the Principal and the
cheque has been written, file the form and the attached
receipts/invoices in numerical order by cheque number.
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Internal Controls Continued...

Referee Payment Request Form:

e This form is to be filled out by the Coach/Referee. It
shows which games the referee is being paid for. After
the form is approved by the Principal and the cheque
has been written, file the form and the attached
receipts/invoices in numerical order by cheque number.
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Internal Controls Continued...

Gas/Travel Payment Form:

e This form is filled out by the person that is
giving/receiving the stipend for travel to a sporting/class
event. A stipend is a set amount agreed on by the school
for a certain travel distance. If the person traveling is
being reimbursed for the full amount of gas by receipt,
they must fill out a Cheque Request Form, not a
Gas/Travel payment form. After the form is approved by
the Principal and the cheque has been written, file the
form and the attached receipts/invoices in numerical
order by cheque number.
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Internal Controls Continued...

Petty Cash Reconciliation Form:

e The purpose of the Petty Cash Reconciliation Form is to
show that the monthly cash flow opening balances,
expenses and ending balance and to make sure that the
balances match and are correct. Attach the form and
invoices/receipts to the cheque written to replenish the
petty cash and file in numerical order in your records.
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Internal Controls Continued...

Deposit Form

o All Staff/Volunteers fill out this form when bringing
money to the office. Give the money and the completed
Deposit Form to the designated individual in the school
office who is responsible for counting the money. The
school Administrative Assistant signs, dates and enters
the receipt number on the form to verify and then files
the form with the deposit.
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Internal Controls Continu

/

ed...

Fundraising Budget Form (School Based): This

form is filled out by the group/team/class t!

fundraising during the school year. It shoul

their expected income and expenses from t|

hat will be

d show

ne

fundraiser/fundraisers they will be having. This form
will help to ensure that the expected net income from
the fundraiser/fundraisers is reasonable. After the
form is approved by the Principal, file with the August

Bank statement.
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Internal Controls Continued...

School Dance Collection Form:

e Back-up required for cash received at dances. Give the
money and the completed form to the designated
individual in the school office who is responsible for
counting the money. The school Administrative
Assistant signs, dates and enters the receipt number on
the form to verify and then files the form with the
deposit.



Internal Controls Continued...

¢ To find the Finance forms Depot:
¢ From the SSRCE website click on For Staff

“mation

Emplc

* C(lick on Forms and Documents by department

[
E Forms and Documents by Department

¢ (lick on Finance

FINAMNCE

e Scroll down to School Based Funds

SCHOOL BASED FUNDS

e Cheque Request Form # 55 School Based Funds Handbook September
» Deposit Forms for Envelopes 2018

# Deposit Summary Form * Financial Guidelines For SSRCE Athletic

® Petty Cash Reconciliation Teams, Clubs, Class Trips, and Other Projects

» Referee Payment Request Form

® Gas Travel Payment Request Form

# Bank Account Listing

® Activity-Fundraiser Money Collection List
* Cash Reconciliation School Dance

# Fundraiser Summary Form



Cheque Controls:

Cheque Request Form-signed - mmn %
Original invoice/receipt o s e

» Debit/credit card slips/statements are not acceptable

Enter invoice number on cheque

Do not pre-sign cheques for any reason

Do not use a signature stamp

Do not write a cheque to ‘CASH’

Do not sign your own cheque

Store unused cheques in secured (locked) location
Keep voided cheques in numerical order in you records
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Internal Controls Continued...

Deposit Controls:
e Deposit Form
e Funds stored in locked safe

e Cash in excess of $1000.00 shall not be left in the schools
on weekends or holidays

e Always count money with another individual
e Print receipts from SchoolCash.net for all funds received
e File all deposits and back up in numerical order ie:

* Deposit Form

* Receipts

* One Page Bank Deposit

* Class List

* Any other deposit information
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Common Mistakes

Invoice Numbers
Cheques with Multiple Invoices
HST

e How to Print Report Correctly o
i‘ 00PS s

e How to Enter Rebate Correctly
General Ledger(GL)/Cost Centre Name
Redistributes (Date, Category Name, GL)
Reimbursements (Category Name)
Adding a Record (Debit/Credit Memo)
Voiding a Cheque
Stale Dated Cheque (Year End Outstanding)
Date
EFT’s from Region (Allocations, Donations, Awards)
Transfers vs Bank Transfers



Common Mistakes Continued...

e Invoice Numbers

e Invoice numbers have to be entered in 2 spots in the
Schoolcash.net Cheque Screen.

09/20/2016 | 9|

[+ Print Cheque

Total Cheque Split: §0.00 Difference: 50.00

| Reason Invoice #

V|| 11234 Ih




Invoice Numbers

Walmart >!<

Supercentre

201 51, CL 35%
Sy 3016 0P8 5 TEI 09
mF] | HHHU"}H

1; 1 5l unmmum; su
v b
DOR n.%_—’-ﬂ
ST R
. $1.
51 s btg'mm%% “%g-
q“ ITEMS SOLD 4
] 23 0751 0727 3300 4392

‘mmmﬁlmﬂﬁlmmmmmm' Superstore Invoice

hi
Dﬁf 4"'13
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Invoice Numbers




Common Mistakes Continued...

* Cheques with Multiple Invoices

e Enter the first invoice, making sure to indicate the
invoice number in the invoice # fields.

00/100

09/20/2016 | 9|

[+ Print Cheque

Total Cheque Split: §0.00 Difference: 50.00

| Reazon Invoice # -‘. Amount -
V| 1234 Ib




Common Mistakes Continued...

Cheques with Multiple Invoices

e Afterall fields in the cheque screen are filled, go to
Forms then Duplicate form to add the next invoice.

School Cash

Branch #: 00253

e Press OK on the Combined Cheque Warning

Select OK if you would like this to be a combined duplicate cheque, otherwise select cancel.

[| Prevent this page from creating additional dialogs

QK ] [ Cancel




Common Mistakes Continued...

* Cheques with Multiple Invoices

e You will notice you are on a new form by checking two
things:

« The Invoice # Field is now Blank

Imvoice #: I:I

e The Cheque Number is the same.

392 - ABC Bus Company E]
392 - ABC Bus Company

B sococomm
a4 | Tl | —|
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ommon Mistakes Continued...

Cheques with Multiple Invoices

e Repeat the process until all invoices for the same
vendor/person have been entered. There is no limit to
the amount of duplicate forms that can be entered.



(1) ‘:’ | Profile Settings | Log Qut

O KEvgroup [ssue Cheques

SCh OOI CaSh Green Acres Public School - Green Acres General Accoun! -

Detail View H List View H Search ‘

Status: Unposted Last Updated: 4/16/2019

Branch # 00123 Account # 315-354-0 303

Cheque requested by: | ‘;? Form: 1/1 IE' E II' II'

_ 392 393
Chegue Information
Previous Cheque Number Cheque Number

FPay To The Order OF | | Date: |04/16/2019 E o
Address: | | Amount: I:I

ciy [ | Prowstate | | PoZip | | Taxi | |

00/100
Re: | | Invoice #: I:I
Attention: | | Account# | | [@ PrintCheque

Add Category QESECTECN Total Cheque Split $0.00  Difference: $0.00

HST Paid HST Rebate 100% Rebate Amount
50.00 $0.00 $0.00 $0.00

Category Hame Cat. #
»

r

4 L

Total Categories: 1
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Common Mistakes Continued...”
HST

 When writing a cheque from a reimbursement category do
not enter the HST. The Region claims the tax on all
reimbursements.

e HST rebate is to be done monthly as required by the Canada
Revenue Agency.

e When filling out the HST form for rebate the start date is
always the first of the month to the last day of the month.

e The Canada Revenue Agency will send back any form that is
for more than 1 month or that has the incorrect dates listed..

e Always click the Earliest Date Button for the start date on
report 14, (HST) and the last day of the month for the end
date.



_—Common Mistakes Continued...

HST Continued

e HST cannot be claimed on and cheques written from a
Reimbursement Category.

e HST cannot be claimed on any food items. (cafeteria,
breakfast program, meals.)
e HST cannot be claimed on an items for resale at a profit.

- Example: School Clothing for profit, Year Book sales for profit,
raffle items for profit, etc.

e HST on books is 100% rebated and is indicated on the
HST Report.

 To claim the 100% HST Enter the HST amount in the 100%
Rebate Field in the Issue Cheques Screen.

Add Category Add Memo o= ITECIE Total Cheque Split $0.00  Difference: $0.00

Cat. # HST Paid HST Rebate 100% Rebate Amount GL Cost Centre




Common Mistakes Continued...

HST Continued

e HST is to be entered as a deposit through the Deposit
screen, NOT as an add record through the
Reconciliation Screen or as a Bank Transfer.

e The HST deposit should then be filed in numerical order
with the regular deposits.



Common Mistakes Continued...

* GL/Cost Centre Name

e When writing a cheque from a reimbursement category
make sure to scroll over and select the correct GL/Cost
Centre Name.

|Categur3r Name |Cat. # HST Paid HST Rebate |1uu% Rebate Amount
I|Reimbursements:5upplies V| |?D[]2 o | |15[].[]1]
ate | 100% Rebate Amount GL Cost Centre | GL Name | Memo

0| 150.00 [ V]|

Breakfast program
Healthy Active Living
Heathly Promoting Schools
Heritage Fair Travel
Library

Student Success Plan
< Supplies 2

Total Categones: 1
— |




Common Mistakes Continued...

Printing Reimbursement Requisition Forms

e Update reimbursement category in Demographics
Screen

My School Information

Category (Chart of Accounts)
» Demographics

Program Maintenance
Supplier/Vendor Maintenance
Resource Centre

e Always pick the Earliest Date Button for your report start
date and the current day as your end date.



Common Mistakes Continued...

* Printing Reimbursement Requisition Forms

e Select the Correct Reimbursement Category

Reimbursement:Accredatition ‘ -

Reimbursernent:Breakfast Program bl
Reimbursement:HPS a
| Reimbursement:Library —

Reimburserment:Supplies

School Council General E
Reimbursement: Accredatition |L




Common Mistakes Continued...

* Redistributes
e To enter an EFT from the Region for a
reimbursement that you sent in:

« In the Deposit Screen click on Forms then Redistribute

Forms ¥ .

Add Form
Delete Form

Print Deposit Screen
Redistribute

Rill=




Common Mistakes Continued...

» Select the Claim Number you wish to redistribute

Petty Cash Submission #:
i Cheque Amount:

Date:

1 Category Name:

» The date and the amount cannot be changed in this screen

Redistribution Deposit for Petty Cash
Redistribution Deposit for Petty Cash

o
16-821-00016

09/20/2016 | ©

Reimbursements:Breakfast Program




Common Mistakes Continued...

 Press continue until you are back to the deposit screen

» Check the Category Name to see if it is correct

Category Total: -350.46

Category Name Cat. # Amou
|} Reimbursements:Breakfast Program

» Change the Category Name if needed



Common Mistakes Continued...

 Scroll and pick the correct GL/Cost Centre Name

- By picking the GL/Cost Centre Name, the program will
automatically apply the amount to the correct Reimbursement
Requisition Form effectively zeroing it out. You can see this by
reprinting any claim.

Abbbbbbbbbbbbbbbbbbbbbbbbbbbbh

Reaszon GL Cost Centre | GL Name
Claim # 16-821-00016

Breakfast program
Healthy Active Living

< Heathly Promoting Schools
Heritage Fair Travel mount: 1§
Library

V| X Student Success Plan

Supplies




Common Mistakes Continued...

« Change the date to the date the EFT was deposited into the

bank account

Deposit #: 301

Night Wallet#: | |

Date: 09202016 | o

T

September, 2016

o

H { } H Form: 3

e £ Today Yy Wy
whk |Mon Tue Wed Thu Fri 5at Sun
35 1 2 3 4
3 5 6 7 8 9 10 11
37| 12 13 14 15 16 17 18

) 38| 19 El] 21 22 23 24 25
38| 26 27 28 29 30

Lelect date




Common Mistakes Continued...

« If the EFT from the Region shows multiple

claims/disbursements on one form, they must all be entered

as one deposit.

SOUTH SHORE REGIONAL SCHOOL BU.ARD
69 Wentzell Drive, Brldgawmer NS B4V 0
& 902-541-3015 a B035a4-3080-

F3okO -

21008936

+ We heve settied the Itams llsted helow with & bank transfor to your bank acesunt.

Daclant SeCescipl

ment ‘Amn“ﬁﬁ?";l/

313 5367-5360 2018.03.23 3558111035 313 5367-53168 Miae Dona for Cali fq/ @0a.oa ‘/
BREFST PGM 2ND P 2018.02.31 3550111229 313 FHCS Breakfast Pgm 2nd Em 450.00 .
16-313-00026 2018.03.28 3558111333 313 DO SUPLS MATTHEW DUGGAN/GINA BRV 1,46€.13 ErEaa, .466.13’\/
18-313-00027 2018.03.28 3558111334 313 02 PATRICR o' Lnusx.m/l:mswmn\/ 2,31 srnpwenz, 337,770

SOUTH SHORE REGIONAL SCHOUVQOARD

69 Wentzell Drlve, Eridgowater, NS B4V 0A2
o 902-541-3015 g0 02-541-3060

payables{@ssreb.ca

DEPOSITED

DEFOSIT ADVICE ONLY

**+*FIVE THOUSAND FIFTY-THREE Dollars and

90/100 Cents*~~

TO THE ACCOUNT OF:

1 you ahange your fanaisl kestilutlen endior soaaunt numasr you must notity (he soseunts
aysbin depariment ot (e dbove adidrees.

CAD §==**==****5053.90*

- _EFT  Information

Transaction Number : 2556065634,
Paymant Data :(2“15.0‘.1?
Bank Number

Bank Namo v

NON-NEGOTIABLE




O KEvgroup De posit/Receipts

School Cash

(1) ‘:} | Profile Settings | Log Qut

Green Acres Public School - Green Acres General Accoun! -

Forms ¥

ltemize

Detailed Receipt H Quick Receipt H List View ‘

Money handed in by:|

7

[#] Include For Depaosit

s [
s10 [ ]
520 [ ]
550 [ ]
s00 [ ]

Qty Amount

Rolled Coins
Oty Amount
1 [ ]
¢ [ |
w0g [ ]
2%¢ [ ]
so¢ [ ]
s1 [ |
2 [

Loose Coins
Qty Amount
o [
% [
100 [ ]
25¢ [ ]
sog [ |
$1. [ ]
2 [ ]

Cheques Detail

Amount Tatal

L]

>

Total Bills: $0.00 Total Rolled:  $0.00 Total Loose:  $0.00 Cheque Total: $0.00
Add Category Add Memo Cash Total: $0.00 Deposit Total: ]  Balance: $0.00
iICategory Total: $0.00
Category Name Cat. # Amount Reagon Deposit #: a1

Might Wallet #:

[ a1 ]
[ ]

Date:

04/16/2019 o

i m k|1 -

Total Amount: 1 Total Categories: 1
(W[« J[r][n]

Form: 1/1

@ User Guide
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Common Mistakes Continued...

Regular Region EFT’s —Allocations, Donations, Awards

e Enter a EFT that you have received from the region
through the deposit module. DO NOT add a record or
use the Bank Transfer module.

e Print all the required deposit material from
SchoolCash.net, attach the EFT paper and file with your
deposits in numerical order.



Common Mistakes Continued...

* Adding a Record (Debit/Credit Memo)

e The ONLY reasons for adding a record:
« Voided Cheque Cashed

« Bank Interest/Charges
« Debit Machine Sales

e Add arecord from the Reconciliation Screen.

Outstanding Transaction 1llh odify || Search || Void Cheque |
Tonwvis

nnnnnnnnnnnnnnnnn



Common Mistakes Continued...

. T D
QOutstanding Transactions | | Add Record | | Modify | | Search | | Void Cheque |
Add Record
Date: SEL | |
Category: | v Credit | |
Transaction Type: | v| HST Paid: | |
Transaction #: | HST Rebate: | |
Description: | | 100% Rebate: | |
Memo: | v Amount - No HST: | |
GL Cost Centre: | v| hoyont-Before | |
GL Name: | V|
X

* Never use the Add Record module for HST or EFT’s



Common Mistakes Continued...
Voiding a Cheque

e There are three ways to void a cheque:
« In the cheque screen before it is added to the ledger.
 In the Ledger
 In the Reconciliation Screen



Common Mistakes Continued...

* Voiding a stale dated cheque with the YrEnd
Outstanding category name:

 In the Reconciliation Screen, click to highlight the
cheque blue then click on the Void tab.

Outstanding Transactions | | Add Record | | Modify | | Search y oid Cheque
July Beginning Ealance: $35,358.71

Bank Balance Ending Date: July 30, 2016 Ending Balance: £0.00
Difference: $35,358.71|
Date Category Name Description Type Trans. # Total Debit Credit Clear

C_ . Tleim for

03AWNI016 rEnd Outstanding book order - Student Support  Cheque 797 5107 .34 $107.34
Grant

Karan Rrwear S th wvieit Inue —_—



Common Mistakes Continued...

e Enter the reason the cheque is being voided.

Qutstanding Transactions | | Add Record | | Modify | | Search | | Void Cheque |

Al you sure you want to vol
If yes then enter the reason for the change.

The reason the void chegue is being made.

Date
| 797 | 0302016 | | 10734 |
Debit Description |Categuw Name
N i for book n
4 107.34 order - Student Support Grant |1'”End Dutstandlng V|

£ >
Visible Records: 1 - 1 Total Records: 1 |

Cancel Continuea




Common Mistakes Continued...

e Change the Category Name from YrEnd Outstanding to

the proper Category Name:
s ] P

| Outstanding Transactions || Add Record | | Modify | | Search | | Vioid Cheque

Are you sure you want to void this chegue?
If yes then enter the reason for the change.

The reason the void chegue is being mada
Stale Dated

Transaction # Date Cheque Tolal
797 | [ oamo=0t6 | [ s107.34
||D¢Nt | Description |ca

| N o im for book T ; 'J
g 107-34" rder - Student Support Grant _YrEnd Outstanding )
>

Visible Records: 1- 1 Tolal Rn.-cun'n's -l



Common Mistakes Continued...

Date:
e Adding a Record:

» Make sure the date corresponds with the date shown on the
bank statement

e Deposits:
» Make sure to update the date of your deposit before printing
and adding to the ledger

« Reimbursements need to be back dated to the date they were
deposited
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Common Mistakes Continued..

Category Transfer vs Bank Transfer

e Category Transfers are done in SchoolCash.net to move funds from 1
Category to another. For example, student council is gifting the
hockey team with $50.00. A category transfer from Student Council
to Hockey would be done.

e Bank Transfer-NEVER USE. Bank transfer is when money from one
bank account is moved to another bank account. This should never
be done. All money is to be moved by writing cheques.

e Transfers should NEVER be done from a Region
Category (Noon Supervision, SAC, etc.)to a School
Based Funds Category (Classroom, Cafeteria, Class
Trips, Sports, etc.)

e Ifyou are unsure how to record a transaction please contact KIM
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School Based Funds Summary

Only one Operating Bank Account is to be maintained
for school-based funds (exception of Student Council
Account).

All funds are to be deposited on a timely basis.

Receipts are to be issued for cash received whenever
possible or feasible.

All disbursements are to be made by cheque.
Disbursements of a minor nature may be used by petty
cash.



/V

School Based Funds Summary Continued...

Printed, pre-numbered cheques must be used and
voided cheques must be maintained to complete the
number sequence with signature block removed.

Principal or his/her designate must authorize all
expenditures prior to any commitment being made of
any school funds.

Three or four signing officers are required for the
account (usually the Principal, Vice-Principal).

Cheques are not to be signed in advance for any reason
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School Based Funds Summary Continued...

All invoices are to be reviewed by signing officer and
approved prior to payment.

All funds associated with school related activities must
be administered through the school office.

School financial records, including receipts, invoices,
bank statements and cancelled cheques must be kept
up-to-date and fully accessible at all times.

All investments must be at no risk and all interest
must be reported as revenue from interest and then
becomes part of school funds.




/V

School Based Funds Summary Continued...

Bank reconciliations must be done monthly and a copy
signed and dated by principal and kept on file.

Financial reports for all special interest groups (e.g.
student council, etc) should be prepared on a regular
basis and given to the advisor for review.

[temized category reports such as overall calculation of
canteen revenue may be used to advise principal of
problems (e.g. revenue from canteen should equal or
exceed expenditures).



/V

School Based Funds Summary Continued...
The school must maintain all supporting documents
for at least seven (7) years.

The financial year for school-based funds is April 1-
March 31 in any year.

Purchases are to be made in accordance with
established policies and procedures.

Under no circumstances are school funds to be
used for personal benefit or gain.



/V

School Based Funds Summary Continued...

Cheques that are payable to any one of the signing
officers, must be signed by two other signing officers.

File school-based fund documentation for easy access
and referral.

All disbursements must be supported by vouchers,
invoices and or receipts (hand-written receipts not
acceptable).

HST rebates must be prepared monthly as per request
by Canada Revenue Agency.



/V

School Based Funds Summary Continued...

Record all financial transactions in SchoolCash.Net.
Wages are not to be paid by school bank account.

Personal bank accounts are not to be used for school
bank accounts.

Verify outstanding cheques have cleared the bank. If
cheque is over 180 days old, it should be voided.

All of the above can be found on page 47 of the
School Based Funds Handbook.
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