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· 703 Audit Report

Policy 703

ANNUAL AUDIT

I.
PURPOSE
The purpose of this policy is to provide for an annual audit of the books and records of the school district in order to comply with law, to provide a permanent record of the financial position of the school district, and to provide guidance to the school district to correct any errors and discrepancies in its practices.
II.
GENERAL STATEMENT OF POLICY
It is the policy of this school district to comply with all laws relating to the annual audit of the books and records of the school district.
III.
REQUIREMENT
A. The school board shall appoint independent certified public accountants to audit, examine and report upon the books and records of the school district. The school board may enter into a contract with a person or firm to provide the agreed upon services. The School Board will conduct a thorough review and selection of certified public accounting services every three years.  The intent of the Board being to retain services for a three year period upon annual recommendation of the Superintendent. 
B. After the close of each fiscal year, the books, records and accounts of the school district shall be audited by said independent certified public accountants in accordance with applicable standards and legal requirements. The superintendent and members of the administration shall cooperate with the auditors.

C. The school district shall, prior to September 15th of each year, submit unaudited financial data for the preceding year to the Commissioner on forms prescribed by the Commissioner. The report shall also include those items required by Minn. Stat. § 123. B.14, Subd. 7
D. The school district shall, prior to  November 30 of each year, provide to the Commissioner and the State Auditor an audited financial statement in a form that will allow comparison with and correction of material differences in the unaudited statement.  The audited financial statement must also provide a statement of assurance pertaining to compliance with uniform financial accounting and reporting standards.  The school district shall, prior to November 30 of each year, provide to the Commissioner audited financial data for the preceding fiscal year.  The school district shall, prior to December 31 of each year, provide to the Commissioner and the State Auditor an audited financial statement in a form that will allow comparison with and correction of material differences in the unaudited data.  The audited financial statement must also provide a statement of assurance pertaining to compliance with uniform financial accounting and reporting standards and a copy of the management letter submitted to the school district by its auditor

E. The audit must be conducted in compliance with generally accepted governmental auditing standards, the Federal Single Audit Act and the Minnesota Legal Compliance Guide issued by the Office of the State AuditorThe school board must approve the audit report by resolution or require a further or amended report 

F. The school board must approve the audit report by resolution or require a further or amended report

G. The administration shall report to the school board regarding any actions necessary to correct any deficiencies or exceptions noted in the audit.

H. The accounts and records of the school district shall also be subject to audit and inspection by the State Auditor to the extent provided in Minn. Stat. Ch. 6.

Legal References:
Minn. Stat. Ch. 6 (State Auditor)

Minn. Stat. § 123B.02 (School District Powers)

Minn. Stat. § 123B.09 (School Board Powers)

Minn. Stat. § 123B.14, Subd. 7 (Duties of School Board Clerk)

Minn.Stat. § 123B.77, Subds. 2 and 3 (Audited Financial Statements; Statement for Comparison and Correction)

Cross References:
MSBA/MASA Model Policy 702 (Accounting)

MSBA Service Manual, Chapter 7, Education Funding

Adopted:    October 23, 1995
Reviewed:  March 9, 1998
Revised:     May 31, 2001

Reviewed:  August 9, 2004

Reviewed:  October 13, 2005

Revised:  August 24, 2009
Revised:  January 28, 2013

· 706 Acceptance of Gifts.

Policy 706

ACCEPTANCE OF GIFTS
PURPOSE
The purpose of this policy is to provide guidelines for the acceptance of gifts by the school board.

II.
GENERAL STATEMENT OF POLICY
It is the policy of this school district to accept gifts only in compliance with state law.
III.
ACCEPTANCE OF GIFTS GENERALLY 

The school board may receive, for the benefit of the school district, bequests, donations, grants or gifts for any proper purpose.  The school board shall have the sole authority to determine whether any gift with a value of $1000 or more, or any precondition, condition, or limitation on use included in a proposed gift with a value of $1000 or more, furthers the interests of or benefits the school district and whether it should be accepted or rejected.  All other donations shall be accepted or rejected by the superintendent or designee.

IV.
GIFTS OF REAL OR PERSONAL PROPERTY
The school board may accept a gift, grant or devise of real or personal property with a value of $1000 or more only by the adoption of a resolution approved by two-thirds of its members.  The resolution must fully describe any conditions placed on the gift.  All other donations shall be accepted or rejected by the superintendent or designee.  The real or personal property so accepted may not be used for religious or sectarian purposes.

V.
ADMINISTRATION IN ACCORDANCE WITH TERMS

If the school board agrees to accept a bequest, donation, gift, grant or devise which contains preconditions, conditions or limitations on use, the school board shall administer it in accordance with those terms.  Once accepted, a gift shall be the property of the school district unless otherwise provided in the agreed upon terms.

Legal References:
Minn. Stat. §123B.02, Subd. 6 (bequests, donations, gifts)




Minn. Stat. § 465.03 (Gifts)

Cross References:

Adopted:  
November 13, 1995

Revised:
May 31, 2001


Revised
May 27, 2003

Reviewed 
June 7, 2004
Revised:
5/26/09
Revised:
01/28/13
· 706f Resolution Accepting Gift

Resolution to Accept Gift from ____(Donor)_________________


WHEREAS, The New Prague Area Schools Board of Education has established a policy concerning the acceptance of gifts to the school district; and,


WHEREAS, The policy states that the school board may receive, for the benefit of the school district, bequests, donations, grants of gifts for any proper purpose and the school board shall have the sole authority to determine whether any gift with a value of $1,000 or more, or any precondition, condition, or limitation on use included in a proposed gift with a value of $1,000 or more furthers the interests of or benefits the school district and whether it should be accepted or rejected; and,


WHEREAS, The school board may accept the gift valued at $1,000 or more only by adoption of a resolution by two-thirds of its members; and,


WHEREAS,  __(DONOR)_____________wishes to donate _______________, valued at ____________ under the following (or no) conditions: _____________________________________________________________________;


NOW, THEREFORE, BE IT RESOLVED by the New Prague Area Schools Board of Education shall accept the donation under the prescribed (or no) conditions.

Member 

 moved the resolution.

The motion was duly seconded by Board member 

.

WHEREUPON, a vote was taken upon the foregoing Resolution and the following Board members voted in favor:  
                                                                            .

Board members voted against the same:  

.

WHEREUPON the Resolution was declared passed and adopted.

Approved:   

· 735 School District Credit Cards

Policy 735

SCHOOL DISTRICT CREDIT CARDS
I. PURPOSE
The purpose of this policy is to establish guidelines for the issuance and use of district credit cards.

II. GENERAL STATEMENT OF POLICY
A. It is the policy of this school district that the district may issue credit cards to a limited number of administrators to expedite certain purchases and transactions.

B. Use of a district credit card is a privilege, not a right, which may be authorized at the sole discretion of the School Board.

C. The district credit card is to be used for District purposes only and must not be used for personal expenses.
III. REQUIREMENTS
A. The Business Office will authorize vendors to be used for all district credit cards.

B. The School Board, on recommendation of the Business Office, shall establish a maximum credit limit for the district (as approved by each vendor) and all individuals who will be issued a district credit card.  This approval will be obtained through the vendor’s authorization form signed by the Board Chair.  If the Board Chair is not available the Vice Chair may sign such authorization form.

C. The Business Office will maintain a list of all cards issued along with credit limits and have said list available for the annual audit.

D. Employees issued a credit card must submit the monthly statement to the Business Office with an itemized expense report approved by their supervisor and including a receipt for each transaction indicating the date, purpose, and nature of each expense.

1. Failure to provide a properly completed and approved expense report with a receipt and justification will make the employee responsible for the expenses incurred.  

2. In exceptional circumstances, the Superintendent may allow an administrator’s claim without a proper receipt.  The Board Chair may, in exceptional circumstances, allow a superintendent’s claim without a proper receipt.  In both cases, written documentation explaining the exceptional circumstances shall be maintained as part of the school district’s record of the claim.

3. If the cardholder’s supervisor or the Business Office determines that one or more expenses are not allowed, the cardholder shall be notified of suchdetermination and asked for additional justification for the expense, such that it is then approved; or reimburse the district for disallowed expense.  Failure to reimburse the district shall result in the amount of the expense being deducted from the cardholder’s next paycheck. , the cardholder shall be notified of such determination as follows:

a If the cardholder is a year-round (12 month) employee, notification shall be by internal e-mail.  The cardholder shall have 2 weeks to reply.

b If the cardholders is not a year-round (12 month) employee and

(1) the notification and 2 week reply period fall within the normal work period for the cardholder, notification shall be by internal e-mail.

(2) the notification and 2 week reply period are not within the normal work period of the cardholder, notification shall be by US Mail AND the reply period shall be extended by one additional week, to 3 weeks total.

4. The cardholder shall have the reply period specified above in which to either:

a provided additional justification for the expense, such that it is then approved, or

b reimburse the district for the disallowed expense.

(1) Failure to reimburse the district for disallowed expenses within the reply period shall result in the amount of the expense being deducted from the cardholder’s next paycheck.

5. Cardholders having disallowed expenses 3 times in a running 12 month period shall have their credit card privileges revoked for 12 months.  If, within 3 years of the reinstatement of credit card privileges, the cardholder has another revocation of credit card privileges, said revocation shall be permanent.

E. The loss of a district credit card must be reported to the Business Office immediately.

F. The School Board and/or Superintendent have the right to cancel one or more credit cards without prior notice to the cardholder(s).

Adopted:  
Jan. 24, 2011
Revised:  January 28, 2013

· 815 Establishment of Policy on Sale of Autos from Auto Mechanics Program

POLICY 815

ESTABLISHMENT OF POLICY ON SALE OF AUTOS FROM AUTO MECHANICS PROGRAM

PURPOSE

The purpose of this policy is to establish guidelines and procedures for the donation, repair and sale of vehicles used in the New Prague Area Schools automobile  curriculum program (the program).

GENERAL STATEMENT OF POLICY

It is the policy of this school district to provide each student with a learning environment to stimulate and facilitate improvement and growth.  Training vehicles are an essential part of this process and are an important ingredient of the curriculum.

GUIDELINES

VEHICLE SERVICE
A. Repair procedures performed will be relevant and coincide with the program curriculum.

B. Vehicles serviced and worked on through the program are vehicles that belong to the student’s immediate family or are vehicles approved by the programs teacher.  New Prague Area Schools gives no warranty of service either expressed or implied on the repairs of such vehicles.

C. All costs of repair parts and supplies will be the responsibility of the designated party requesting the service.

      DONATED VEHICLES

A. All vehicle donations to the program will first be approved and accepted by the programs teacher.  New Prague Area Schools reserves the right to refuse the vehicle upon inspection.

B. Individuals donating a vehicle will receive a letter from the District identifying such vehicle.

C. Donated vehicles that are drivable will be thoroughly checked out, repaired and offered for sale to city, state or county relief programs, or, the general public through a sealed bid process. The program will reserve the right to set a minimum bid and accept or reject any or all bids.

D. Proceeds from the sale of donated vehicles will go directly in the General Fund.
E. No more then (6) donated vehicles will be sold in any given school year.

F. Vehicles offered for sale by the program will be sold as is no warranties shall be written, expressed or implied.

G. The successful bidder will be notified and have five (5) business days to pay for the vehicle in full.  Only cash, certified check or money orders will be accepted for payment.

H. The successful bidder will be required to show proof of title and registration transfer before the vehicle will be released from school grounds.

VI.   DISPOSAL OF TRAINING VEHICLES

A. At the end of a training vehicles useful life, the vehicle body, chassis and or components will be turned over to an automobile recycler (salvage yard).

B. The vehicles will be removed from ISD 721 property and may be transported to the automotive recycler by a towing company or other representatives of the automotive recycler.

C. Training vehicle titles will be given to the automotive recycler at the time the recycler takes possession of the vehicle.

Adopted:
08/23/04

Revised:   
8/25/08

Reviewed:
1/28/13

· 731 Mileage Policy

Policy 731
MILEAGE POLICY

I.
POLICY


The purpose of this policy is to administer mileage reimbursement for employees.

II.
GENERAL STATEMENT OF POLICY


If the school district has a district-owned vehicle available for the employee’s use for approved travel, the employee is expected to use that vehicle, unless the appropriate administrator determines that the employee’s use of the district-owned vehicle would not be practicable for the employee or the district.  When an employee must incur mileage on a personal vehicle for district-approved travel, the school district mileage reimbursement for any given fiscal year will be established by use of Federal Government Guideline.  The amount of reimbursement will be based on the current IRS established guidelines.

III.
RESPONSIBILITY


The Director of Finance shall inform the staff of any change.

IV.  
PROCEDURES


Use of District-Owned Vehicles
A.  An employee who has foreseeable travel needs shall request use of a district vehicle through the processes established by the employee’s building or work site.  If the employee believes using a district vehicle is not practicable, the employee shall discuss the matter with his or her supervisor.  The supervisor shall determine whether the use of a district vehicle is practicable, based on the total circumstances, including whether the employee must complete significant additional travel in order to secure the district vehicle. The supervisor is also required to determine whether the employee shall take the vehicle home prior to the event in which the employee is attending. This decision shall be determined by availability and practicality

B.  When two or more employees are traveling to the same location, reasonable efforts shall be made for those employees to travel together.  

C.  The employee shall not use the district-owned vehicle for personal use while in possession of that vehicle.

D.  An employee using a district-owned vehicle is responsible for:

-         operating the vehicle in a safe manner;

-         payment of any fines or fees incurred as a result of operating the vehicle in violation of any traffic or parking law;

-         reporting problems noticed with the vehicle according to building or worksite process;

-         returning the vehicle in a clean condition, ready for its next use.

E.  Any employee who operates a district-owned vehicle after consuming any alcohol or illegal controlled substance shall be subject to disciplinary action.

V.        Reimbursement for Use of a Personal Vehicle

A.     All claims for mileage and expense reimbursement shall be submitted on a monthly basis except in instances where the claim does not exceed $50.00.  In such instances, the claimant must submit the claim for reimbursement when the $50.00 figure is attained but not to exceed sixty (60) days.  This does not include convention or similar travel reimbursement considerations which are reported immediately after return.

B.     All claims shall be reported on the “Employee Mileage Forms” of the school district.  All claims for mileage must be accompanied by an independent statement of mileage between points of travel (such as from an Internet-based travel website).
C.     Mileage reimbursement is only available to an employee who actually incurs mileage on a personal vehicle, not to others who may have ridden in the same vehicle.
D.     Any exceptions to this procedure must have the prior written approval of the Superintendent of Schools or the Director of Finance.
E.      Normal mileage to and from an employee’s home and work is not a reimbursable expense.  (Therefore, if the employee does not report to the normal worksite on a given day due to approved travel to an alternate location, the reimbursed mileage will not include the mileage the employee would normally have incurred in traveling to the normal worksite.) Work is defined as the location in which your supervisor has directed you to go. If this is not your normal location and you incur excess mileage as the result, excess mileage will not be reimbursed.” 

F.     An employee who is required to report to an alternate work site, due to an unusual circumstance, may submit for reimbursement any mileage beyond the normal routine.

G.     Mileage reimbursement between sites within the district shall be reimbursed at amounts not to exceed the following table:

H. If an employee would rather use their own car, rather than a school car when a school car is available, we will reimburse the employee at the following rate:  Number of miles driven/divided by 20 MPG/times the rate per gallon for unleaded fuel on that day.

** Mileage shown is for one-way travel.  For a round trip, the amount would be doubled.
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Adopted  
March 11, 1996

Reviewed  
April 23, 2001

Reviewed:
May 31, 2001

Reviewed:
August 23, 2004
Revised:
January 19, 2006

Revised:
January 28, 2008

Revised:
8/24/09
Revised:
05/23/11
Revised:
January 28, 2013
· Revised 12/13 budget: Sandy Linn will present the revised budget. Request immediate approval

· Truth In Taxation:  Presentation by Sandy Linn

· Pay 13, Levy Certification Presentation: Presentation by Sandy Linn. Request immediate approval

· Set date for meeting for the Reorganization of the School Board for 2013 year

