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D A Go a l s  a n d  O b jec t iv es  D A 

 Th e  b o a rd  sha l l  ad h e re  t o  s t r i c t  f i s ca l  acco u n t in g  p ro ced ures  a s  o u t l i ned  in  

b o a rd  p o l i c i e s  a nd  ru l e s .   The  b o a rd  sha l l  m ak e  an  e f f o r t  t o  secur e  go o d s  and  

se r v i c es  f ro m  resp o ns ib l e  m er cha n t s  a nd  v end o r s  a t  a  p r i ce  and  q u a l i t y  t h a t  wi l l  

enab l e  t he  s t a f f  t o  f u l f i l l  t he  d i s t r i c t ' s  ed u ca t io na l  go a l s .  

 

Ap p ro ved :   4 /0 7  

DB  B u dg et  P la nn in g  DB  

 A  p l an ned ,  sy s t em a t i ca l ly  p rep a r ed  b ud ge t  i s  e s s en t i a l  i n  t he  m a na ge m ent  o f  

t he  d i s t r i c t .   Th e  b o a rd  d e l e ga t e s  t o  t he  sup e r in t end e n t  t he  au tho r i ty  t o  d eve lo p  a  

b ud ge t  f o r  t he  b o a rd ' s  co ns id e ra t io n .  

 

Ap p ro ved :   4 /0 7  

D C A n nu a l  Op era t in g  B u dg et  D C 

 Th e  d i s t r i c t  b ud ge t  sh a l l  b e  p rep a red  b y  the  s up e r i n t end e n t  i n  co o per a t io n  

wi t h  se l ec t ed  d i s t r i c t  em p lo ye es  a n d  sha l l  r e f l ec t  t he  d i s t r i c t ’ s  ed uca t io na l  go a l s .    

 Th e  sup e r in t end e n t  s ha l l  f o l lo w th e  ad o p ted  b ud ge t .    
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 Th e  d i s t r i c t  sha l l  f und  th e  o p e ra t ing  b ud g e t  a cco rd in g  to  ap p ro ved  f i sca l  

and  b ud ge ta ry  p ro c ed ur es  r eq u i r ed  b y  the  S t a t e  o f  K ansas .  

 B ud ge t  Fo rm s  

 B ud ge t  f o rm s  u sed  s ha l l  b e  t ho se  p rep a red  a nd  r eco m m end ed  b y  th e  K a nsa s  

S t a t e  D ep ar tm e n t  o f  E d uca t io n .   Bud ge t  s um m ar y  d o cum ent s  sh a l l  b e  p r ep a red  o n  

f o rm s  p ro v id ed  b y  the  K ansa s  S t a t e  D ep ar tm en t  o f  E d uca t io n .  

 P r io r i t i e s  

 Th e  b o a rd  w i l l  e s t ab l i sh  p r io r i t i e s  f o r  t h e  d i s t r i c t  o n  a  s ho r t - t e rm ,  

i n t e rm ed ia t e  a nd  lo ng - r an ge  b as i s .  

 D ead l in es  a nd  Sch ed u le s  

 D ead l in es  a nd  t im e  sc hed u l es  s ha l l  b e  e s t ab l i s hed  b y  the  b o a rd .  

 E ncum b ra nce s  

 An  en cum b ra nc e  s ha l l  b e  m ad e  wh en  a  p ur ch as e  i s  m ad e  o r  wh en  an  

ap p ro ved  p urcha se  o rd e r  i s  p ro ce s sed .   Al l  en cum b ra nc es  s ha l l  b e  c ha r ged  to  a  

sp ec i f i c  f und .   Al l  n ec ess a r y  en cu m b rance s  sh a l l  b e  m ad e  b y  th e  sup e r i n t e nd en t .  
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D C A n nu a l  Op era t in g  B u dg et  D C -2  

 R eco m m end a t io ns  

 R eco m m end a t io ns  o f  t he  sup e r in t end en t  a nd  p ro f es s io na l  s t a f f  co n ce r n in g  

the  d i s t r i c t ’ s  ed uca t io na l  p ro gram  and  r e l a t ed  b ud ge t  f i gu re s  wi l l  b e  p r ese n ted  to  

t he  b o a rd  p r io r  t o  sub m is s io n  o f  t he  t en t a t iv e  d ra f t  b ud ge t .   Al l  su p e r in t e nd e n t  

and  s t a f f  r eco m m end a t io ns  wi l l  b e  p r ese n ted  to  t h e  b o a rd  no  l a t e r  t ha n  t he  

r eg u la r  b o a rd  m ee t in g  in  _ _ _ __ __ __ __ __ .  

 P re l im in a r y  Ad o p t io n  P ro ced ures  

 Th e  sup e r in t end e n t  w i l l  b e  r e sp o ns ib l e  f o r  d eve lo p ing  t he  b ud ge t  co ve r  

l e t t e r .   I t  i s  r e co m m end ed  th a t  t h e  l e t t e r  i n c l ud e  a  r e s t a t em e nt  o f  t he  go a l s  and  

o b jec t iv es  o f  t he  d i s t r i c t  and  a  l i s t  o f  b ud ge t  p r io r i t i e s .   An  ex p lana t io n  o f  l i n e  

i t em  ex p end i tu res  wi l l  b e  i nc l ud e d  in  t he  l e t t e r .   Fu nd  ex p end i tu r es  and  l i ne  

ca t ego r i e s  w i l l  a l so  b e  ex p la ined  in  t e rm s  o f  ho w the  b ud ge t  m ee t s  t he  go a l s  and  

o b jec t iv es  o f  t he  d i s t r i c t  a nd  en han ce s  co m p le t io n  o f  p r io r i t y  p r o gram s .   A  

p re l im in a r y  d ra f t  o f  t he  d i s t r i c t ’ s  b ud ge t  wi l l  b e  s ub m i t t ed  b y  th e  s u p e r in t e nd e n t  

t o  t he  b o a rd  o n  o r  b e fo re  _ __ __ __ __ __ _ each  ye a r .  

 H ea r i ng s  and  R ev i ew s  

 Th e  b o a rd  sha l l  co nd u c t  b ud ge t  hea r in gs  a cco rd in g  to  s t a t e  l a w.  

 M ana gem e nt  o f  D i s t r i c t  As se t s / Ac c o un t s  

 Th e  sup e r in t end e n t  sh a l l  e s t ab l i sh  a nd  m a in t a in  a cc ura t e ,  f i n anc ia l  

m ana gem e nt  sy s t em s  to  m ee t  t he  d i s t r i c t ’ s  f i s ca l  o b l ig a t io ns ,  p ro d uce  us e f u l  

i n f o rm a t io n  f o r  f i nanc i a l  r ep o r t s ,  and  sa f eg ua rd  d i s t r i c t  r e so u rce s .   Th e  

sup e r i n t e nd e n t  sha l l  en su re  t h e  d i s t r i c t ’ s  ac co un t in g  s ys t em  p ro v i d es  o ngo in g  

in t e rn a l   
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D C A n nu a l  Op era t in g  B u dg et  D C -3  

co n t ro l s .   T he  s up e r i n t e nd en t  sh a l l  r ev i ew t he  a cco u n t i ng  sys t em  w i th  the  b o a rd .  

 F ra ud  P reve n t io n  and  In ves t ig a t io n  

 Al l  em p lo yee s ,  b o a rd  m em b ers ,  co ns u l t a n t s ,  v end o r s ,  co n t r a c to r s  an d  o t he r  

p a r t i e s  m a i n t a in in g  a  b u s in es s  r e l a t i o ns h ip  wi t h  t he  d i s t r i c t  sha l l  a c t  wi t h  d ue  

d i l i ge nc e  in  d u t i e s  i n vo lv i ng  t he  d i s t r i c t ’ s  f i s ca l  r e so u rc es .   T he  s u p e r i n t end e n t  

sha l l  d e ve lo p  in t e r na l  co n t ro l s  t h a t  a id  i n  t he  p re v en t io n  and  d e t ec t i o n  o f  f r aud ,  

f i nanc ia l  im p ro p r i e t y  o r  i r r e gu la r i t y .    

 R ep o r t ing  F ra ud  

 An  em p lo yee  w ho  su sp ec t s  f r aud ,  i m p ro p r i e ty  o r  i r r eg u l a r i t y  sh a l l  p r o m p t ly  

r ep o r t  t ho se  su sp ic io n s  to  t he  im m ed ia t e  sup e rv i so r  and /o r  t he  s up e r i n t e nd en t .   

Th e  s up e r i n t end en t  sha l l  ha ve  p r i m ary  r e sp o ns ib i l i t y  f o r  a ny  in ve s t ig a t io ns ,  i n  

co o rd ina t io n  wi t h  l ega l  co u ns e l  a nd  o the r  i n t e rn a l  o r  ex t e rn a l  d ep a r tm en t s  a nd  

age nc ies  a s  ap p ro p r i a t e .  

 W hi s t l eb lo we rs  

 Th e  d i s t r i c t  e nco ur ag es  co m p la in t s ,  r ep o r t s  o r  i nq u i r i e s  ab o u t  i l l e ga l  

p rac t i ces  o r  v io l a t io ns  o f  d i s t r i c t  p o l i c i e s ,  i nc l ud in g  i l l eg a l  o r  im p ro p er  co nd uc t  

b y  th e  d i s t r i c t ,  i t s  l e ad e r s h ip  o r  b y  o th e r s  o n  i t s  b eh a l f .   R ep o r t s  co u ld  i nc l ud e ,  

b u t  no t  b e  l im i t ed  to ,  f i nan c ia l   im p ro p r i e t i e s ,  acco u n t i ng  o r  au d i t  m a t t e r s ,  

e th i ca l  v io l a t io n s  o r  o the r  s im i l a r  i l l e ga l  o r  im p ro p er  p ra c t i ces  o r  p o l i c i e s .   T h e  

d i s t r i c t  p ro h ib i t s  r e t a l i a t i o n  b y  o r  o n  b eha l f  o f  t he  d i s t r i c t  ag a i ns t  s t a f f  m e m b ers  

who  m ake  go o d  f a i th  co m p la in t s ,  r ep o r t s  o r  i nq u i r i e s  und e r  t h i s  p o l i cy  o r  f o r  

p a r t i c ip a t io ns  i n  a  r ev i ew o r  i nve s t iga t io n  u nd e r   
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D C A n nu a l  Op era t in g  B u dg et  D C -4  

t h i s  p o l i c y .   Th i s  p ro t ec t io n  ex te n d s  to  t ho se  who s e  a l l eg a t io n s  a r e  m ad e  in  go o d  

f a i th  b u t  p ro ve  to  b e  m is t ak en .   The  d i s t r i c t  r e se r ve s  t he  r i g h t  t o  d i sc ip l ine  

p e r so ns  w ho  m ak e  b ad  f a i t h ,  kno w i ng l y  f a l se ,  o r  vex a t io us  co m p la in t s ,  r ep o r t s  o r  

i nq u i r i e s  o r  who  o the r wi se  ab u se  t h i s  p o l i cy .  

 C o mp la in t s ,  r ep o r t s  o r  i nq u i r i e s  m ay  b e  m ad e  u nd er  t h i s  p o l i c y  o n  a  

co nf id en t i a l  o r  a no nym o us  b a s i s .   Th ey  sho u ld  d es c r ib e  in  d e t a i l  t he  sp ec i f i c  

f ac t s  d em o ns t r a t in g  t he  b as es  f o r  t he  co m p la in t s ,  r ep o r t s  o r  i nq u i r i e s .   T hey  

sho u ld  b e  d i r ec t ed  to  t he  sup e r in t end en t .   I f  t he  s up e r i n t end en t  i s  i m p l i ca t ed  i n  

t he  co m p la i n t ,  r ep o r t  o r  i nq u i r y ,  i t  sho u ld  b e  d i r ec t ed  to  t he  b o a rd  o f  ed uca t io n ) .   

Th e  d i s t r i c t  wi l l  co nd uc t  a  p ro m p t ,  r ev i e w o r  i nv es t ig a t i o n .   Th e  d i s t r i c t  m ay  b e  

unab l e  t o  f u l ly  eva l ua t e  a  va gu e  o r  ge ne r a l  co m p la in t ,  r ep o r t  o r  i nq u i ry  th a t  i s  

m ad e  ano nym o us ly .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n  –  7 /0 3 ;  4 /0 7 ;  6 /07 ;  6 /09  

 

DF A A Gra n ts  a n d  o th er  O u ts id e  F ina n c ia l  R eso u rces  DF A A 

 Th e  b o a rd  enco urag es  t he  s up e r i n t e nd en t  t o  se cur e  f ed e ra l ,  s t a t e  and  

p r iva t e  g ra n t s ,  o r  o th e r  a l t e rn a t ive  f u nd ing  so ur ce s  f o r  use  in  cu r r i c u l um  

d eve lo p m ent ,  s t a f f  d eve lo p m ent ,  i ns t ru c t io n a l  o r  ac t iv i ty  p ro gr am s  a nd  o the r  

a r e as  a s  d i r ec t ed  b y  the  b o a rd .  

 Th e  b o a rd  sha l l  ap p ro ve  a l l  g r an t  a p p l i ca t io ns  b e f o re  t he i r  s ub m iss io n .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n  –  6 /0 4 ;  4 /0 7  

DF E In v es tm en t  o f  F u nd s  DF E 
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 Th e  in ve s tm e n t  o f  sc ho o l  d i s t r i c t  m o nies  s ha l l  b e  t he  r e sp o ns ib i l i t y  o f  t he  

sup e r i n t end e n t ,  b us in es s  m an age r  a nd /o r  t he  d i s t r i c t  t r e as ure r .  

 An y  m o nie s  no t  im m ed ia t e l y  r eq u i r ed  f o r  t he  p urp o ses  f o r  whi c h  th e  

m o nies  wer e  co l l ec t ed  o r  r e ce i ve d ,  sha l l  b e  i n ve s t ed  a s  p ro v id ed  b y  cu r r e n t  

s t a t u t e .  

 P o s t ing  S ec ur i t i e s  

 Al l  i n ves tm en t s  o f  d i s t r i c t  m o nie s  sha l l  b e  s ec ured  b y  F . D . I . C .  co ve ra ge ,  a  

p l ed ge  o f  d i r ec t  f ed e ra l  o b l iga t io n s  o r  d i r ec t  gu a ra n t eed  f ed e ra l  ag e ncy  d ep o s i t s  

i n  ac co rd anc e  wi th  r eq u i r em ent s  o f  s t a t e  l aw.   E x cep t io ns  to  t he  r eq u i r ed  p o s t ing  

o f  secur i t i e s  s ha l l  b e  o n ly  a s  p ro v id ed  b y  l aw an d  ap p ro va l  o f  t he  b o ard .  

 Al l  o f f e r in gs  o f  m o nies  f o r  i n v es tm e n t  sh a l l  s t a t e  t he  am o un t  t o  b e 

inv es t ed  and  the  m a tu r i t y  d a t e  o f  each  i nv es tm en t .   

 Al l  b ank s  a nd  s av i ng s  a nd  lo an  a s so c i a t io ns  wi t h  m a in  o r  b r an ch  o f f i ces  

l o ca t ed  wi th i n  the  co u n t y  o r  ad jo in in g  co un t i e s  o f  t he  d i s t r i c t  sha l l  b e  g i ve n  a n  

o pp o r tun i t y  t o  b id  o n  a l l  m o ni es  o f f e red  f o r  i nves tm en t .   Al l  b i d s  sh a l l  b e  

sp ec i f i ed  o n  the  b as i s  o f  s im p le  i n t e re s t .  

 D i s t r i b u t io n  o f  mo nies  f o r  i nve s tm en t  s ha l l  b e  a s  f o l lo ws :  

 Th e  t r e asu re r  o r  o the r  p e r so n  d es i gna ted  b y  the  b o a rd  sha l l  i n f o rm  eac h  

e l ig ib l e  b a nk  and  sa v in gs  a nd  lo an  a s so c i a t io n  o f  t he  to t a l  am o un t  o f  m o ney  to  b e  

inv es t ed  o n  a  sp e c i f i ed  d a t e  and  th e  m a t u r i t y  d a t e  o f  t he  inv es tm en t .
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DF E In v es tm en t  o f  F u nd s  DF E -2  

E ach  b an k  o r  sav in gs  a nd  lo an  a s s o c i a t io n  b id d ing  sha l l  s ub m i t  a  s ing le  b id  o f  

t he  r a t e  o f  i n t e r e s t  i t  wo u ld  p ay  o n  a l l  o r  p a r t  o f  t he  f und s  to  b e  inves t ed .  

 M o nies  sh a l l  b e  i n ve s t ed  wi t h  t he  h ig he s t  b id d e r  i n  s uc h  am o u nt  a s  t h e  

b id d e r  wi l l  acc ep t ,  and  any  r em ai n in g  am o unt s  sh a l l  b e  i nv es t ed  w i th  th e  nex t  

h ig he s t  b id d e r s  i n  o rd e r  o f  i n t e r e s t  r a t e  o f f e red .   N o  b id d e r  sha l l  b e  e l i g ib l e  t o  

r ec e iv e  an y  f und s  in  t he  s am e  o f f e r ing  a t  a  r a t e  l o w er  t han  i t s  s in g le  b id .  

 N o  b id  l e s s  t h an  t he  m o s t  r e ce n t l y  d e t e rm i ned  in ve s tm e n t  r a t e  a s  

d e t e rm in ed  b y  the  s t a t e  t r ea sur e r  sha l l  b e  acc ep ted .   N o  f und s  wi l l  b e  i nves t ed  

f o r  m a tu r i t i e s  o f  mo re  tha n  two  ye a r s .  

 An y  m o nies  no t  o the rw i se  in ves t e d  in  e l i g ib l e  b an ks  and  sa v in gs  a nd  

lo ans  lo ca t ed  in  t he  d i s t r i c t  d ue  to  t he i r  i nab i l i t y ,  f o r  wha te ve r  r ea so n ,  t o  a ccep t  

t he  f u nd s ,  sha l l  b e  i nv es t ed  in  s e cur ed  d ep o s i t s  i n  b a nk s  o r  sa v in g s  and  lo a ns  

whi ch  hav e  o f f i ces  l o ca t ed  in  co u n t i e s  i n  whi ch  a  p a r t  o f  t he  scho o l  d i s t r i c t  i s  

l o ca t ed  o r  i n  ad jo in i ng  co un t i e s .  

DF G F ees ,  P a ym en ts  a n d  R en ta l s   (S ee  K G)  DF G 

 P ro ceed s  f ro m  f ees  f o r  b u i ld ing  o r  eq u ip m ent  use  o r  r e n t a l  wi l l  b e  

c r ed i t ed  to  t he  ge ne r a l  f und .  

 

Ap p ro ved :   4 /0 7  

DF K  Gi f t s  a n d  B eq u es t s  DF K  

 I nco m e  d e r iv ed  f ro m  g i f t s  a nd  b e q ues t s  wi l l  b e  c r ed i t ed ,  i f  p o ss ib l e ,  a s  

sp ec i f i ed  b y  the  b o a rd .   

 

Ap p ro ved :   4 /0 7  

DF M E q u ip m e n t  a nd  Su pp l i e s  S a les  (S e e  K K ) DF M 
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 E x cess  o r  u nu sab le  d i s t r i c t -o wn ed  eq u ip m ent  and  s up p l i e s  wi l l  b e  

d i sp o sed  o f  a t  t he  d i sc r e t io n  o f  t he  b o a rd .  

 

Ap p ro ved :   4 /0 7  

D H B o nd ed  E mp lo yees  D H 

 Th e  b o a rd  sha l l  p u rc has e  a  b l a nk e t  f i d e l i t y  b o nd  fo r  scho o l  em p lo yee s .   The  

am o unt  o f  t he  b o nd  sha l l  b e  d e t e rm ined  b y  the  b o a rd .  

 A  p o s i t i o n  b o nd  in  t he  am o unt  o f  $ 10 0 , 00 0  i s  r eq u i r ed  f o r  t he  t r easu re r ,  

c l e r k  and  s up e r i n t e nd en t .   A  p o s i t i o n  b o nd  m ay  b e  p ur ch ased  b y  t he  b o a rd  f o r  

d i s t r i c t  em p lo yee s  a s  f o l lo ws :  

  B ui ld in g  p r inc i p a l s  

  B ui ld in g  sec re t a r y ( s )  

  O ther  em p lo ye es  a s  t h e  b o a rd  m ay  d i r ec t .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n  –  9 /0 4 ;  4 /0 7  

D IC  In v en to r ie s  D IC  

 An  ac co un t in g  wi l l  b e  m ad e  a nn ua l ly  f o r  a l l  d i s t r i c t -o wn ed  p ro p e r ty ,  r ea l  

and  p e r so na l .  

 An  in ve n to ry  r e co rd  sy s t em  sh a l l  b e  d eve lo p ed  b y  t he  sup e r in t e nd en t .   

Al l  i nv en to r y  r e co rd s  sha l l  b e  an n ua l l y  up d a ted  sho win g  d e l e t io ns  a nd  ad d i t i o ns ,  

t he  e s t im a t ed  v a lu e ,  o r ig in a l  co s t  ( wh ere  a va i l ab l e ) ,  d a t e  o f  p urc has e ,  s e r i a l  

num b er s  ( wh ere  av a i l ab l e )  a nd  lo ca t io n  and  co nd i t i o n  o f  eac h  p i e ce  o f  d i s t r i c t -

o wned  p ro p e r ty .  

 E ach  b u i ld in g  p r in c ip a l  s ha l l  t ake  an  an nu a l  i nv en to ry  o f  d i s t r i c t -o w ned  

p ro p e r ty  und er  t h e  d i r ec t io n  o f  t he  s up e r i n t e nd en t .   In ven to ry  f o rm s  sha l l  b e  

d eve lo p ed  b y  the  sup e r in t e nd en t .   O ne  co p y  o f  eac h  i nve n to r y  t ake n  i n  a n  



©KASB. This material may be reproduced for use in the district.  It may not be reproduced, either in whole or in part, in any form whatsoever, to 

be given, sold or transmitted to any person or entity including but not limited to another school district, organization, company or corporation 

without written permission from KASB. 

 

a t t e nd an ce  c en t e r  s ha l l  b e  f i l ed  in  t ha t  b u i ld in g ,  and  o ne  co p y  sha l l  b e  f i l ed  in  

t he  c en t r a l  o f f i ce  wi th  t he  c l e r k .  

 

Ap p ro ved :   4 /0 7  

 

D JB  P et ty  C a sh  A ccou n ts  D JB  

 Th e  b o a rd  m ay  es t ab l i s h  p e t t y  ca sh  ac co un t s  b y  r e so lu t io n .   A n  a nnu a l  

r ep o r t  o f  a l l  p e t ty  c as h  f und s  s ha l l  b e  i n c lud ed  in  t h e  b o a rd ' s  r eg u la r  J u l y  

age nd a .   The  b o a rd  sh a l l  a l so  r ec e i ve  m o nth l y  r ep o r t s .  

 

Ap p ro ved :   4 /0 7  
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[RESOLUTION TO ESTABLISH PETTY CASH FUND] 

 

RESOLUTION 

 

 WHEREAS, the Board of Education of Unified School District No. 353, Sumner County, Kansas, has 

determined that the creation of a petty cash fund is an efficient method to pay expenses for school 

district purposes in emergencies. 

 WHEREAS, Kansas law authorizes the establishment of petty cash funds; 

 NOW THEREFORE, BE IT RESOLVED, by the Board of Education of Unified School District No. 353, 

Sumner County, Kansas that a petty cash fund designated as the _____________ Building Petty Cash Fund 

is created for the purpose of receiving and expending funds for needed district expenditures in an 

emergency.  The fund shall be in the amount of $______________.* 

 The fund shall be administered by ______________________.  The _________________ shall 

keep a record of all receipts and expenditures of the fund and shall prepare and file with the Board a 

statement showing all receipts, expenditures and balance at the end of each ___________________ and 

at the end of each school year.  An itemized receipt shall be maintained for each expenditure.  Any 

person authorized to administer a petty cash fund shall be bonded by the school district. 

 Upon proper report to the board, the petty cash fund shall be replenished by payment from the 

appropriate fund of the school district. 

 The petty cash fund shall not be loaned or advanced against the salary of any employee. 

 Funds in the petty cash fund shall remain district funds but shall not be considered school money 

for purposes of K.S.A. 72-8202(d) and the provisions of K.S.A. 12-105(b) shall not apply. 
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 ADOPTED by the Board of Education of Unified School District 353, Sumner County, Kansas, the 

_____ day of ____________, 20 ___. 

[NOTE:  A separate resolution must be adopted for each petty cash fund.] 

*   N o t  t o  E x ceed  $1 50 0 .0 0  

D J E P u rch a s in g  D J E 

 Th e  p ur ch as i ng ,  r e ce i v i ng ,  s to r i ng  and  d i s t r i b u t io n  o f  sup p l i e s ,  eq u i p m ent  

and  se r v i c es  f o r  use  i n  t h e  d i s t r i c t  sh a l l  b e  m a nag ed  e f f ic i e n t l y  and  

eco no m ica l ly .   

 P urch as i ng  Au tho r i ty  

 Th e  b o a rd  sha l l  ap p o in t  a  p urc ha s i ng  a ge n t  f o r  t he  d i s t r i c t .  

Ap p ro ved :   4 /0 7  

D J EB  Q u a l i ty  C o n tro l  D J EB  

 Th e  b o a rd  r e se rve s  t h e  r i g h t  t o  e s t ab l i s h  th e  sp ec i f i c a t io n s  f o r  and  

q ua l i t y  o f  go od s  o r  se rv i c es  p urc ha sed  b y  the  d i s t r i c t .  

 Sp ec i f i c a t io n s  

 I t  i s  t h e  r e sp o ns ib i l i t y  o f  t he  o r ig ina to r  o f  a  p urch ase  r eq ue s t  t o  see  tha t  

a l l  sp ec i f i ca t io ns  r eq ues t ed  a re  co m p le t e .  

 S t a nd a rd iz a t io n  

 W hen ev er  p o ss ib l e ,  s t a nd a rd  l i s t s  o f  sup p l i e s  and  eq u ip m ent  sh a l l  b e 

d eve lo p ed  in  a l l  b ud ge t  a r eas .  

 Q uan t i t y  P u rc has in g  

 Q uan t i t y  p u rch as in g  i s  e nco ur ag ed .  

 C o s t  C o n t ro l  

 Th e  b o a rd  r e s e rv es  t h e  r i gh t  t o  m a in t a in  co s t  co n t ro l  au t ho r i t y  o ve r  any  

go o d s  o r  se rv i ce s .  
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Ap p ro ved :   4 /0 7  

D J E D B id s  a nd  Qu o ta t ion s  R eq u irem en ts  D J E D 

 Al l  p ur ch ase s  r eq u i r i ng  co m p e t i t i ve  b id s  sha l l  b e  m ad e  in  ac co rd ance  

wi t h  cu r r e n t  s t a t u t e s .  

 Th e  p ur ch as i ng  a gen t  sha l l  d e ve lo p  and  m a in t a i n  l i s t s  o f  p o ten t i a l  

sup p l i e r s .   B id  l i s t s  sh a l l  b e  u sed  t o  no t i f y  po ten t i a l  b id d e r s .  

 An y  s up p l i e r  m a y  b e  in c lud ed  in  t h e  l i s t  up o n  r eq u es t .   Al l  b id  l i s t s  s ha l l  

b e  r ev i ew ed  ann ua l ly  b y  t he  p ur cha s in g  ag en t .  

 A  co p y  o f  t h i s  p o l i cy  sha l l  b e  g i ve n  to  a l l  b id d e r s  up o n  r eq ues t .  

 Al l  b id s  and  sup p o r t ing  d o c um en t a t io n  sh a l l  b e  r e t a in ed  in  t he  d i s t r i c t  

o f f i ce  wi t h  t h e  c l e rk  f o r  a  p e r io d  o f  t h ree  y ea r s  a f t e r  b id s  ha ve  b ee n  o p ened .  

 B id  Sp ec i f i ca t io n s  

 Al l  b id  sp ec i f i c a t io n s  s ha l l  b e  wr i t t en  b y  t he  d i s t r i c t ’ s  p ur ch as i ng  a g en t .   

Sp ec i f i c a t io n s  sha l l  i n c l ud e ,  whe n  nece ss a ry :   r eq u i r ed  p e r f o rm ance ,  su re t y ,  b id  

and  s t a tu to r y  b o nd  in f o rm a t io n ;  c o m p l i ance  wi t h  p re f e re n t i a l  b id  l a w;  f i na nc ia l  

s t a t em en t s ;  t h e  b o a rd ’ s  r i g h t  t o  r e j e c t  a ny  o r  a l l  b id s ;  co m p l i a n ce  w i t h  a l l  

f ed e ra l ,  s t a t e  a nd  lo ca l  l a ws ,  o rd in anc es  a nd  r eg u la t io ns ;  t h e  d a t e ,  t i m e  and  p l ace  

f o r  t he  o p en ing  o f  b id s ;  and  o the r  i t em s  as  t he  b o a rd  d i r ec t s .  

 Th e  b o a rd  sha l l  avo id  nego t i a t i o n  o f  b id  sp ec i f i ca t io ns  a f t e r  b id s  h ave  

b een  a ccep t ed  and  sh a l l  co r r ec t  s p ec i f i ca t io ns  i f  t h ey  a re  i nad eq u a te ly  wr i t t en  

and  r eq u e s t  n e w b id s .   I f  an  e r ro r  i s  d i sco v e red  in  t he  b id  sp ec i f i c a t i o ns  a l l  b id s  

sha l l  b e  r e t u rn ed  uno p ened  and  th e  p ro j ec t  sh a l l  b e  r eb id  us i ng  co r r ec t ed  and /o r  

am end ed  sp ec i f i c a t io n s .  
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D J E D B id s  a nd  Qu o ta t ion s  R eq u irem en ts  D J E D -2  

 P ro ced ure  

 Al l  b id s  m us t  b e  sub m i t t ed  to  t h e  c l e rk  i n  s ea l ed  env e lo p es  wi t h  t he  

nam e  o f  t he  b id d e r  and  th e  d a t e  o f  t he  b id  o p en ing  p l a i n ly  m a rk ed  in  t h e  lo we r  

l e f t -h and  co rn e r  o f  t he  e nv e lo p e .   Al l  b id s  s ha l l  b e  o p ened  p ub l i c l y  o n  the  s t a t ed  

d ay  and  t im e .   Al l  b id d e r s  and  o th e r  i n t e r e s t ed  p e r so ns  m ay  b e  p r ese n t  w he n  th e  

b id s  a r e  o p ened .  

 B id s  m ay  b e  o p ened  b y  the  p u rc ha s in g  a gen t  o r  o the r  p e r so n  d es i g na ted  

b y  the  b o a rd  and  such  o p en i ng  s ha l l  b e  wi t nes sed  b y  o ne  o the r  d i s t r i c t  em p lo yee .   

Th e  b id s  sha l l  t hen  b e  a r r an ged  in  o rd e r  f ro m  lo w to  h igh  b e f o re  t he y  a r e  

p rese n ted  to  t he  b o a rd  f o r  ac t io n .  

 R esp o ns ib l e  B id d e r  

 Al l  b id s  sha l l  b e  awa rd ed  to  t he  lo wes t  r e sp o ns ib l e  b id d e r .   The  b oa rd  

r em a i ns  t he  so l e  j ud ge  o f  wh e th e r  o r  no t  a  b id d e r  i s  “ r e sp o ns ib l e . ”   C r i t e r i a  t ha t  

m ay  b e  u sed  to  j ud g e  “ resp o ns ib l e , ”  b y  w ay  o f  i l l us t r a t i o n  a nd  no t  l im i t a t io n ,  

a r e :   f i na nc ia l  s t a nd ing ,  r ep u ta t io n ,  ex p e r i en ce ,  r e so urc es ,  f ac i l i t i e s ,  j ud gm en t  

and  e f f i c i enc y .  

 Th e  b o a rd  m ay  inves t i ga t e  t he  “ r e sp o ns ib l en ess ”  o f  any  b id d e r  b y  u s in g  

in f o rm a t io n  a t  ha nd  to  f o rm  an  in t e l l i ge n t  j ud gm en t ,  su ch  a s  t he  d i s t r i c t ’ s  

a r c h i t ec t ,  p r ev io us  c l i e n t s  o f  t he  b id d e r ,  t he i r  o wn  in ve s t i ga t io n ,  o r  an  o u t s id e  

inv es t ig a t io n  a ge nc y .  

 W i thd ra wa l  o f  B id s  

 An y  b id  m ay  b e  w i thd r aw n and /o r  co r r e c t ed  p r io r  t o  t he  s ched u led  t im e  

f o r  o p en ing  o f  b id s  and  no  l a t e r  t h an  t wo  d ays  a f t e r  t he  b id s  h av e  b een  o p ened  i f  

a  no n - j ud gm en ta l  e r ro r  h as  b ee n  m ad e .  

D J E D B id s  a nd  Qu o ta t ion s  R eq u irem en ts  D J E D -3  
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 An y  b id  r ec e i ved  a f t e r  t h e  p ub l i c i zed  d a t e  and  t im e  s ha l l  no t  b e  

co ns id e r ed  b y  the  b o a rd .  

 R e jec t io n  o f  B id s  

 Th e  b o a rd  r e se rv es  t he  r i gh t  t o  r e j ec t  a ny  a nd  a l l  b id s  and  to  a sk  f o r  ne w 

b id s .   Th i s  r e se rv a t io n  s ha l l  b e  sp ec i f i ed  in  t he  p ub l i ca t io n  o r  no t i f i c a t io n  o f  b id  

l e t t i n g .  

 Th e  b o a rd  r e se rve s  t h e  r i g h t  t o  w a ive  a ny  in f o rm a l i t i e s  i n ,  o r  r e j ec t  any  

p a r t s  o f  a  b id .  

 M ul t i -S t a t e  P urc has in g  P o o l s  

 Th e  b o a rd  m ay  p a r t i c ip a t e  i n  m u l t i - s t a t e  p ur cha s i ng  p o o l s .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n  –  7 /0 3 ;  4 /0 7  

D J E E L o ca l  P u rch a s in g  D J E E 

 Th e  p urc has in g  ag en t  sh a l l  m a ke  p urc ha ses  f ro m  lo ca l  v end o r s  w he n  the  

p r i ce ,  a va i l ab i l i t y  o f  t he  p ro d uc t  a nd  se r v i ce  a r e  co m p e t i t i ve  w i th  o u t s id e  

vend o r s  f o r  p urch as es  no t  sub je c t  t o  t he  b id d ing  l a w.   T he  b o a rd  sha l l  no t  g ran t  

p re f e ren t i a l  b id  p e rc en t ag es  t o  l o c a l  co n t r ac to r s  o r  b u s in es ses  ex c ep t  a s  p ro v i d ed  

b y  s t a t u t e .  

 

Ap p ro ved :   4 /0 7  

D J EF R eq u i s i t io n s  D J EF 

 Th e  p ur cha s i ng  ag en t  s ha l l  d ev e lo p  a  r eq u i s i t i o n  f o rm  to  b e  used  b y  s t a f f  

m em b ers  r eq ue s t i ng  t ha t  ce r t a in  go o d s  b e  p urcha sed  f o r  t he  d i s t r i c t .  

 Al l  r eq u i s i t i o n s  sh a l l  b e  sub m i t t ed  to  t he  p urch as i ng  a ge n t  a t  a  t im e  

d es ig na t ed  b y  h i m .   Af t e r  a  p urc h ase  o rd e r  h as  b e en  i s sued ,  t he  nu m b er  o f  t he  

p urch ase  o rd e r  s ha l l  b e  r eco rd ed  o n  the  r eq u i s i t i o n ,  and  the  n u m b er  o f  t he  
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r eq u i s i t i o n  s ha l l  b e  r eco rd ed  o n  the  p urc has e  o rd e r .   Af t e r  p roces s in g ,  t h e  

o r ig in a l  co p y  o f  t he  r eq u i s i t i o n  s ha l l  b e  f i l ed  i n  t h e  o f f i ce  o f  t he  p urch as in g  

age n t  i n  num er i ca l  s eq ue nc e .  

 Scho o l  l e t t e rh ead  p ap e r  sh a l l  no t  b e  us ed  in  o rd e r in g  s up p l i e s  an d  

eq u ip m ent  f o r  t he  p e r so n a l  u se  o r  p u rch ase  b y  em p lo ye es .  

 

Ap p ro ved :   4 /0 7  

D J E G P u rch a se  O rd ers  a n d  Co n tra c t s  (See  D J E J  and  DJ FAB )  D J E G 

 Th e  p urch as in g  ag en t  s ha l l  d eve lo p  an  o rd e r  fo rm  co mp a t ib l e  wi th  t he  

r eq u i s i t i o n  f o rm  to  b e  u sed  i n  p u r cha s i ng  go o d s ,  and  s ha l l  b e  a u tho r i zed  to  s ig n  

a l l  p u rc ha se  o rd e r s .  

 E ach  p urc ha se  o rd e r  s ha l l  i nc lud e   a  sp ec i f i c a t io n  o f  t he  i t em  whi ch   

ad eq ua te ly  d esc r ib es  t he  ch a ra c t e r i s t i c s  and  t he  q ua l i t y  s t a nd a rd s ;  a  q uo ted ,  f i rm ,  

ne t ,  d e l i ve r ed  p r i ce ,  w hen ev er  p o ss ib l e ,  a nd  p r i ces  s ho w n b o th  p e r  un i t  a nd  a s  

ex t end ed ;  c l ea r  d e l i ve ry  in s t r uc t io ns  w hic h  in c l ud e  t im e  and  p l ace ;  a  s ign a tu re  o f  

t he  p u rc ha s in g  age n t  and  b ud g e t  ac co un t  co d e  n um b er ;  and  t he  a p p ro p r i a t e  

ad d ress  a nd  t e l ep ho n e  num b er .  

 Al l  p ur ch ase  o rd e r s  sh a l l  b e  n um b ered  in  s eq ue nce ;  su f f i c i e n t  co p ies  

wi l l  b e  m ad e  to  m ee t  d i s t r i b u t io n  r eq u i r em ent s .  

 A  ve rb a l  o rd e r ,  sub jec t  t o  sub s eq uen t  co nf i r m a t io n  b y  a  wr i t t e n  

p urch ase  o rd e r ,  m a y  b e  i s s ued  o n l y  in  c as es  w he re  a  b o na  f id e  em er gen cy  e x i s t s .   

W hen ev er  p o ss ib l e ,  a  p u rch as e  o rd e r  n um b er  sho u ld  b e  g i ve n  to  t he  su p p l i e r .   A  

co nf i rm ing  r eq u i s i t i o n /p ur ch ase  o r d e r  sh a l l  b e  i s s ued  im m ed ia t e ly  t h e re a f t e r  a nd  

c l e a r l y  m ark ed  a s  su ch .  

 

Ap p ro ved :   4 /0 7  
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D J EJ  P a ym en t  P ro ced u res  (Se e  D J E G  and  D J FAB )  D J EJ  

 Th e  s up e r i n t end en t  s ha l l  r e co m m end  p aym en t  t o  ve nd o r s  a nd  s up p l i e r s  

f o r  goo d s  and  se rv i c es  up o n  sa t i s f ac to ry  r ec e ip t  o f  a l l  go od s  o r  co mp le t io n  o f  a l l  

s e r v i c e s  and  f o r  whi ch  th e re  i s  a  d i s t r i c t  p u rc has e  o rd e r  num b er  i s su ed  a s  

p ro v id ed  fo r  i n  b o a rd  p o l i cy .   (See  D JE G )  

 Th e  b o a rd  sha l l  co ns id e r  p aym e nt  o f  b i l l s  r e co m m end ed  f o r  p aym ent  a t  

r eg u la r  b o a rd  m ee t in gs  ex c ep t  a s  p ro v id ed  f o r  i n  po l i cy .   (Se e  D J FAB )  

 Th e  b o a rd  m ay  d es igna te  o ne  o r  m o re  em p lo yees  to  p ay  b i l l s  i n  a d v a nce  

o f  any  b o a rd  m ee t in g  in  o rd e r  t o  avo id  a  p ena l t y  f o r  l a t e  p aym en t  o r  t o  t ake  

ad van ta ge  o f  any  ea r ly  p aym ent  d i s co un t .  

 

Ap p ro ved :   4 /0 7  

D JF A P u rch a s in g  A u tho r i ty  D JF A 

 Th e  sup e r in t end e n t  i s  au tho r i zed  to  ex ecu t e  co n t r ac t s  o n  b eha l f  o f  t he  

d i s t r i c t  f o r  t he  p u rc has e  o f  go o d s  a nd  se rv i ce s  i f  t he  am o un t  i s  l e s s  t h an  $ 2 0 , 0 00 .   

Th e  b o a rd  sha l l  r ece iv e  r ep o r t s  o n  any  co n t r ac t s .  

 

Ap p ro ved :   K ASB  R eco m m end a t io n  -  6 /0 1 ;  6 /06 ;  4 /07  

D JF AB A d m in i s tra t ive  L e e wa y   D JF AB 

 (S ee  C M A ,  D JE G a nd  DJ E J )  

 I n  a n  em er ge nc y ,  t h e  sup e r in t end e n t  s ha l l  ha ve  t he  au t ho r i t y  t o  m ak e  

ex p end i tu r es  n ece ss a ry  to  p rev en t  ad d i t i o na l  d am ag e  to  d i s t r i c t  p ro p e r ty ,  t o  keep  

the  s cho o l s  o p en  o r  t o  r eop en  scho o l s .   E m ergenc y  p urch as es  s ha l l  b e  r a t i f i ed  b y  

the  b o a rd  a t  t h e  nex t  r e gu la r  o r  sp e c i a l  b o a rd  m ee t i ng .  
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