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PURC

HASING

PROCEDURES

CLEAR FORK VALLEY LOCAL SCHOOL DISTRICT
RICHLAND COUNTY - BELLVILLE, QHIO 44813
TEL [419) BB6-3855

VENDOR NO.

o4

-

ot BN vendor number as a reference and write

PURCHASE ORDER PROCESS

All purchases with school funds must be made by a purchase order, processed through the Treasurer’s office.
To make any purchase you must first fill out a requisition (a formal request to spend public funds) for your
intended purchase. ANY PURCHASE MADE WITHOUT A PURCHASE ORDER GENERATED FROM A REQUISTION

WILL BE THE RESPOSIBILITY OF THE EMPLOYEE WHO CREATED THE ORDER!! Purchase Orders are

required by law, ORC 5705.41D(1) and is Board Policy DJF

Make sure you check with your building secretary for any procedures that are specific to your
building.

1. Requisitions:

Employees must prepare a requisition form and submit it to their Building Principal for
approval. Requisitions need to be COMPLETED IN FULL. Once approved, the building
secretary will enter the requisition in the system and forward to the Treasurer for certification of
funds and appropriation. A fillable PDF requisition form is on the Clear Fork Web site in
Employee Resources

How to Create a requisition:

THE BOARD QF EDUCATION

Vendor: First check to see if the vendor is
e on the approved vendor list on the Clear
Fork website in Employee Resources under
Approved Vendor List. If the vendor is

listed then you should use the assigned

that number on the requisition along with
the vendor name. If the vendor has not
been used previously then you must email
Denise Bowman the complete name of
Vendor, address and phone numbers, any
contact information including the fax

number and website in so they can be

_ﬁ‘w =TT added to the approved vendor list before

we create the Purchase Order.

NETAL O EIP ERE0R




THE BOARD OF EDUCATION
CLEAR FORK VALLEY LOCAL SCHOOL DISTRICT

RICHUAND COUNTY - BELLVILLE, QHID 44813
Route 3 TEL. (419) BBS-3855

Quantity: The requisition must contain the
guantity of the items you are ordering.

VENDOR NO.

| Description: Must have item number, ISBN

o=

number, whatever the company uses as a
L
descriptor. Complete name of what you are

QUANTITY

&

ordering. What you write on the form is
what gets typed in for your order so you

must be very detailed or you could end up
with the wrong item.

/
\ Price per Unit: You must include the price of

each individual unit

Amount: You must calculate the total
amount for each item. This is the Quantity

- er = times Price Per Unit = Amount
Nikiamiis
CLEAHH.Fc(fqi:,:éf?gﬁﬂw_:?%:Q;Z;Egﬂf " Shipping & Handling: you must write on the
requisition if it is: Free Shipping or the
veNpon G Percentage it will cost to ship. If there is a
} [ h Er percentage you must calculate this and put in
C NI the amount column.
Covmar Jow ] oesomenen ] ] Left hand corner it says “REQUISITIONED BY”
/ you must sign your name here
/ NOTE: If you are filling out one for bus
transportation, you need to put where you
are going and the date, you have to calculate
the mileage and the cost for the bus driver(s)
Mileage is $2.00 per mile and the bus driver
is paid $26.00 an hour PLUS % hour for clean-
- . ] up time.
— E— ﬁc R
‘P ’ ‘ W / Down in the right hand corner of the
‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ EE.G [ PR s ] requisition it says “AMOUNT” you must put in
your TOTAL amount of the order

General Guidelines:

Employees are forbidden to use the name of the District or tax exempt number while using

personal funds on any discounts provided to the District, or any other means relating to a

personal purchase through the District. They are to make clear to any District supplier from
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whom they are purchasing an item, that it is a personal purchase by the employee using
personal funds and is not associated with the District. Failure to abide by this provision could
lead to disciplinary action.

It is prohibited to have any goods shipped to an employee’s residence.

Personal gains through purchases made with District funds are strictly prohibited. Personal
gains include but are not limited to:

e bonus points on personal accounts
e frequent flyer miles

e reward programs

e fuel perk programs

Any receipt turned in for reimbursement may be denied if any of the items documented above
are listed as being earned or credited on the invoice, receipt, or voucher.

2. Purchase Orders:

After a requisition to make a purchase has been approved, the Treasurer’s Office will generate
a purchase order, which is a legally binding document and official offer issued by the school to
a vendor, indicating types, quantities, and agreed prices for products or services. A purchase
order number must be assigned PRIOR to any order for the purchasing of supplies, equipment
or services. PAYMENT OF ANY PURCHASE MADE WITHOUT A PURCHASE ORDER WILL BE THE
RESPOSIBILITY OF THE EMPLOYEE WHO CREATED THE ORDER!!

It is necessary not only for legal requirements, but for fiscal control that a properly completed
Purchase Order be done PRIOR to any purchase. Invoices may not be paid with school funds
unless a purchase order has been issued in_ advance.

PURCHASE ORDER CUT-OFF DATE FOR EDUCATIONAL SUPPLIES

April 15 - Deadline for requisitions to be on system for Treasurer certification.

Please be advised that this is the last day the Treasurer’s Office will accept purchase orders
for the current School Year.

BLANKET/SUPERBLANKET/MULTI-VENDOR/OPEN PURCHASE ORDERS

Blanket purchase orders are designed to help in areas where one vendor is used frequently to
purchase inexpensive or unpredictable items. Only those persons authorized may use our
blanket P.O.’s.

The Board Office will issue blanket purchase orders at the beginning of the fiscal year for
purchases where it is more practical and/or essential to use an annual blanket purchase order.
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The Superintendent and the Treasurer must give approval prior to any blanket purchase order
is originated.

Clear Fork Board of Education Policy mandates that If feasible, all purchases over $10,000 but
under $50,000 will be based on price quotations submitted by at least three vendors. These
guotations are treated confidentially until the deadline for filing is past; thereafter, they are
public information. Additionally local purchasing is preferred and cooperative purchasing is
encouraged. Board Policies DJ, DJD, DJE

3. Ordering:

All orders for all items that have been approved through the requisition process will be placed
through the treasurer’s office unless otherwise specified on the requisition.

4. Invoices:

The district will not pay a vendor for a purchase, an invoice, without an “Okay to Pay” from
the person who generated and received the order. All invoices that the treasurer’s office
receives will be stamped with an “Okay to Pay” stamp and returned to the person who
received the order for a signature. If the order was received as invoiced then a signature
indicates that the obligation of the vendor was met and it is acceptable to release the funds to
pay the vendor. If the order was not received as invoiced then you must indicate the
discrepancy of what was not received as invoiced and the district will dispute the charges. If
you receive the invoice with the order and it is acceptable to issue payment you may write
Okay to Pay on the invoice and sign it without the stamp. Any person who receives an
invoice for an order should return it to the Treasurer immediately upon receipt along
with any packing slips or shipment confirmations for payment. Invoices must indicate a
due date AFTER the purchase order date.

5. Depositing of Funds:

It is best practice to deposit all money received with the secretary between class periods after
you received it. Should a student give you money for something and it not get deposited with
the secretary the missing money may be your responsibility. However, money MUST be

deposited within 24 hours after it is received. This is in law: ORC 9.38 and Board
Policy DM
LEAVE OF ABSENCE

KIOSK

Any time you will not be at work on a normally scheduled work day you must submit your absence into
employee KIOSK for approval.



Waw Leave Reguesi _ Once you log on to KIOSK you need to complete the

Cancel | CLEAR SUDMIY

form including:

>0 L
Leave Type Proy .
Your job
Reason

Type of Leave: professional, sick, personal, etc...

S2art Date 047 12005 ¢ MMOOYYYY Srmat) Saan Tame 07 »

End Date 05742018 (Ve B Lhumat) EnaTime 04 v
Reason

Leave Requested
I Dayis) *

Pacne Woere You
Cante Reached o

For Questions

Relating 15 This Reguest

e Yoor Porecort Sewinn

Comments pectamng

85 D Loave Roguest \
26 o 4050

Enler e narmeds ) and CONACT INlrMAaton, I avalabie, for any
POSSDAe SLDA0ute(3) yOu WO Bke 10 Nave Caled Delow.
Alno, enter sy NOTE $ 10 the Subastute.

Date

Number of days requested to be off
Any Comments

Then submit your request.

Stastite Neades?

Suparvinor’s Rame: BRADD § STEVENS Sapervinor's Emal sievenio@c et X2 on e
Request $aaten: Ity

File(s) 1o Attach -
K DU DAsow B SAMCT B0L) 1 B0 2R3 0ed 1 B Lodws Begues

Seloct File(s) to Attach

If you have submitted a request for a day that is a normal work day and that day happens to become a calamity
day you then must go into Kiosk and cancel the absence request for that day. If you want to alter a request that
has already been entered, (i.e. take fewer days than originally requested) you must cancel the entire original
request and resubmit a new request with the changes.

REIMBURSEMENTS

PROFESSIONAL DEVELOPMENT APPROVAL PROCESS

REIMBURSEMENT OF PROFESSIONAL MEETINGS

Each bargaining unit employee may request two (2) professional days per year for professional
growth activities. Additional days may be granted upon approval of the Superintendent. An
employee’s request for Professional Leave form must be pre-approved by the building
principal with expense estimates in order to take the professional leave.

While on Professional Leave, the employee will receive the regular rate of pay, and a substitute
will be employed by the Board. Employees on said leave will be reimbursed according to the
following rate schedule up to:



Registration fees: 100%
Lodging: $45.00 per night

The Head Coaches of all varsity teams will be permitted two (2) days only per school year
for professional athletic meetings for each sport in which they are Varsity Head Coach and may
include attending a state tournament contest of the sport they are Varsity Head Coach
subject to yearly review. All other coaches will be granted one (1) day professional leave per
school year per sport coached for athletic meetings. Professional athletic meetings shall mean
workshops or clinics. The days available to employees for professional meetings for academic
class work are not to be used by coaches for athletic meetings. All Athletic Leave requests must
include an Activity Proposal and a Follow-Up Report specifying how such attendance will
benefit Clear Fork student athletes. Documentation will be submitted to the Superintendent or
designee.

Each application of professional leave shall include the following:

1. Professional Leave Request Form:

In order to apply for professional leave, employees must submit a request on employee
KIOSK in advance of said leave. In KIOSK, when you apply for professional leave a
professional leave details window appears on the right of the screen. Complete this part
of the leave request and print the “Professional Leave request Form”

e ‘ Professional Leave Details/Expense
T — Evert Locaton (Adiess) | . .. .
i s | st S B form: Fill this side out as required and
i e e LosaDesrtien print the leave request. It would be

advisable to print multiple copies, one
for submission with each requisition

and a copy for your personal records.
On this form you should indicate all

o hav cabed baiow.

the costs that will be incurred by

5 STEVENS Suparvinar's Emak sirvemticieaton k12 ohin

attending this conference. For the

mileage you are to use MapQuest to

gt s determine the distance.




TR12015 Prid Professional Leave Form

Professional Leave Request Forn € Professional Leave Request form:
e 5ead 8 stavens R v KIOSK will generate a form like
Baton i e o 4, 318 vy 0458 this when you pint the “leave
V:;qu details/expenses form”. This will

Location of 3ig Waln iddle School
Professicnal Leave Event: 777 C

sunbu. 43074

require your signature and date

Pusrpose of Meeting: Five Year Forecast Seminar

- and the signature of your
EXPENSES .
patisates supervisor as approval as well.
078 miles ©0.500 per mile: $39.00 $ 29 .22
Registration Feas:
Lodging Amount: 50,00
Meals Amount: 50.00
Other Expenses Amocunt: $0.00
Total Expenses Amount: 3928 ® 29 Tal

## PAID RECEIFTS MUST BE ATTACHED FOR ALL EXPENSES **

Comments: Five Year Forecast Seminar

Employee Signature: pate:

Superviser : Date:

You will need to include a copy of this with your requisition(s) that you submit for payment of the
conference you are attending and any reimbursements you will be requesting.

2. Seminar/Conference information:

Date, location, title of event (when available) and total cost estimate.

Statement of purpose, including goals and subjective. For this information you should
attach a copy of the description of the conference including the cost. This can be printed
off of an online application or a copy of the flyer that describes the Professional
Development seminar that you wish to attend.

EMPOWERING THE
Title

|-'V .E}ﬁk}ga Conference Description/Purpose
RESOURCE_S
. Five-Year Forecast Seminar FY16 - Big Wal

Date
| .
p Location
i Frome ] | Personal Information
r X S TR Payment method
Ik 208 s Coron
! e Business Informatioen
Cost

Payment Summary,

Payment Mathod
Pay By Check

3. Requisitions:



The employee applying for said leave must complete all requisition forms and attaches to
the printed kiosk Professional Leave form along with any Meeting flyers. Please note that
multiple requisition forms may be required (i.e. requisition forms to the employee
for personal expenses, mileage and a form to the seminar group for registration,
ONE FOR EACH VENDOR NEEDING PAID). In order to receive any reimbursements, a
Clear Fork Valley Local School District purchase order dated prior to the event/travel
showing the maximum amount of reimbursement must be obtained. Reimbursement will
not be made without a purchase order.

4. Procedure:

1. Employee forwards all information (numbers 1-3) to the building principal for
approval. The signature of your supervisor indicates approval for your Professional
Leave.

2. If approved, building principal codes the requisitions and forwards to building
secretary for proper computer input

3. Building secretary inputs requisitions and forwards all of the above to the Treasurer’s
office.

4. Treasurer obtains approval from the Superintendent.

5. Treasurer’s office converts requisitions to Purchase Orders and returns approved

Purchase Order back to the originating employee.

Employee uses that Purchase Order to register themselves for the training.

Employee retains copies of Purchase Order and all even documentation for

submission of actual cost reimbursement upon return from the professional leave.

Employee attends professional meeting; incurs expenses; obtains detailed receipts.

Upon return from the professional leave, staff members attending a professional

development events should submit a valid proof of attendance (i.e. certificate,

receipt of attendance), attaches all detailed receipts to a copy of the approved

Professional Leave form copy (from step 1) and copy of purchase orders (step 7).

This is what the treasurer’s office uses as an invoice to pay from. Employee

documents actual mileage driven (if applicable) and attaches “Mapquest”

documentation to for reimbursement for mileage and then forwards information to
the Treasurer for reimbursement

10.Treasurer pays employee for expenses incurred

No

©

5. Specific Reimbursements:

l. MEALS
Meals are not eligible for reimbursement.

1. TRANSPORTATION

Travel: (Only applicable if district provided transportation is unavailable and the
employee inquired (via e-mail to “Van”) if district transportation is available.)

Travel outside of the district will be reimbursed based on the CurrentIRSrate (mileage calculated from
employee’s building todestination and return). If multiple employees attend the same conference on the
same days from the same building, only one employee will receive mileage reimbursement.
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Per IRS regulations all reimbursement of expenditures must be turned into the Treasurer’s office within
sixty (60) days of incurring or paying for the expense. Reimbursements submitted after sixty days will result
in the district being required to process your reimbursement as a payroll deduction and taxed accordingly.

Employees, for reimbursement, must complete the Travel Expense Form and provide the Business Office
with all receipts. Said forms are to be submitted to the Treasurer’s office each month and will be processed
with the next batch of checks that are processed after submission. No one will be reimbursed more than
five hundred dollars ($500) for any single issuance of said leave.

Expense Report

Giear Fark Valiey Local School Distriot i a it - Diata: .
92 Hines A

Bellwille, Ohio 43813 Building;

EREFEN O RN 0 B D T [N ot
AL i, dekdag diniods I everdty nof Tafed a7 3w baci parkdng sfuber, oit . (LT S8 SR [s i dEsswiail

Dz oripdion Flikinzgn onls Okt For Cifice Uss
LY

Dierict FemaTiE Flag on Feasr A Lovighng: S44.00 par niphiioe: Magofiaieg Aomsmenis MNs0a: S8 par i
Employoe's Epnabura: — Demmes
SuparinmandanlTressum's Signature i Db
Al mikaaga 15 based on MAPOLUEST estimatas, Revisad: Ociober &, 2014

For single events such as Professional Development The following items included for reporting
must be supported by the event flyer/advertisement and MapQuest:

a. Dateofevent................... flyer

b. Destination...................... flyer

c. Reason for destination...... flyer

d.. Actual mileage distance substantiated by hard copy of MapQuest with the starting
destination of the employees current work address.

Attach the completed form, event flyer and MapQuest to a requisition form and follow the
requisition process as detailed on page 3
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Notes

3 mapquest’

Trip to:
777 Cheshire Rd
Sunbury, OH 43074-9274 H 1
Sunbur, OH 430769274 The miles that are reported here will be
@ 92 Hines Ave, Beliville, OH 44813-1232 Dowrlond used to determine the amount of
[} 1. Startout going east on Hines Ava toward Mill Rd / OH-97. Map 02mi .
0.2 4 Total reimbursement.
2. Take the 1stleft onto Mill Rd / OH-97. Map 0EMI
h m 0.8 Mi Total
3. Turn right onto Riverside Dr/OH-13, Continue to follow OH-13, Map 1.0Mi
P @ 1.8 Mi Total
« 4.Tum left onto Spayde Rd. Map 1.0Mi
2.8 Mi Total
5. Turn right onto State Route 97 W/ OH-97. Map 1AM
" 3.8 Mi Total
13‘ 6. Merge onto 1-71 S via the ramp on the left toward Columbus, Map 248Mi
P & 28.7 Mi Total
7. Take the OH-61 exit, EXIT 140, toward Sunbury / Mt Gilead. Mzap 02Mmi
289 4 Tols!
8. Turn left onto OH-61 / State Route 61. Map 88 Mi
ﬁ 37.8 Mi Total
G 9 Tumrightonto US-36 W1 OH.3. tiap 04Mi
3831 Total
P @z 10. Take the 1st right onto US-36 W/ OH-37 /W Cherry St. Map 0.5Mi
(36} 28.8 Mi Tolal
ﬁ 11. Take the 2nd left onto Cheshire Rd / County Hwy-72, Map 0.6 Mi
39.4 Mi Total
. 12,777 CHESHIRE RD. Map

q 777 Cheshire Rd, Sunbury, OH 43074-9274

Total Travel Estimate: 39,36 miles - about 42 minutes

Monthly/Reoccurring Mileage Reimbursement

1. For Monthly/ Continuous Travel, an Expense Report is due to the Board office by the 5" of
the month following the month for which you are requesting reimbursement.
Monthly/reoccurring travel uses an open PO so only a single annual requisition for
mileage reimbursement is needed.

2. Travel within the district will be reimbursed according to the mileage expense report chart
attached at the end of this manual.

Dear Staff,

There seems to be several inconsistencies in the reporting of mileage for reimbursement throughout the District. Below is a list of
mileage distances the District will be reimbursing. Estimating or rounding up will no longer be an acceptable practice.

One Way Trip Round Trip

Butler

Butler to Frailey House 6.12 miles Butler to Frailey House to Butler 12.24 miles
Butler to Bellville 5.47 miles Butler to Bellville to Butler 10.94 miles
Butler to HS/MS 3.18 miles Butler to HS/MS to Butler 6.36 miles
High & Middle Scheol

HS/MS to Failey House 4.20 miles HS/MS to Frailey House to HS/MS  8.40 miles
HS/MS to Butler 3.18 miles HS/MS to Butler to HS/MS 6.36 miles
HS/MS to Bellville 2.29 miles HS/MS to Bellville to HS/MS 4.58 miles
Bellville

Bellville to HS/MS 2.29 miles Bellville to HS/MS to Bellville 4.58 miles
Bellville to Butler 5.50 miles Bellville to Butler to Bellville 11.00 miles
Bellville to Frailey House 3.00 miles Bellville to Frailey House to Bellville 6 miles

Knox County ESC

Butler to KCESC 19.19 miles Butler to KCESC to Butler 38.38 miles
HS/MS to KCESC 18.77 miles HS/MS to KCESC to HS/MS 37.54 miles
Bellville to KCESC 21.51 miles Bellville to KCESC to KCESC 43.02 miles
Mid-OQhic ESC

Butler to MOESC 12.69 miles Butler to MOESC to Butler 35.38 miles
HS/MSto MOESC 14.51 miles HS/MSto MOESC to HS/MS 29.02 miles
Bellville to MOESC 12.69 miles Bellville to MOESC to Bellville 25.38 miles

The traveling to and from buildings only relates to staff that use their private vehicle to travel between buildings during the workday
relating to their job assignment and description. The ESC travel is only if you are attending a conference and using your personal
vehicle. If you live closer to the ESC and you are traveling there from your residence or some location closer to the ESC the District
will only pay for that distance back and forth. [f live farther we are only paying from the building you work in

All mileage is based on MAPQUEST estimates.
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1. LODGING

1. Lodging will be reimbursed at a rate of $45 per night. All receipts must be attached for reimbursement.

BUDGETING

Student Activity Accounts

Advisor’s Guidelines

Club and Activity advisors must submit an activity budget with the treasurer by July 31 for
board approval for the following year. The treasurer will provide the advisor with a template for
estimating the club’s revenues and expenses for the year along with the activities beginning
balance. Each month the advisor will receive a copy of their budget summary so they are
aware of their revenues and expenses.

Any time money is collected by you a receipt should be given to the person who gave you the
money (the student). A copy of those receipts should be retained for your records so you have
documentation of the amount of money received and from who and when you received it. This
will be beneficial to you in an audit should you be requested to provide proof should an
accusation or discrepancy ever occur.

All moneys collected should then be given to the building secretary for deposit along with a
detailed description of where they came from so the funds can be placed in the proper
account. Any time there are tickets sold, the first ticket and the last ticket should be attached
to the deposit that you give to the office. This provides documentation of the number of tickets
sold.

Example: you sold 5 tickets for $100 each. You keep ticket number 1 as the beginning, you use 5 tickets (2-6)
and you attach the next ticket (number 7)with the ticket you kept at the beginning (number 1)as proof of the
number of tickets you sold. This is so you can prove to an auditor the revenues match the number of tickets sold.

When Items are sold for a fundraiser for the club it would be best practice to retain a copy of
the student’s order form with the deposits and attach it to the receipt copy that was given to the
student. This is proof of what was collected in funds to match with the orders. Thisis so a
student, or a student’s parent can’t claim they gave you more money than they actually did or
tuned in more orders than they actually did.

If at any time you have questions about a procedure, it is always best to call or e-mail before
acting. The Auditors do not accept the premise of: “better to ask forgiveness than permission”
as we have seen in the past here at Clear Fork. For your best interest and the District’s,
please be careful how you handle funds.
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Student Activity Accounts

Advisor’s Guidelines

Guideline 1: Completing the Annual Budget Form

The annual budget form is provided to you prior to the close of the school year for the
NEXT school year. A couple of things will help you complete this form:

An awareness of how funds were spent during the current school year
An idea of the activities, events, and fundraisers you may plan on holding next school year.

With the above in mind, you can use the form provided to you to pencil in changes for next
year. The form is divided into two sides: the left side is for funds you expect to receive
(ESTIMATED RECEIPTS) and the right side is for what you expect to spend (ESTIMATED
EXPENDITURES). The far right side will be completed by the Superintendent/Treasurer’'s
office before presenting to the Board of Education for approval.

The individual lines on each side of the form are really for your benefit to write out the
intended event or expenditure and place as estimated amount beside the description.
Repeat this process for each detailed line. Remember, that the amount you use for the
expenditures will be the TOTAL amount of purchase orders that you will be able to create.
It is essential to be as close as possible on the amounts you plan on spending.

Fundraisers typically create some issues on the Expenditure side. In the past, a purchase order was
written for a very large amount “because we didn’t know what we would spend”. Even though this
may be a valid statement, you will still need to estimate your expenses as accurately as possible.

You may want to total each side to be sure that you do not plan on spending more than your fund can
accommodate. If you add the Estimated Balance End of Fiscal Year (far right side, bottom number)
to the Total Estimate Receipts, this gives you an idea of the total amount of money that you may have
to spend. Since these are estimates, it is probably a good idea to keep your Estimated Expenditure
total well below what you think you have to spend.

When you have completed the Annual Budget form, keep a copy for yourself and forward to the

Board Office no later than June 30th of the current year.

Guideline 1.1: Completing the Annual Purpose Statement

14



Prior to any financial transactions by an authorized student activity, a purpose clause for the activity
should be submitted by the student group and approved by the board of education. The purpose
clause should encompass the reason for the activity’s existence, its aspirations, its future goals, and
the means through which the goals and aspirations may be achieved. Any amendment to an
approved policy statement should also be approved by the board of education.

The student group should establish how the revenue of the group is going to be raised and how the
group is going to expend these funds to accomplish its goals and aspirations. The budget, as
submitted by the activity group, should be approved by the board of education as part of the purpose
clause. Before approving these budgets, however, the board should determine whether the proposed
expenditures will serve a public purpose.
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Student Activity Account

Advisor’s Guidelines

Guideline 2: What do I do for an Activity with the club/organization?

The Project Request Form should be completed as soon as you plan an activity regardless if any
MONEY is involved. The earlier the forms are submitted, the better off you will be. Be sure you
complete the form in its entirety and submit to your building Principal for approval.

Guideline 3: What do I do if I need to make a purchase for the
club/organization?

If you need to make purchases for an activity or for an event for the group, you will want to complete
a Purchase Requisition and submit to your building Principal for approval. Keep in mind that this form
ties directly to the Annual Budget Form you completed. Do not try to process a purchase requisition
for more than you submitted on your budget form; it will be rejected and returned to you.

Guideline 4: What do I do with if I receive money?

The most important thing to remember if you receive money is that it MUST be deposited within 24
hours. The building secretaries have the forms to deposit the funds. Take your money to them within
the 24 hours and they will fill out the forms. You should also receive a receipt from them for the
money you give them. Then, when you need to complete other forms (to be discussed below), or
when you get your month-end reports, you should see that money included on the report. This is a
good double-check to be sure your money doesn’t end up in someone else’s account!

Guideline 4: What do I do when the activity or fundraiser is over?

At the end of an activity or fundraiser, there is a final form that needs completed. The Project Profit or
Loss Statement is used to close out a project and to identify the receipts (revenues) and expenditures

16



(expenses) of a project. This form should be completed and submitted to the Treasurer’'s Office.
They will reconcile the accounts and return a final copy to you.

Student Activity Account

Advisor’s Guidelines

Some things to remember:

1.

All purchases are to be put on a requisition form, signed by you, and approved by the building
Principal.

Secretaries have been instructed NOT to process a requisition if your account is over budget,
or is missing the signature of the building Principal.

Purchase orders are processed daily in the Treasurer's Office. It may take a couple of days
before you receive your copies due to delays in signatures or the courier.

In cases where multiple purchases will be made from the same vendor, a blanket purchase
order may be written for a maximum of three months.

If you make a purchase of a vendor and you do not have a purchase order, it is illegal. The
District does not have any obligation to pay the vendor for your purchase in this situation.
Please, PLEASE be sure to have a purchase order number PRIOR to making any purchases.

Do not encourage or endorse an employee making a purchase with his or her own funds in
anticipation of being reimbursed. There are no guarantees that a reimbursement would be
made.

. Please do not expect to receive a purchase order number by calling the Treasurer’s office.

The process for purchases it very detailed and computerized and begins with your building
secretary.

You will want to keep copies of all forms and documents/reports that you receive. The auditors
WILL be asking for them when they do their audit. Keep your records on school property so
they are easily accessible.

Under no circumstance should an advisor use funds they have received (from a fundraiser,

dance, etc) to pay for an item or service purchased. The total funds need to be deposited,
then a check from the District will be issued for the service or item purchased.
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THE BOARD OF EDUCATION

DATE

CLEAR FORK VALLEY LOCAL SCHOOL DISTRICT Nomaen "
RICHLAND COUNTY — BELLVILLE, OHIO 44813 i
Route 3 TEL. (419) 886-3855 NEW
(GHRCK.ONE) CONFIRMING
ORDER
WITHIN BUDGET
(CHECK ONE) NOT —
WITHIN BUDGET
VENDOR NO.
[ sl T
H
T |
0 P
:
L = _
QUANTITY UNIT DESCRIPTION PES'S,EW AMOUNT
FUND FUNC oBJ SPCC sSuBJ OPU IL JOB AMOUNT

REQUISITIONED BY

PRINCIPAL OR SUPERVISOR

SUPERINTENDENT/PURCHASING AGENT




Expense Report
Clear Fork Valley Local School District Name:
92 Hines Avenue

Date:

Bellville, Ohio 44813 Building:

Instructions listed on the back of this document.
All receipts, driving directions to events not listed on the back, parking stubs, etc... must be attached to this document.

Event Description Mileage Lodging Meals Other

For Office Use
ONLY

District Reimbursements: Registration Fees: 100% Lodging: $45.00 per night/per Negotiated Agreements Mileage: 56¢ per mile

Employee’s Signature: Date:

Superintendent/Treasurer’s Signature: Date:

All mileage is based on MAPQUEST estimates.

Revised: October 8, 2014



Expense Report

Please remember it is a requirement of the District for employees to use the District owned vans to travel to and from conferences when
vans are available. - Thank you.

Below is a list of mileage distances the District will be _3,3365@. Estimating or rounding up will no longer be an acceptable practice.

One Way Trip Round Trip

Butler

Butler to Frailey House 6.12 miles ~ Butler to Frailey House to Butler 12.24 miles

Butler to Bellville 5.47 miles Butler to Bellville to Butler 10.94 miles

Butler to HS/MS 3.18 miles Butler to HS/MS to Butler 6.36 miles

High & Middle School

HS/MS to Failey House 4.20 miles HS/MS to Frailey House to HS/MS  8.40 miles

HS/MS to Butler 3.18 miles HS/MS to Butler to HS/MS 6.36 miles

HS/MS to Bellville 2.29 miles HS/MS to Bellville to HS/MS 4.58 miles

Bellville

Bellville to HS/MS 2.29 miles Bellville to HS/MS to Bellville 4.58 miles
e to Butler 5.50 miles Bellville to Butler to Bellville : 11.00 miles

Bellville to Frailey House 3.00 miles Bellville to Frailey House to Bellville 6 miles

Knox County ESC

Butler to KCESC 19.19 miles Butler to KCESC to Butler 38.38 miles

HS/MS to KCESC 18.77 miles HS/MS to KCESC to HS/MS 37.54 miles

Bellville to KCESC 21.51 miles Bellville to KCESC to KCESC 43.02 miles

Mid-Ohio ESC

Butler to MOESC 12.69 miles Butler to MOESC to Butler 35.38 miles

HS/MSto MOESC 14.51 miles HS/MSto MOESC to HS/MS 29.02 miles

Bellville to MOESC 12.69 miles Bellville to MOESC to Bellville 25.38 miles

The traveling to and from buildings only relates to staff that use their private vehicle to travel between buildings during the workday relating to their
job assignment and description. The ESC travel is only if you are attending a conference and using your personal vehicle. If you live closer to the
ESC and you are traveling there from your residence or some location closer to the ESC the District will only pay for that distance back and forth
from your location. If live farther we are only paying from the building you work in. .

If you do use your personal vehicle and the mileage is not listed above you are required to attach a driving directions sheet, which must include the
total number of miles being requesting for reimbursement. Also be sure to attach all receipts, parking stubs, etc... for reimbursement.

All mileage is based on MAPQUEST estimates. Revised: October 8, 2014



CLEAR FORK VALLEY LOCAL SCHOOLS
PROJECT REQUEST FORM

Name of Organization ' Date
Advisor . School Building
Project- Date(s) of Project .

Vendor Name .

Vendor Address

Type of Solicitation (Ex: Door to Door)

Purpose of Project (Use of Profits) ——

Number of Students Involved in Project (estimate)

Expected ProTits

How is Project To Be Controlled? (Check all that apply)

Product or item given to students on consignment (students are expected to be
financially responsible for the product/item or the money).

_____Orders taken - Items ordered
Money taken when ordered

Money taken at delivery

**Note - The advisor assumes the responsibility for all funds collected until they are
deposited with the Clerk. Please do not leave any money in the school building

overnight!
Request Signed By - Approval by Principal
Calendar Approval Date Request Received _

Building Request Approval (if applicable - see form)

Reason for Request Refusal

Superintendent's Approval _
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PROJECT PROFIT OR LOSS STATEMENT

Organization Today's Date

Date(s) of Project

Projeet

List of Revenues from Project:

Total Revenue

Ligt of Expenses from Project:

Total Expenses

Net Gain or Loss

Name of Vendor

Address

Phone
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FEDERAL PROCUREMENT POLICIES/PROCEDURES

Procurement Procedures (federal purchases — including purchases subject to reimbursement under the
Medicaid School Program)

The procedures below are in conjunction with Board Policy DECA-R: Uniform Federal Grant Guidance. The thresholds
identified below are subject to consideration to the procurement amount subject to payment with federal funds.

Purchase Authorization

See Sections I-1ll of the District Purchasing Manual.
The required documentation for each method is outlined below:

Micro-Purchase Method (0-$10,000) — Price or rate quotations are not required to be obtained for these purchases. All
approved requisitions and purchases order will be maintained. The purchasing employee should make every attempt
possible to distribute purchases between approved vendors when appropriate to ensure purchases are distributed
equitably among qualified suppliers. Purchases deemed appropriate under this method will follow the authorization
process above. Written support shall be provided with the requisition to support the determination of the aggregate
purchase amount.

Small Purchase Method ($10,000 - $250,000) — Price or rate quotations are required to be obtained three (3) or more
sources. These quotes can be received verbally, written, or from website searches. If the quotes are obtained verbally
the purchaser must document who they talked to, when they talked to them, what the quote was, and contact
information in writing. If obtained from review of websites the purchases is required to print screen shots showing the
item and the price from each source. All documentation for the quotes received will be maintained with the purchase
order. (see small purchase procedure form to be completed to include documentation of aggregate purchase). While
price must be a consideration, other criteria such as quality, availability, service and expertise must also be considered.

Sealed Bid Method (over $250,000) - This method is to be used when:

1. Acomplete, adequate, and realistic specification or purchase description is available;

Two or more responsible bidders are willing and able to compete effectively; and

3. The procurement lends itself to a firm fixed price contract and the selection of the successful bidder can be
made principally on the basis of price.

N

This method will be the preferred method for all construction type contracts (not anticipated to be a process used for
traditional federal funding at the District — obtain prior approval from the treasurer before utilizing this method.)

If sealed bids are used, the following requirements apply:

1. Bids must be solicited from three (3) or more suppliers at a minimum, providing them sufficient response time
prior to the date set for opening the bids, for local, and tribal governments, the invitation for bids must be
publicly advertised (2 weeks);

2. The invitation for bids, which will include any specifications and pertinent attachments, must define the items
or services in order for the bidder to properly respond;

3. All bids will be opened at the time and place prescribed in the invitation for bids and the bids must be opened
publicly;

4. A firm fixed price contract award will be made in writing to the lowest responsive and responsible bidder (per
technical evaluation). Where specified in bidding documents, factors such as discounts, transportation cost,
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and life cycle costs must be considered in determining which bid is lowest. Payment discounts will only be used
to determine the low bid when prior experience indicates that such discounts are usually taken advantage of;
and

5. Any or all bids may be rejected if there is a sound documented reason.

All documentation including the evaluation of the sealed bids, the bids received, and the awarded contract shall be
maintained by the School.

Note: Sealed bid processes that include the disbursement of matching non-federal funds are subject to ORC
requirements as documented in Policy DJC. Consideration should be given to the threshold of the Bid and potentially
completed on amounts exceeding $50,000 in accordance with ORC 3313.

Competitive Proposal Method (over $250,000) — This method is to be used when the sealed bid method is not
appropriate. If this method is used the following criteria apply:

1. Requests for proposals must be publicized and identify all evaluation factors and their relative importance
(documentation will be maintained to indicated how bids were solicited — including the use of any pre-qualified
lists based on the nature of the service). Any response to publicized requests for proposals must be considered to
the maximum extent practical,

2. Proposals must be solicited three (3) or more sources at a minimum;

Proposals will be evaluated using the technical evaluation score sheet (attached)

4. Contracts must be awarded to the responsible firm whose proposal is most advantageous to the School (as

scored in the technical evaluation).

w

The School shall maintain documentation including the technical evaluation of the proposals, each proposal received,
and the awarded contract.

Noncompetitive Proposal Method — This method may only be used when one of the following criteria is met:
1. Theitem is available only from a single source;
2. The public exigency or emergency for the requirement will not permit a delay resulting from competitive
solicitation;
3. The Federal awarding agency or pass-through entity expressly authorizes noncompetitive proposals in response
to a written request from the School; or
4. After solicitation of a number of sources, competition is determined inadequate.

The purchaser shall maintain documentation related to the Justification for Other Than Free and Open Competition
which will include all research performed to determine the item is only available from a single source, the authorization
of a public exigency or emergency (board resolution), the authorization from the federal awarding agency, and written
documentation to support attempts at soliciting more than one vendor and how it was determined that there was
inadequate competition. This documentation is required to be maintained with the requisition when submitted for
approval.

Authorization for Payment

See Section IV of the District Purchasing Manual.

Contracts with Statutory Educational Service Center
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The contract with the ESC is a statutory relationship as defined by Ohio Rev. Code §3313.843. The base cost of this
procurement is defined in Ohio Rev. Code § 3313.843 (H) and additional services are extended through this statutory

agreement as a comprehensive service plan for the District. These contracts are not, however, exempt from the

procurement methods documented above. The items identified in steps 1-2 below are intended to be utilized as

methods to document in the case an ESC is selected over another vendor and documented within the scoring rubric. The

ESC is organized as defined in 2 CFR § 200.318 (e) to foster greater economy and efficiency, and in accordance with

efforts to promote cost-effective use of shared services. Documentation must be included in the contract file to support

this analysis, which includes the items identified within this section. The District is encouraged to enter into state and

local inter-governmental agreements where appropriate for procurement or use of common or shared good and

services.

For contracts with an Educational Service Center (ESC) paid from Federal funds the following documentation will be

maintained and considered under Uniform Guidance Procurement requirements:

1.

Any ESC considered or chosen as a supplier maintains cost schedules on its website, as required by Ohio Law,
which will be reviewed at the time of contracting compared to cost/price analysis completed by management
for identified services (when not part of a formal solicitation for services above the simplified acquisition
threshold).
Documentation of the competitiveness of the services will be assessed based on the following factors:

a. Quality of services

b. The ESC’s experience in providing the services

c. The cost of a service, including, as appropriate, costs on a per student basis

d. Whether the ESC can provide a bundle of services allowing for efficiency

e. The ability of the ESC to provide services upon short notice and to a specific geographic location or

within specific proximity to meet the educational needs of one or more students

General Guidance:

Cost/Price Analysis: The total estimated costs for purchases exceeding the simplified acquisition threshold is
required for all purchases. Management should use the most relevant information available to arrive at
reasonable estimates for the procurement amount. This will determine the appropriate procurement method.
For amounts exceeding the simplified acquisition threshold, this documentation will be included in the scoring
rubric, including any support obtained.

Management minority businesses, women's business enterprises, and labor surplus area firms are used when
possible. Such organizations will be encouraged to propose on District contracts and management will
document such businesses on solicitation lists (where applicable). Businesses meeting these criteria will be
scored in the technical evaluation (as included in the rubric).

System for Award management will be searched for all contract awards over $25,000 threshold to determine
the awarded vendor is not suspended or debarred. This will be maintained with scoring documentation (scoring
rubric/small purchase guidelines) in the contract file.
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The use of purchasing cooperatives do not alleviate responsibility of management for procurement purposes. All
contracted purchasing cooperatives are required to follow the UG Procurement Standards. Management will
request documentation from the contracted Co-Op for audit purposes.

The procurement method to be used is based on the aggregate dollar amount of the purchase. For these
purposes the aggregate purchase is defined as the total dollar amount for the purchase of each distinctly
different good or service. Example 1: the purchase of 500 tablets at a cost of $300 each would be considered 1
distinct good for an aggregate purchase amount of $150,000. Another example, the purchase of 200 books at
$40 each ($8,000), 100 packs of pens at $5 each ($500), and 200 notebooks at $10 each ($2,000) would be
considered 3 distinct goods each under the micro-purchase method (note that if there are numerous items
within a purchase and it is not reasonable to expect a supplier to quote, the total amount would be considered
the aggregate for purchasing purposes). In no case should an employee attempt to split-up purchases to avoid
competition. Example 2: A grants coordinator for the district makes the following purchases on the same day at
two separate locations: pens and paper at a retail store, and ink cartridges and binders at an office supply store.
The dollar amount spent at each store is less than the micro-purchase threshold. Each purchase is considered a
single transaction and may be procured under the micro-purchase method. Example 3: The District purchases
milk on a monthly basis during the school year sale in the cafeteria. This is based on an annual contract to
provide the product at a set price on a per unit basis. The total estimate of the annual contract amount, based
on historical knowledge and other factors, determines the appropriate procurement method. Example 4: The
District plans for teacher in-service continuing education. The vendor will provide 2 sessions — one in the fall and
one in the spring and the total cost for the services to be provided is $12,000. The aggregate is the value of the
total contract — the small purchase method should be utilized. Example 5: The district identifies two separate
training courses that are independent and provided by different vendors. One session is identified for the fall
and the second for the spring at $6,000 per session. Each training is considered to be a single transaction and is
under the micro-purchase threshold. The purchase can be made under the micro purchase method.

Pre-qualified lists: To create purchasing efficiencies when the process is identified by multiple personnel
throughout the District

The listing by service/supply type will include no less than three (3) qualified vendors

b. This listing will be updated on at least an annual basis. In addition, vendors identified subsequent to the
initial approve list will not be precluded from inclusion on the listing.

c. The vendor listing will be for purchases meeting the micro-purchase and/or small purchasing

procedures. The process to compile the listing will be completed utilizing the small purchase scoring

sheet with the aggregate purchasing documented to be below the simplified acquisition threshold.

L

Method of solicitation will be documented within the scoring rubric for competitive proposals. At a minimum —
the invitation to bid will be included within the District website and the minimum number of qualified vendors
will be notified that the opportunity is available. Sealed bidding solicitation will follow that applied in
procurements subject to ORC (Policy DJC).
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Small Purchase Procedure Evaluation:

Electronic fillable version available, contact the treasurer.

Done Prior to completing Purchase Order, to be attached to PO

Small Purchase Procedure Evaluation
Clear Fork Valley Local School District
Date:

Contract Purpose:

Aggregate Purchase Amount
Consideration:

b

Quote Number

Vendor

Dollar Amount/Rate

Type of Quote

Attached

|

Vendor not suspended or
debarred (SAM search)

L L

Selected Vendor:

Additional Documentation:

~
(@]



Sealed and Competitive Bid Evaluation:
Electronic fillable version available, contact the treasurer.
Done Prior to completing Purchase Order, to be attached to PO

Technical Evaluation of Proposals Template MOATE: Ang respender Aot meeting e legaf and compliance requfrements cutlined in the FFF wilf be dizsgoalified
Clear Fork ¥alley Local School District

Date: Defined Aggregate Purchaze:

Contract Purpose:

Lease Consideration:

Solicitation Method:

S #beent | SRS fsery | S0 AT fnsert
Pt Fariroet et
A Naerey Ao
Evaluation Criteria Scale Score Score Score
Ezperience of the Responder
e Amreiting Aoy o sesipnes sl epalbiaie the 10
FEfEEE SRR o Ead et thaesed o e foir
ST SRR & SO e
Qualifications of the Responder
The Arpedimiing Aoty o seipmes sl esalbiate the 110
refesant ualilieainms feumantine s traimingl o eand
SESROITE ST SEEE ST SO
Scope and Quality of the bid
T Annodmiting Aoty or sesipnes sl esalste ssok
i v et S el e et el e Sovne o 113
e ST crentilime s dheimAr ST o B e guaity
O B R S TR S i e o e cuEeie s
e e ARSI
Minority Business Enterprise!Women Owned Busin
Tl Arreinting Aoy o senianees 2l deenmine & b
SR A FUSHIES & & TR dsive s oz
TR SIS S Emnine O Ao S ared ST s
Sesimed S CET AR
Preference Points
The Anrcainting Aoy or desianee ol euatiate tie bid | -6
V3 EETITIITE ITIErT S EITErI S EFEr EITee Oy i Soied
Price
T Mnpcating Ay o Gesipnee wil Eraliate the 10 #OM 0 #O0 #DIw 0!
e o eacd b and welal dhe points based o the falve
Total Score 1-65 #O1 0L #O0H #OIw!
Yendor not suspended or debarred [SAM search)

Basis for costiprice analysis:

FResults of CostPrice Analysis [Fate or Total Cost]::

Percent of
Price Weighting Table te or Total Ck Total= [1- Points
S A Fesrowder Mamed FoogDnm T sono
S A et Fesmaer Mamrel FoogDnm T sono
S T et esporaer Mamrel FoogDnm T oo
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Auditor of State
Bulletin 2020-001

DATE ISSUED: February 10, 2020

TO: All Public Offices
Community Schools

FROM: Keith Faber
Ohio Auditor of State

SUBJECT: Fraud Hotline

Ohio Rev. Code §117.103 requires the Auditor of State to maintain a system for fraud reporting, including misuse and
misappropriation of public money by any public official or office. The system allows all Ohio citizens and employees of
any public office the opportunity to make anonymous complaints through a toll-free telephone number, the Auditor of
State's website, a mobile app or through the United States' mail.

The Auditor of State is required to keep a log of all complaints filed. The log is a public record under Ohio Revised Code
§149.43 and must contain the following: the date the complaint was received, a general description of the nature of the
complaint, the name of the public office or agency with regard to which the complaint is directed, and a general
description of the status of the review by the Auditor's office. Information in the log may be redacted if Ohio Revised
Code §149.43 or another statute provides an applicable exemption.

Additionally, all public offices, including community schools, must provide information about the fraud reporting system
and the means of reporting fraud to all new hires. All new employees must confirm that they received this information
within thirty days after beginning employment. Ohio Revised Code 8117.103 requires the Auditor of State to confirm
during the course of an audit, as provided in Ohio Revised Code 8117.11, that public offices have so notified new
employees. The statute provides two ways to verify compliance. First, public offices may require new employees to sign
forms acknowledging the employees were notified of the fraud-reporting system. The Auditor of State has created a
model form, which is appended to this Bulletin and may be found on the Auditor of State website. Alternatively, public
offices may consider providing the fraud reporting system information in the employee manual for the public office. The
employee should sign and verify the employee's receipt of such a manual.

Finally, Ohio Revised Code 8124.341 extends whistleblower protections to employees who file a complaint with the new
fraud-reporting system. If a classified or unclassified employee becomes aware of a situation and reports it to the Auditor
of State's fraud-reporting system, the employee is protected against certain retaliatory or disciplinary actions. If retaliatory
or disciplinary action is taken against the employee, the employee has the right to appeal with the State Personnel Board
of Review within thirty (30) days after receiving actual notice of the action. This is the employee’s sole and exclusive
remedy.

You may direct questions about this bulletin to the Auditor of State’s Special Investigations Unit at (800) 282-0370.

Jullrbo

Keith Faber
Ohio Auditor of State
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