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D A  Go al s  an d  O bj ec t i ves  D A  

 T h e  boa rd  sh a l l  ad he r e  t o  s t r i c t  f i s ca l  a cc ou n t i n g  p r oc ed ures  a s  ou t l i ned  

i n  b oa r d  po l i c i e s  a nd  r u l e s .   T he  b oa r d  s ha l l  ma ke  an  e f f o r t  t o  s ec u re  goo ds  an d  

s e r v i ce s  f r o m r e sp ons i b l e  mer ch an t s  a nd  ve n do r s  a t  a  p r i ce  and  q ua l i t y  t ha t  wi l l  

e na b l e  t h e  s t a f f  t o  fu l f i l l  t he  d i s t r i c t ' s  e du ca t i on a l  goa l s .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  -  4 / 07 ;  9 / 18  

 



Budget Planning DB 

 (See DC and KBA) 

 A planned, systematically prepared budget is essential in the management of the district.  The 

board delegates to the superintendent the authority to develop a budget for the board's consideration. 

 In planning the budget, sufficient moneys shall be allocated in a manner reasonably calculated 

such that all students may achieve the capacities set forth in K.S.A. 72-3218(c). 

 Needs Assessment 

 Each year, the board shall conduct an assessment of the educational needs of each attendance 

center in the district.  Such assessment shall be published on the school district’s website.  Information 

obtained from the needs assessment shall be used by the board when approving the budget of the school 

district to ensure improvement in student academic performance.   

 The board shall annually review state assessment results and, as part of such review, shall 

document the following: 

• The barriers that must be overcome to have all students achieve proficiency above level 2 for 

grade level academic expectations on such assessments;  

• Any budget actions, including, but not limited to, recommendations on reallocation of 

resources that should be taken to address and remove such barriers; and  

• The amount of time the board estimates it will take for all students to achieve proficiency 

above level 2 for grade level academic expectations on the state assessments if such budget 

actions are implemented. 

 The board shall also prepare a summary of the budget.  The budget, the summary of the proposed 

budget, the needs assessment, and the state assessment documentation shall be on file at the 

administrative offices of the school district and available on the school district’s website.  Notice of the 

hearing on the budget shall include a statement that the budget(s), the summary of the proposed budget, 

the needs assessment, and state assessment documentation is on file at the administrative offices of the 

district and available on the school district’s website. 

 

Approved:  August 8, 2022 

KASB Recommendation - 4/07; 6/22 

 



Annual Operating Budget  DC 

 (See DB and KBA) 

 The district budget shall be prepared by the superintendent in cooperation with selected district 

employees and shall reflect the district’s educational goals, including improvement in student academic 

performance as described in board policy DB and state law.   

 The superintendent shall follow the adopted budget.   

 The district shall fund the operating budget according to approved fiscal and budgetary 

procedures required by the State of Kansas. 

Budget Forms 

 Budget forms used shall be those prepared and recommended by the Kansas State Department of 

Education.  Budget summary documents shall be prepared on forms provided by the Kansas State 

Department of Education. 

Priorities 

 The board will establish priorities for the district on a short-term, intermediate, and long-range 

basis, taking into consideration the requirements for budgeting. 

Deadlines and Schedules 

 Deadlines and time schedules shall be established by the board, unless otherwise provided by 

state law. 

Encumbrances 

 An encumbrance shall be made when a purchase is made or when an approved purchase order is 

processed.  All encumbrances shall be charged to a specific fund.  All necessary encumbrances shall be 

made by the superintendent. 

Recommendations 

 Recommendations of the superintendent and professional staff concerning the district’s budget 

allocations will be presented to the board prior to submission of the tentative draft budget.   

Preliminary Adoption Procedures 

 The superintendent will be responsible for developing the budget cover letter.  It is recommended 

that the letter include a restatement of the goals and objectives of the district and a list of budget priorities.  

An explanation of line-item expenditures will be included in the letter.  Fund expenditures and line 

categories will also be explained in terms of how the budget meets the goals and objectives of the district 

and enhances completion of priority programs.  A preliminary draft of the district’s budget will be 



submitted by the superintendent within a timeframe that allows the district to comply with all statutory 

deadlines. 

Hearings and Reviews 

 The board shall conduct budget hearings according to state law. The minutes of the meeting at 

which the board approves its annual budget shall state a needs assessment was provided to the board in 

accordance with board policy DB and state law, the board evaluated such assessment, and the manner in 

which the board used such assessment in the approval of the district's budget.   

 District budgets, the summary of the proposed budget, the needs assessment, and the state 

assessment documentation described in board policy DB shall be on file at the administrative offices of 

the district and available on the district's website. 

Budget Transparency 

 The district shall comply with the requirements of the Kansas Uniform Financial Accounting and 

Reporting Act and rules and regulations promulgated by the Kansas State Board of Education thereunder 

in maintaining, reporting, publishing on the district’s website, and making available to the public 

specified budgetary records, forms, and information. 

Management of District Assets/Accounts 

 The superintendent shall establish and maintain accurate, financial management systems to meet 

the district’s fiscal obligations, produce useful information for financial reports, and safeguard district 

resources.  The superintendent shall ensure the district’s accounting system provides ongoing internal 

controls. The superintendent shall review the accounting system with the board.  

 

Approved:  August 8, 2022 

KASB Recommendation - 7/03; 4/07; 6/07; 6/09; 6/15; 6/18; 6/21; 6/22 
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D E  F r au d P r ev ent io n  an d  I nv es t i ga t io n  D E  

 A l l  e mp lo yee s ,  b oa r d  me mb e r s ,  co ns u l t a n t s ,  ve nd or s ,  co n t r ac t o r s ,  a nd  o t her  

p a r t i e s  ma i n t a i n in g  a  b us i ne s s  r e l a t i o nsh ip  wi th  t he  d i s t r i c t  sh a l l  a c t  wi t h  du e  

d i l i gen ce  i n  d u t i e s  i n vo l v i n g  t he  d i s t r i c t ’ s  f i s ca l  r e so ur ces .   T h e  su pe r in t en den t  

s ha l l  d e ve lo p  i n t e r na l  co n t r o l s  t ha t  a i d  i n  t he  p r e ve n t i on  an d  d e t e c t i o n  o f  f r au d ,  

f i na nc i a l  i mp r opr i e t y ,  o r  i r r e gu l a r i t y .    

 R e por t i n g  Fra ud  

 A n  e mp lo ye e  w ho  su sp ec t s  f r au d ,  i mp ro pr i e t y ,  o r  i r r e gu l a r i t y  sh a l l  p r o mpt ly  

r ep or t  t ho se  su sp i c ion s  t o  t he  i mme d ia t e  su pe r vi so r  an d / o r  t he  s up e r i n t e nde n t .   I f  

t he  s up e r i n t e nde n t  i s  t he  su b j ec t  o f  t he  co mp la in t ,  r e po r t s  sha l l  b e  ma de  t o  t h e  

b oa rd  p r e s i den t  o r  t he  b oa r d ' s  l e ga l  c ou nse l .   T h e  s up e r i n t e nden t  s ha l l  gen e ra l l y  

h a ve  p r i mar y  r e s po ns i b i l i t y  f o r  a n y  i n ve s t i ga t i ons ,  i n  co ord in a t i o n  wi th  l e ga l  

c ou ns e l  a nd  o th e r  i n t e rn a l  o r  ex t e rn a l  dep a r t me n t s  an d  a ge nc i e s  a s  ap pr opr i a t e .   

I f  t he  s upe r in t en den t  i s  t he  s ub j ec t  o f  t he  r e por t  o f  f r au d ,  i mp r opr i e t y ,  o r  

i r r e gu l a r i t y ,  t he  b oa rd  s ha l l  r e t a in  co n t r o l  o ve r  t he  i n ves t i ga t i on  o r  ma y  d es i gn a t e  

i t s  l e ga l  co un se l  o r  a no t he r  i n ves t i ga to r  t o  ac t  on  b eh a l f  o f  t he  b oa r d  i n  

i n ves t i ga t i n g  t h e  ma t t e r  an d  r ep or t i n g  a n y f i n d i n gs  b ac k  t o  t h e  b oa r d .  

 W hi s t l eb l o wer s  

 T h e  d i s t r i c t  e nco ura ge s  c o mpla in t s ,  r ep or t s ,  o r  i nq u i r i e s  a bo u t  i l l e ga l  

p r ac t i ce s  o r  v io l a t i on s  o f  d i s t r i c t  p o l i c i e s ,  i n c lu d i n g  i l l e ga l  o r  i mp ro pe r  co nd uc t  

b y  t h e  d i s t r i c t ,  i t s  l ea de r sh i p ,  o r  b y  o t he r s  on  i t s  b eha l f .   R ep or t s  ma y  i n c lu de ,  

b u t  no t  be  l i mi t e d  t o ,  f i na nc i a l  i mpr op r i e t i e s ,  a cc ou n t i n g ,  o r  aud i t  ma t t e r s ,  e t h i c a l  

v i o l a t i o ns ,  o r  o t he r  s i mi l a r  i l l e ga l  o r  i mpro pe r  p r ac t i ce s  o r  p o l i c i e s .   T he  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  a ga in s t  s t a f f  me mb er s  w ho  

ma ke  go o d  f a i t h  co mp la i n t s ,  r ep or t s ,  o r  i n q u i r i e s  un de r  t h i s  po l i c y  o r  fo r  
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D E  F r au d P r ev ent io n  an d  I nv es t i ga t io n  D E -2  

p a r t i c i p a t i o ns  i n  a  r e v i e w  o r  i n ves t i ga t i o n  u nd e r  t h i s  po l i c y .   T h i s  p r o t ec t i o n  

e x t e nd s  t o  t h ose  wh os e  a l l e ga t i o ns  a r e  ma de  i n  go od  f a i t h  b u t  p ro ve  t o  b e  

mi s t a ken .   T he  d i s t r i c t  r e s e r ves  t h e  r i gh t  t o  d i s c ip l i ne  pe r so ns  w h o  ma ke  ba d  f a i t h ,  

kn o w in g l y  f a l s e ,  o r  ve x a t i o us  c o mp la i n t s ,  r ep or t s ,  o r  i nq u i r i e s  o r  w ho  o th e r wi s e  

a bu se  t h i s  po l i c y .  

 C o mp la i n t s ,  r ep or t s ,  o r  i nq u i r i e s  ma y  b e  ma de  u nde r  t h i s  po l i c y  o n  a  

c on f id en t i a l  o r  a no n ymo u s  bas i s .   T he y  s ho u l d  de sc r i be  i n  de t a i l  t he  s pec i f i c  f ac t s  

d e mo ns t r a t i n g  t he  b as es  fo r  t h e  c o mpl a in t s ,  r ep or t s ,  o r  i nq u i r i e s .   T he y  sh ou l d  b e  

d i r e c t e d  t o  t he  sup e r i n t e nd en t  u n l e s s  o t he r wi s e  p ro v i ded  a bo ve .   I f  t he  

s up e r i n t e nde n t  i s  i mp l i ca t ed  i n  t h e  co mp la i n t ,  r ep or t ,  o r  i nq u i r y ,  i t  sh ou l d  be  

d i r e c t e d  t o  t h e  bo a rd  o r  i t s  l e ga l  co un se l .   T h e  d i s t r i c t  wi l l  c on du c t  a  p r o mp t ,  

r e v i ew  o r  i n ves t i ga t i o n .   T he  d i s t r i c t  ma y  be  u na b l e  t o  fu l l y  eva l ua t e  a  va gue  o r  

ge n e ra l  c o mpl a in t ,  r ep or t ,  o r  i n qu i r y  t ha t  i s  ma de  a no n ymo u s l y .  

 

A p pr o ve d :   M arc h  18 ,  20 19   

K AS B  Rec o mme n da t io n  -  6 / 18 ;  9 / 18   
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D F A A Gr an t s  a nd  o th er  Ou ts i de  F in a nc i a l  Re so u rce s  D F A A 

 T h e  b oa r d  en co ura ge s  t h e  s upe r in t en den t  t o  s ec u re  f ed e ra l ,  s t a t e  a nd  

p r i va t e  g r a n t s ,  o r  o th e r  a l t e rn a t i ve  fun d i n g  s our ce s  fo r  u se  i n  cu r r i c u lu m 

d e ve lo p me n t ,  s t a f f  d e ve lo p me n t ,  i n s t r uc t i o na l  o r  ac t i v i t y  p ro gra ms  a nd  o t he r  

a r ea s  a s  d i r ec t ed  b y  t he  b oa r d .  

 A l l  g r a n t  ap p l i c a t i o ns  sh a l l  be  su b mi t t e d  t o  t h e  s up e r i n t e nde n t  f o r  a pp ro va l  

p r i o r  t o  su b mis s io n .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  –  6 / 04 ;  4 /0 7 ;  9 / 18 ;  1 2 /1 8  

 



Standard of Conduct for Federally Funded Contracts DFAB 

 The following standard of conduct shall be followed by board members, district employees, 

officers, and their agents in an effort to eliminate conflicts of interest and to govern actions while engaged 

in the selection, award, and administration of contracts on behalf of the district. 

 No board member, employee, officer, or agent may participate in the selection, award, or 

administration of a contract supported by Federal funds if he or she has a real or apparent conflict of 

interest concerning the contract. 

 For the purposes of this policy, a conflict of interest would include any instance when a board 

member, employee, officer, or agent; any member of his or her immediate family; his or her partner; or an 

organization which employs or is about to employ any of the parties indicated herein has a financial or 

other interest in or receives or would receive a tangible personal benefit from a firm considered for a 

contract. 

 Unless otherwise provided herein, no board member, employee, officer, or agent of the district 

may solicit or accept gratuities, favors, or anything of monetary value from vendors, contractors, or 

parties to subcontracts.  Therefore, these individuals would be prohibited from accepting offers for free 

entertainment which would otherwise cost the individual, lodging, transportation, gifts, or meals.  

However, accepting meals offered by a sponsor and consumed by such individual at school, a school 

sponsored activity, or a related event and/or accepting free product samples having a retail value no 

greater than $100.00 will not be a violation of this policy or standard of conduct. 

 Employees, officers, and agents of the district found to be in violation of this policy and standard 

of conduct shall be subject to disciplinary action, up to and including suspension or termination for 

employees and denial of access to district property and activities and/or the severing of the officer or 

agency relationship with the district, as appropriate. 

 

Approved:  August 8, 2022 

KASB Recommendation – 12/16; 6/22 

 



Federal Fiscal Compliance DFAC 

 (See CN, DFAA, and DFAB) 

 The board shall ensure federal funds received by the district are administered in accordance with 

federal requirements, including but not limited to the federal Uniform Grant Guidance. This policy 

outlines the district’s responsibilities when federal funding is considered.  The board designates the 

assistant superintendent as the federal programs coordinator and district contact for all federal programs 

and funding. 

 The director of finance shall establish and maintain a sound fiscal management system to include 

internal controls and federal grant management standards covering the receipt of both direct and state-

administered federal grants and to track costs and expenditures of funds associated with grant awards. The 

superintendent, to assist in the proper administration of federal funds and implementation of this policy, 

may recommend additional procedures and regulations be adopted to supplement this policy. 

 The district’s fiscal management system shall be designed with strong internal controls, a high 

level of transparency and accountability, and documented procedures to ensure that all fiscal management 

system requirements are met. Fiscal management standards and procedures shall assure that the following 

responsibilities are fulfilled: 

• Identification – The district must identify, in its accounts, all federal awards received and 

expended and the federal programs under which they were received.  

• Financial Reporting – Accurate, current, and complete disclosure of the financial results of 

each federal award or program must be made in accordance with the financial reporting 

requirements of the Education Department General Administrative Regulations (EDGAR). 

• Accounting Records – The district must maintain records which adequately identify the 

source and application of funds provided for federally-assisted activities.  

• Internal Controls – Effective control and accountability must be maintained for all federal 

funds, real and personal property purchased therewith, and other assets acquired with federal 

funding. The district must adequately safeguard all such property and must assure that it is 

used solely for authorized purposes. 

• Budget Control – Actual expenditures or outlays must be compared with budgeted amounts 

for each federal award. Procedures shall be developed to establish determination for 

allowability of costs for federal funds. 

• Cash Management – The district shall maintain written procedures to implement the cash 

management requirements found in EDGAR. 

• Allowability of Costs – The district shall ensure that allowability of all costs charged to each 

federal award is accurately determined and documented.  



Federal Fiscal Compliance DFAC-2 

Time and Effort Reporting by Employees 

 All district employees paid with federal funds shall document the time they expend in work 

performed in support of each federal program, in accordance with law. Time and effort reporting 

requirements do not apply to contracted individuals.  

Recordkeeping 

 The district shall develop and maintain a records management plan and related board policy, 

administrative regulations, and/or procedures for the retention, retrieval, and disposition of print and 

electronic records, including emails.  

 The district shall ensure the proper maintenance of federal fiscal records documenting:  

• Amount of federal funds, 

• How funds are used, 

• Total cost of each project, 

• Share of total cost of each project provided from other sources, 

• Other records to facilitate an effective audit, 

• Other records to show compliance with federal program requirements, and 

• Significant project experiences and results.   

All records must be retrievable and available for programmatic or financial audit. 

 The district shall provide the federal awarding agency, Inspectors General, the Comptroller 

General of the United States, and the pass-through entity, or any of their authorized representatives, the 

right of access to any documents, papers, or other district records which are pertinent to the federal award. 

The district shall also permit timely and reasonable access to the district’s personnel for interview and 

discussion related to such documents. 

 Records shall be retained for a minimum of three (3) years from the date on which the final 

Financial Status Report is submitted, or as otherwise specified in federal law or in the requirements of the 

federal award, unless a written extension is provided by the awarding agency, cognizant agency for audit, 

oversight agency for audit, or cognizant agency for indirect costs. If any litigation, claim or audit is 

started before the expiration of the standard record retention period, the records shall be retained until all 

litigation, claims or audits have been resolved and final action has been taken. 

 The district shall ensure that all personally identifiable data protected by statute or regulation is 

handled in accordance with the requirements of applicable law, regulations, board policy, administrative 

regulations, and procedures.  

 



Federal Fiscal Compliance DFAC-3 

Subrecipient Monitoring 

 If the district awards subgrants, the district shall establish procedures to: 

• Assess the risk of noncompliance. 

• Monitor grant subrecipients to ensure compliance with federal, state, and local laws and 

board policy, regulations, and procedures. 

• Ensure the district’s records are adjusted to cure recordkeeping issues discovered through the 

subrecipient’s audits, on-site reviews, or other monitoring.  

Compliance Violations 

 Employees and contractors involved in federally funded programs and subrecipients shall be 

made aware that failure to comply with federal law, regulations, or terms and conditions of a federal 

award may result in the federal awarding agency or pass-through entity imposing additional conditions or 

terminating the award in whole or in part.  

 

Approved:  August 8, 2022 

KASB Recommendation – 6/17; 6/22 
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D F E  I n v e s t m e n t  o f  F u n d s  D F E  

 T h e  i n ve s t me n t  o f  s c h o o l  d i s t r i c t  mo n i e s  s h a l l  b e  t h e  r e s p o n s i b i l i t y  o f  

t h e  s u p e r i n t e n d e n t ,  b u s i n e s s  ma n a ge r ,  a n d / o r  t h e  d i s t r i c t  t r e a s u r e r .  

 A n y  mo n i e s  n o t  i mme d i a t e l y  r e q u i r e d  f o r  t h e  p u r p o s e s  f o r  w h i c h  t h e  

mo n i e s  w e r e  c o l l e c t e d  o r  r e c e i ve d  ma y  b e  i n ve s t e d  a s  p r o v i d e d  b y  c u r r e n t  

s t a t u t e .  

 P o s t i n g  S e c u r i t i e s  

 A l l  i n ve s t me n t s  o f  d i s t r i c t  mo n i e s  s h a l l  b e  s e c u r e d  t o  1 0 0 %  o f  t h e  

a mo u n t  o f  d i s t r i c t  mo n i e s  b y  F . D . I . C .  c o ve r a ge ,  a  p l e d ge  o f  d i r e c t  f e d e r a l  

o b l i ga t i o n s ,  o r  d i r e c t  gu a r a n t e e d  f e d e r a l  a ge n c y  d e p o s i t s  i n  a c c o r d a n c e  w i t h  

r e q u i r e me n t s  o f  s t a t e  l a w .   E x c e p t i o n s  t o  t h e  r e q u i r e d  p o s t i n g  o f  s e c u r i t i e s  

s h a l l  b e  o n l y  a s  p r o v i d e d  b y  l a w  a n d  w i t h  a p p r o va l  o f  t h e  b o a r d .  

 A l l  o f f e r i n gs  o f  mo n i e s  f o r  i n ve s t me n t  s h a l l  s t a t e  t h e  a mo u n t  t o  b e  

i n ve s t e d  a n d  t h e  ma t u r i t y  d a t e  o f  e a c h  i n ve s t me n t .   

 A l l  b a n ks  a n d  s a v i n gs  a n d  l o a n  a s s o c i a t i o n s  ( h e r e a f t e r  “ f i n a n c i a l  

i n s t i t u t i o n ( s ) ” )  w i t h  ma i n  o r  b r a n c h  o f f i c e s  l o c a t e d  w i t h i n  t h e  d i s t r i c t  a n d  t h e  

c o u n t y  o r  c o u n t i e s  i n  w h i c h  p a r t  o f  t h e  d i s t r i c t  i s  l o c a t e d  s h a l l  b e  g i ve n  a n  

o p p o r t u n i t y  t o  r e s p o n d  t o  r e q u e s t s  f o r  p r o p o s a l s  o n  mo n i e s  o f f e r e d  f o r  

i n ve s t me n t .   A l l  r e s p o n s e s  s h a l l  b e  d i r e c t e d  t o  t h e  s u p e r i n t e n d e n t  a n d  s h a l l  b e  

s p e c i f i e d  o n  t h e  b a s i s  o f  s i mp l e  i n t e r e s t .  

 D i s t r i b u t i o n  o f  mo n i e s  f o r  i n ve s t me n t  s h a l l  b e  a s  f o l l o w s :  

 T h e  t r e a s u r e r  o r  o t h e r  p e r s o n  d e s i gn a t e d  b y  t h e  b o a r d  s h a l l  i n f o r m e a c h  

e l i g i b l e  f i n a n c i a l  i n s t i t u t i o n  o f  t h e  t o t a l  a mo u n t  o f  mo n e y  t o  b e  i n ve s t e d  o n  a  

s p e c i f i e d  d a t e  a n d  t h e  ma t u r i t y  d a t e  o f  t h e  i n ve s t me n t .  E a c h  f i n a n c i a l   
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D F E  I n v e s t m e n t  o f  F u n d s  D F E - 2  

i n s t i t u t i o n  r e s p o n d i n g  s h a l l  s u b mi t  a  s i n g l e  p r o p o s a l  o f  t h e  r a t e  o f  i n t e r e s t  i t  

w o u l d  p a y  o n  a l l  o r  p a r t  o f  t h e  f u n d s  t o  b e  i n ve s t e d .  

 M o n i e s  s h a l l  b e  i n ve s t e d  w i t h  t h e  f i n a n c i a l  i n s t i t u t i o n  o f f e r i n g  t h e  

h i gh e s t  i n t e r e s t  r a t e  i n  s u c h  a mo u n t  a s  t h e  f i n a n c i a l  i n s t i t u t i o n  w i l l  a c c e p t ,  a n d  

a n y  r e ma i n i n g  a mo u n t s  s h a l l  b e  i n ve s t e d  w i t h  t h e  f i n a n c i a l  i n s t i t u t i o n ( s )  

o f f e r i n g  t h e  n e x t  h i gh e s t  i n t e r e s t  r a t e s  i n  s u c h  a mo u n t s  a s  i t  w i l l  a c c e p t  u n t i l  

a l l  f u n d s  o f f e r e d  f o r  i n ve s t me n t  a r e  i n ve s t e d .   N o  f i n a n c i a l  i n s t i t u t i o n  s h a l l  b e  

e l i g i b l e  t o  r e c e i ve  a n y  f u n d s  i n  t h e  s a me  o f f e r i n g  a t  a  r a t e  l o w e r  t h a n  i t s  

p r o p o s a l  r a t e .  

 N o  p r o p o s a l  l e s s  t h a n  t h e  mo s t  r e c e n t l y  d e t e r mi n e d  i n ve s t me n t  r a t e  a s  

d e f i n e d  i n  K . S . A .  1 2 -1 6 7 5 a  s h a l l  b e  a c c e p t e d  u n l e s s  o t h e r w i s e  a u t h o r i ze d  b y  

K . S . A .  1 2 -1 6 7 5 .   N o  f u n d s  w i l l  b e  i n ve s t e d  f o r  ma t u r i t i e s  o f  mo r e  t h a n  t w o  

ye a r s .  

 A n y  mo n i e s  n o t  o t h e r w i s e  i n ve s t e d  i n  e l i g i b l e  f i n a n c i a l  i n s t i t u t i o n s  

l o c a t e d  i n  t h e  d i s t r i c t  d u e  t o  t h e i r  i n a b i l i t y ,  f o r  w h a t e ve r  r e a s o n ,  t o  a c c e p t  t h e  

f u n d s ,  s h a l l  b e  i n ve s t e d  i n  s e c u r e d  d e p o s i t s  i n  f i n a n c i a l  i n s t i t u t i o n s  w h i c h  h a ve  

o f f i c e s  l o c a t e d  i n  c o u n t i e s  i n  w h i c h  a  p a r t  o f  t h e  s c h o o l  d i s t r i c t  i s  l o c a t e d .  

 A n y  mo n i e s  n o t  i n ve s t e d  i n  f i n a n c i a l  i n s t i t u t i o n s  i n  t h e  d i s t r i c t  o r  

l o c a t e d  i n  c o u n t i e s  i n  w h i c h  a  p a r t  o f  t h e  s c h o o l  d i s t r i c t  i s  l o c a t e d  ma y  b e  

i n ve s t e d  a s  a u t h o r i ze d  b y  K a n s a s  l a w .  

 M o n i e s  a va i l a b l e  f o r  r e i n ve s t me n t  a s  a  r e s u l t  o f  ma t u r i t i e s  ma y  b e  

r e i n ve s t e d  w i t h  t h e  f i n a n c i a l  i n s t i t u t i o n  h o l d i n g  s u c h  mo n i e s  p r o v i d e d  t h e  

f i n a n c i a l  i n s t i t u t i o n  a g r e e s  t o  p a y  t h e  s a me  o r  h i gh e r  r a t e  a s  t h a t  o f f e r e d  b y  t h e  

h i gh e s t  p r o p o s a l  a t  t h e  t i me  t h e  r e q u e s t s  f o r  p r o p o s a l s  w e r e  a c c e p t e d .  
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D F E  I n v e s t m e n t  o f  F u n d s  D F E - 3  

 In  t h e  e ve n t  o f  i d e n t i c a l  h i gh  p r o p o s a l s ,  t h e  a l l o c a t i o n  o f  mo n i e s  t o  b e  

i n ve s t e d  b e t w e e n  t h e  f i n a n c i a l  i n s t i t u t i o n s  o f f e r i n g  t h e  h i gh  p r o p o s a l s  s h a l l  b e  

a t  t h e  d i s c r e t i o n  o f  t h e  s u p e r i n t e n d e n t .  

 T h e  t r e a s u r e r  s h a l l  r e c o r d  t h e  f o l l o w i n g  i n f o r ma t i o n :   t h e  d a t e  o f  e a c h  

r e q u e s t  f o r  p r o p o s a l ;  t h e  n a me  o f  e a c h  f i n a n c i a l  i n s t i t u t i o n  n o t i f i e d ;  t h e  n a me  

o f  t h e  o f f i c e r  n o t i f i e d ;  t h e  p r o p o s a l ;  t h e  a mo u n t  o f  mo n i e s  t h e  f i n a n c i a l  

i n s t i t u t i o n  i s  w i l l i n g  t o  a c c e p t  a t  t h e  r a t e  p r o p o s e d .  

 T o  b e  e l i g i b l e  t o  r e c e i ve  i n ve s t e d  f u n d s  o r  d e p o s i t s  f r o m t h e  d i s t r i c t ,  

a n y  o t h e r w i s e  e l i g i b l e  f i n a n c i a l  i n s t i t u t i o n  s h a l l  h a ve  o n  f i l e  i n  t h e  o f f i c e  o f  

t h e  d i s t r i c t  t r e a s u r e r  a  l e t t e r  r e q u e s t i n g  i t s  i n c l u s i o n  i n  a n y  r e q u e s t  f o r  

p r o p o s a l  a n d  p r o v i d i n g  p r o p e r  a s s u r a n c e  o f  c o mp l i a n c e  w i t h  r e q u i r e me n t s  o f  

a p p l i c a b l e  l a w s  a n d  b o a r d  p o l i c y  r e l a t i n g  t o  ma i n t e n a n c e  o f  p r o p e r  s e c u r i t y  a n d  

a s s u r a n c e  o f  i t s  me mb e r s h i p  i n  go o d  s t a n d i n g  c o n s i s t e n t  w i t h  c u r r e n t  f e d e r a l  

r e gu l a t i o n s .   T h e  s u p e r i n t e n d e n t  s h a l l  r e p o r t  mo n t h l y  t o  t h e  b o a r d  o n  t h e  

d i s t r i c t ' s  i n ve s t me n t s .  

 

A p p r o ve d :   A u gu s t  3 ,  2 0 2 0  

K A S B  r e c o mme n d a t i o n  6 / 0 6 ;  4 / 0 7 ;  6 / 1 8 ;  1 2 / 1 9 ;  6 / 2 0  
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D F G F ee s ,  P a yme nts  a n d  R e nt a l s  (S ee  K G)  D F G 

 P ro cee ds  f ro m f e es  fo r  bu i l d in g  o r  eq u ipme n t  use  o r  r e n t a l  wi l l  be  c r ed i t ed  

t o  t he  gen e ra l  o r  c ap i t a l  ou t l a y  f un ds .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  -  4 / 07 ;  9 / 18 ;  12 / 18  
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D F K Gi f t s  a nd  B e qu es t s  D F K 

 In c o me  de r i ve d  f r o m g i f t s  a nd  be qu es t s  w i l l  be  c r ed i t ed ,  i f  p os s ib l e ,  as  

s pe c i f i e d  b y  t he  b oa rd .   

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  -  4 / 07 ;  9 / 18  
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D F M E q ui pme nt  a n d  Su pp l i e s  Sa l e s  ( See  K K )  D F M 

 E x ces s  o r  un usa b l e  d i s t r i c t -o w n ed  eq u ip me n t  a nd  s up p l i e s  wi l l  b e  d i sp osed  

o f  a t  t he  d i s c r e t i on  o f  t h e  bo a rd .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  -  4 / 07 ;  9 / 18  
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D H B o n de d  Em plo ye es  D H 

 T h e  b oa r d  s ha l l  p u rc ha se  a  b l an ke t  f i d e l i t y  bo nd  fo r  s c ho o l  e mpl o yees .   

T h e  a mo u n t  o f  t he  b on d  sh a l l  b e  de t e r mine d  b y  t he  b oar d .  

 A  p os i t i on  bo nd  i n  t he  a mo u n t  o f  $  10 0 , 000  pe r  i nc i den t  i s  r e qu i r ed  f o r  t he  

t r ea s u re r ,  c l e r k  an d  s up e r i n t e nde n t .   A  po s i t i on  b on d  ma y  be  pu rch ase d  b y  t h e  

b oa rd  fo r  d i s t r i c t  e mp lo yee s  a s  f o l l o ws :  

•  B ui ld i n g  p r in c ip a l s  

•  B ui ld i n g  s ec re t a r y ( s )  

•  O t he r  e mp lo yee s  a s  t h e  bo a r d  ma y  d i r ec t .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  –  9 / 04 ;  4 /0 7 ;  9 / 18  
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D I C I nv e nto r i e s  D I C 

 A n  a cco un t in g  wi l l  be  ma de  a nn ua l l y  fo r  a l l  d i s t r i c t -o w n ed  p e r s on a l  

p ro pe r t y .  

 A n  i n ve n to r y  r ec o rd  s ys t e m s ha l l  b e  d e ve l o ped  b y  t h e  s up e r in t e nde n t .   

A l l  i n ve n to r y  r e co r ds  s ha l l  be  a nn ua l l y  up da t ed  s ho wi n g  de l e t i ons  an d  ad d i t i o ns ,  

t he  e s t i ma te d  va l ue ,  o r i g in a l  co s t  ( w here  a va i l ab l e ) ,  d a t e  o f  p u rc has e ,  s e r i a l  

n u mb er s  ( w her e  a va i l a b l e )  an d  l oc a t i on  an d  c on d i t i on  o f  eac h  p i ece  o f  d i s t r i c t -

o w ne d  pe r so na l  p ro pe r t y .  

 E ac h  b u i l d in g  p r i nc ip a l  s ha l l  t a ke  an  a nnu a l  i n ve n to r y  o f  d i s t r i c t -o w ne d  

p e r s on a l  p ro pe r t y  und e r  t he  d i r e c t i on  o f  t h e  s up e r i n t e nde n t .   In ve n t o r y  fo r ms  sh a l l  

b e  d e ve lo pe d  b y  t he  s up e r i n t e nd en t .   On e  c op y  o f  ea ch  i n ve n t o r y  t a ken  i n  a n  

a t t en da nc e  c en t e r  sha l l  be  f i l e d  i n  t h a t  bu i l d i n g ,  an d  o ne  co py  s ha l l  be  f i l e d  i n  

t he  ce n t r a l  o f f i ce  w i th  t he  c l e r k .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  -  4 / 07 ;  6 / 18 ;  9 /1 8  
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D I D A u di t s  D I D 

 T h e  bo a rd  sha l l ,  e ac h  yea r ,  e mpl o y  a  c e r t i f i ed  pu b l i c  acco u n ta n t  or  

c e r t i f i ed  pu b l i c  ac cou n t i n g  f i r m t o  a ud i t  a l l  f u nd s  a t  t he  s c hoo l  d i s t r i c t  a nd  t he  

i nd i v id ua l  s ch oo l s  o f  t h e  d i s t r i c t .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  -  9 / 18
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D JB  P et t y  C as h  A cc ou nts  D JB  

 T h e  b oa r d  ma y  e s t a b l i s h  pe t t y  c a s h  ac co un t s  b y  r e so l u t i on .   Al l  pe t t y  c a s h  

f un ds  wi l l  be  a ud i t ed  a nn ua l l y  a t  t he  s a me  t i me  a s  t he  ge ne ra l  f un d  bu d ge t .   T h e  

b oa rd  s ha l l  a l s o  r e ce i ve  mo n t h l y  r epo r t s  o f  t he  e xp end i tu r e s  f ro m a nd  

r e i mb ur s e men t s  t o  eac h  pe t t y  ca sh  a cco un t .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  -  4 / 07 ;  6 / 18 ;  9 /1 8  
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D J E  P u r c h a s i n g  D J E  

 T h e  p u r c h a s i n g ,  r e c e i v i n g ,  s t o r i n g  a n d  d i s t r i b u t i o n  o f  s u p p l i e s ,  

e q u i p me n t  a n d  s e r v i c e s  f o r  u s e  i n  t h e  d i s t r i c t  s h a l l  b e  ma n a ge d  e f f i c i e n t l y  a n d  

e c o n o mi c a l l y .  S c h o o l  e mp l o ye e s  a r e  n o t  a l l o w e d  t o  p u r c h a s e  p e r s o n a l  i t e ms  

f r o m ve n d o r s  u s i n g  d i s t r i c t  a c c o u n t s .  

 P u r c h a s i n g  A u t h o r i t y  

 T h e  b o a r d  s h a l l  a p p o i n t  a  p u r c h a s i n g  a ge n t  f o r  t h e  d i s t r i c t .  

 

A p p r o ve d :   F e b r u a r y  1 4 ,  2 0 2 2  

K A S B  R e c o mme n d a t i o n  -  4 / 0 7 ;  1 2 / 2 1  
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D J EB  Q ual i ty  Co ntr o l  D J EB  

 T h e  b oa rd  r e s e r ves  t he  r i gh t  t o  e s t ab l i s h  t he  s pec i f i c a t i o ns  fo r  an d  qu a l i t y  

o f  go od s  o r  s e r v i c es  p u r cha se d  b y  t h e  d i s t r i c t .  

 S p ec i f i ca t i on s  

 I t  i s  t h e  r e sp ons ib i l i t y  o f  t he  o r i g ina to r  o f  a  pu r ch ase  r eq ue s t  t o  s e e  t ha t  

a l l  spe c i f i ca t i on s  r equ es t ed  a r e  co mp le t e .  

 S t a nd a rd i za t i on  

 W he ne ve r  p os s ib l e ,  s t an da r d  l i s t s  o f  sup p l i e s  a nd  eq u ip me n t  s ha l l  be  

d e ve lo pe d  i n  a l l  b udge t  a r e as .  

 Q u an t i t y  P urc ha s in g  

 Q u an t i t y  p u rc has in g  i s  e nc our a ged .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  -  4 / 07 ;  6 / 18 ;  9 /1 8  
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D J E D B i ds  a nd  Q uot at i on s  R eq ui reme nt s  D J E D 

 A l l  p u r cha ses  r eq u i r i n g  c o mp e t i t i ve  b ids  s ha l l  be  ma de  i n  ac co r da nce  

w i t h  cu r r en t  s t a t u t e s .  

 T h e  pu r ch as i n g  a gen t  sh a l l  de ve l op  a nd  ma in t a in  l i s t s  o f  p o t e n t i a l  

s up p l i e r s .   B id  l i s t s  s ha l l  be  us ed  t o  no t i fy  p o t en t i a l  b i dde r s .  

 A n y  su pp l i e r  ma y  b e  i nc l ude d  i n  t h e  l i s t  up o n  r eq ues t .   Al l  b i d  l i s t s  sh a l l  

b e  r e v i e we d  an nu a l l y  b y  t he  p u rc ha s in g  age n t .  

 A  co p y  o f  t h i s  p o l i c y  sh a l l  b e  g i ven  t o  a l l  b i dd e r s  u po n  r eq ue s t .  

 A l l  b i ds  an d  su pp or t i n g  d ocu me nt a t i on  sh a l l  be  r e t a in ed  i n  t h e  d i s t r i c t  

o f f i c e  wi t h  t h e  c l e r k  f o r  a  pe r io d  o f  t h r ee  ye a r s  a f t e r  b id s  ha ve  be en  o pe ne d .  

 B id  Sp ec i f i ca t i on s  

 A l l  b i d  spe c i f i ca t i ons  s ha l l  i n c lu de  r e qu i r ed  ch a ra c t e r i s t i c s  an d  qu a l i t y  

s t an da r ds .  Sp ec i f i ca t i ons  s ha l l  i nc lu de ,  w h en  ne ces sa r y :   r eq u i r ed  pe r fo r ma n ce ,  

s u r e t y ,  b id ,  an d  s t a t u t o r y  b on d  i n f o r ma t ion ;  co mp l i a nce  wi t h  p r e f e r en t i a l  b i d  l a w;  

f i na nc i a l  s t a t e men t s ;  t h e  bo a rd ’ s  r i gh t  t o  r e j ec t  an y  o r  a l l  b i ds ;  c o mpl i an ce  w i th  

a l l  f e de r a l ,  s t a t e ,  and  l oc a l  l a w s ,  o rd ina nc es ,  an d  r e gu l a t i on s ;  t he  d a t e ,  t i me ,  a nd  

p l ac e  f o r  t h e  op en i n g  o f  b ids ;  a nd  o th e r  i t e ms  a s  t h e  boa rd  d i r e c t s .  

 T h e  b oa rd  sh a l l  a vo id  n e go t i a t i o n  o f  b id  sp ec i f i ca t i on s  a f t e r  b i ds  ha ve  

b ee n  ac cep t ed  an d  sha l l  co r r ec t  spe c i f i ca t i ons  i f  t he y  a r e  i na deq ua t e l y  wr i t t e n  an d  

r eq ues t  ne w  b id s .   I f  a n  e r ro r  i s  d i s c o ve red  i n  t he  b id  spe c i f i ca t i on s ,  a l l  b i ds  sha l l  

b e  r e tu r ne d  u no pe ned ,  an d  t h e  p ro j ec t  s ha l l  be  r e b id  us i ng  c o r r e c t e d  a nd / o r  

a me n de d  s pe c i f i ca t i on s .  

 P ro ce dur e  

 E x cep t  a s  pe r mi t t e d  b y  a pp l i ca b l e  l a w ,  a l l  b i ds  mu s t  be  s ub mi t t ed  t o  t he  

b oa rd  c l e r k .  Al l  b i ds  s ha l l  be  o pe ned  pu b l i c l y  on  t h e  s t a t ed  da t e  an d  t i me .   A l l  

b id de r s  a nd  o th e r  i n t e r e s t ed  p e r s on s  ma y  b e  p r e se n t  w he n  t he  b ids  a r e  o pen ed .  
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D J E D B i ds  a nd  Q uot at i on s  R eq ui reme nt s  D J E D- 2  

 B id s  ma y  be  op en ed  b y  t he  p u rc ha s in g  a ge n t  o r  o t he r  pe r so n  de s i gna t ed  

b y  t he  b oa r d ,  a nd  s uch  o pe n in g  sh a l l  be  w i t nes se d  b y  on e  o th e r  d i s t r i c t  e mpl o yee .   

T h e  b i ds  s ha l l  t he n  be  a r r a n ged  i n  o r de r  f ro m l o w  to  h i gh  b e fo re  t he y  a r e  p r e se n t e d  

t o  t he  b oa r d  fo r  a c t i o n .  

 R e sp ons ib l e  Bi dde r  

 A l l  b i ds  s ha l l  b e  a wa rde d  t o  t h e  l o wes t  r e sp on s ib l e  b i dde r .   T h e  boa rd  

r e ma i ns  t he  s o l e  j ud ge  o f  wh e th e r  a  b i dde r  i s  “ r e sp on s ib l e . ”   Cr i t e r i a  t ha t  ma y  be  

u se d  t o  j u d ge  w he t he r  t h e  b i dd e r  i s  r e s po ns i b l e  b y  w a y  o f  i l l u s t r a t i o n  a nd  no t  

l i mi t a t i on ,  a r e :   f i n an c i a l  s t a nd in g ,  r e pu t a t i on ,  e xp e r i e nce ,  p r i o r  wor k i n g  

r e l a t i on sh i p  wi th  t h e  d i s t r i c t ,  r e so urc es ,  f a c i l i t i e s ,  j ud gme n t ,  an d  e f f i c i e nc y .  

 T h e  b oa rd  ma y  i n ves t i ga t e  w he t he r  t h e  b id de r  i s  r e s po ns i b l e  b y  us i n g  

i n fo r ma t i on  a t  h an d  t o  fo r m a n  i n t e l l i gen t  j ud gme n t ,  suc h  a s ,  b u t  no t  ne ces sa r i l y  

l i mi t ed  t o ,  t h e  d i s t r i c t ’ s  a r ch i t ec t ,  p r e vi ous  c l i e n t s  o f  t he  b id de r ,  t he i r  o wn  

i n ves t i ga t i on ,  o r  a n  o u t s ide  i n ves t i ga t i on  a gen c y .  

 Wi t hd ra wa l  o f  B i ds  

 A n y  b i d  ma y  be  wi t hd ra wn  a nd /o r  c o r r e c t e d  p r i o r  t o  t h e  s c hedu l e d  t i me  

f o r  op en i n g  o f  b i ds  an d  n o  l a t e r  t han  t w o  d a ys  a f t e r  t he  b i ds  ha ve  b ee n  ope ne d  i f  

a  n on - j u d gme n t a l  e r ro r  has  bee n  ma d e .    

 A n y  b i d  r ece i ve d  a f t e r  t he  p ub l i c i zed  da t e  an d  t i me  sha l l  no t  b e  

c on s id e re d  b y  t he  b oa rd .  

 R e j ec t i on  o f  B i ds  

 T h e  bo a rd  r e s e r ves  t h e  r i gh t  t o  r e j ec t  a n y  a nd  a l l  b i ds  a nd  t o  a s k  fo r  ne w 

b ids .   T h i s  r e se r va t i o n  sh a l l  be  sp ec i f i ed  i n  t he  p ub l i ca t i o n  o r  no t i f i c a t i on  o f  b i d  

l e t t i n g .  
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D J E D B i ds  a nd  Q uot at i on s  R eq ui reme nt s  D J E D- 3  

 T h e  bo a rd  r e se r ve s  t h e  r i gh t  t o  wa i ve  a ny  i n f o r ma l i t i e s  i n  o r  r e j ec t  a n y  

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 oo l s  

 T h e  boa rd  ma y  pa r t i c i pa t e  i n  mu l t i - s t a t e  pu rc has i n g  p oo l s .  

 

A p pr o ve d :   M arc h  18 ,  20 19    

K AS B  Rec o mme n da t io n  –  7 / 03 ;  4 /0 7 ;  6 / 18 ;  9 / 18 ;  12 / 18  
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D J E E    L oc a l  P ur ch as i ng  D J E E 

 T h e  p u rc has in g  a gen t  sha l l  ma ke  pur cha se s  f r o m lo ca l  ve nd or s  w he n  t h e  

p r i c e ,  a va i l ab i l i t y  o f  t he  p ro du c t  a nd  s e r v i c e  a r e  co mp e t i t i ve  wi t h  o u t s i de  ven do rs  

f o r  p u rc has es  n o t  su b j ec t  t o  t he  b i dd in g  l a w .   T he  boa rd  s ha l l  no t  g r a n t  

p r e f e r e n t i a l  b id  p e rce n t a ge s  t o  l oc a l  co n t r ac t o r s  o r  bus ine s se s  e xce p t  a s  p ro v id ed  

b y  s t a tu t e .  

 

A p pr o ve d :   M arc h  18 ,  20 19    
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D J EF  R e q ui s i t i o ns  D J EF  

 T h e  pu rch as i n g  a ge n t  s ha l l  de ve l op  a  r equ i s i t i on  f o r m t o  be  us ed  b y  s t a f f  

me mb e r s  r eq ue s t i n g  t h a t  ce r t a i n  go od s  be  p u r cha se d  f o r  t h e  d i s t r i c t .  

 A l l  r eq u i s i t i o ns  sha l l  b e  s ub mi t t e d  t o  t h e  pu r ch as i n g  age n t  b y  t he  

d es i gn a t e d  d ea d l i n e .   A f t e r  a  pu r ch ase  o r de r  ha s  bee n  i s su ed ,  t he  nu mb er  o f  t he  

p u r cha se  o rd e r  sha l l  be  r ec o rd ed  on  t he  r e qu i s i t i o n ,  a nd  t h e  nu mb er  o f  t he  

r eq u i s i t i on  sh a l l  be  r e co r de d  o n  t he  p u rc ha se  o rd e r .   A f t e r  p r oce s s i n g ,  t h e  o r i g i na l  

c op y  o f  t he  r eq u i s i t i on  s ha l l  be  f i l ed  i n  t he  o f f i ce  o f  t he  pu rc has i n g  a ge n t  i n  

n u me r i ca l  s eq ue nce .  

 T h e  s ch oo l  o r  d i s t r i c t  en t i t y  s ha l l  no t  b e  us ed  t o  o rd e r  o r  p u rc ha se  s up p l i e s ,  

go o ds ,  o r  w are s  fo r  t h e  p e r s on a l  u s e  o f  emp l o yee s .   Us e  o f  t he  “ sc ho o l  e n t i t y”  i n  

t h i s  ma n ne r  wo u ld  i n c l ude ,  bu t  ma y  n o t  b e  l i mi t e d  t o ,  t he  u se  o f  t h e  s ch oo l  o r  

d i s t r i c t ’ s  na me ,  l e t t e r hea d ,  pu r ch ase  o r de r ,  f u nd ,  c r e d i t  ca r d ,  a nd /o r  c hec k .  
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D J E G P u rc ha se  O rd er s  and  C ont ra c t s  ( See  DJEJ  an d  DJ F A B)  D J E G 

 T h e  pu rch as i n g  a gen t  sh a l l  d e ve lo p  a n  o rd e r  fo r m co mp a t i b l e  wi th  t he  

r eq u i s i t i on  f o r m to  be  use d  i n  p u r cha s in g  go o ds ,  an d  sh a l l  b e  a u t ho r i ze d  t o  s i gn  

a l l  pu r ch ase  o rde r s .  

 E ac h  pu rc has e  o rd e r  s ha l l  i nc l ud e  a  s pe c i f i ca t i on  o f  t he  i t e m w h ich   

a de qu a t e l y  d esc r ibe s  t he  c ha r ac t e r i s t i c s  and  t he  qu a l i t y  s t an da rd s ;  a  qu o t e d ,  f i r m,  

n e t ,  de l i ve r ed  p r i ce ,  w he ne ve r  p os s ib l e ,  a nd  p r i ce s  sh o wn  b o t h  pe r  u n i t  an d  as  

e x t e nd ed ;  c l ea r  de l i ve r y  i n s t r uc t i on s  w h ich  i nc l ud e  t i me  an d  p l a ce ;  a  s i gn a tu re  o f  

t he  pu rch as i n g  a gen t  a nd  b ud ge t  ac co un t  co de  n u mb er ;  an d  t h e  a pp ro pr i a t e  a dd res s  

a nd  t e l ep ho ne  n u mb er .  

 A l l  p u rc has e  o rd e r s  s ha l l  b e  nu mb ere d  i n  s e que nc e ;  su f f i c i e n t  co p i e s  wi l l  

b e  ma d e  t o  me e t  d i s t r i bu t i o n  r eq u i r e me n t s .  

 A  ve rb a l  o r de r ,  s ub j e c t  t o  s ub se qu en t  c on f i r ma t io n  b y  a  w r i t t e n  p u rc has e  

o rd e r ,  ma y  b e  i s s ue d  o n l y  i n  c a se s  w her e  a  b on a  f i d e  e mer ge nc y e x i s t s .   Wh en e ve r  

p os s ib l e ,  a  pu rch ase  o rd e r  nu mb er  sh ou l d  b e  g i ven  t o  t he  su pp l i e r .   A  c on f i r min g 

r eq u i s i t i on /p urc has e  o rde r  sh a l l  b e  i s s ue d  i mme d ia t e l y  t he r e a f t e r  an d  c l e a r l y  

ma r ke d  a s  s uch .  
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D J E J P a yme nt  P roc ed ur es  (S ee  DJ EG  a nd  DJ FA B )  D J E J  

 T h e  su pe r i n t e nd en t  sh a l l  r e co mme n d  pa yme n t  t o  ven d or s  a nd  s up p l i e r s  f o r  

go o ds  a nd  s e r v i ce s  u p on  sa t i s f ac t o r y  r ec e ip t  o f  a l l  goo ds  o r  c o mpl e t i on  o f  a l l  

s e r v i ce s  a nd  fo r  wh i ch  t h e r e  i s  a  d i s t r i c t  pu rc has e  o rde r  n u mb er  i s s ued  a s  p r o v ided  

f o r  i n  b oa r d  po l i c y .   ( Se e  DJ E G)  

 T h e  b oa r d  sha l l  c ons i de r  p a yme n t  o f  b i l l s  r e co mme n d ed  fo r  p a yme n t  a t  

r e gu l a r  b oa r d  me e t i ngs  ex ce p t  a s  p r o vi ded  f o r  i n  p o l i c y .   ( See  DJ F A B)  

 T h e  b oa r d  ma y  de s i gn a t e  o ne  o r  mo re  e mp lo yee s  t o  pa y  b i l l s  i n  a d vanc e  o f  

a n y  b oa r d  me e t i n g  i n  o rd e r  t o  a vo i d  a  p ena l t y  f o r  l a t e  pa yme n t  o r  t o  t a ke  a d va n t a ge  

o f  an y  ea r l y  pa yme n t  d i s co un t .  
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D JF A P u rc ha s in g  A ut ho r i t y  D JF A 

 T h e  s upe r in t en de n t  i s  au th o r i zed  t o  e xec u t e  co n t r ac t s  o n  b eh a l f  o f  t he  

d i s t r i c t  f o r  t h e  p u rc ha se  o f  go od s  a nd  s e rv i ce s  i f  t h e  a mo u n t  i s  l e s s  t ha n  $2 0 , 00 0 .   

T h e  boa rd  s ha l l  r e ce ive  r ep or t s  on  a n y  c on t r a c t s .  
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Administrative Leeway  DJFAB 

 (See DJEG and DJEJ) 

 In an emergency, the superintendent shall have the authority to make expenditures necessary to 

prevent additional damage to district property, to keep the schools open or to reopen schools.  Emergency 

purchases shall be ratified by the board at the next regular or special board meeting. 

 

Approved:  August 8, 2022 

KASB Recommendation - 4/07; 6/22 
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D K S tu d ent  Act i v i t y  F un d  M an ag eme nt  (S ee  J G H B,  J H  a nd  J L)  D K 

 A n y  ac t i v i t y  w h ic h  i n vo l ves  t h e  ex pen d i t u re  o f  ac t i v i t y  f und s  sh a l l  be  

s ub j ec t  t o  p r i o r  ap pro va l  o f  t he  p r i n c ip a l .  

 A c t i v i t y  F un d  M an a ge me n t  

 T h e  bu i l d i n g  p r in c ipa l s  sh a l l  ma i n t a i n  an  acc ura t e  r ec o r d  o f  a l l  s t u den t  

a c t i v i t y  fu nd s  i n  t he  r e s pec t i ve  a t t en da nce  ce n t e r s .   N o  f un ds  s ha l l  b e  e xp en de d  

f r o m th ese  acc ou n t s  ex ce p t  i n  su pp or t  o f  t he  s t u de n t  ac t i v i t y  p r ogr a m.   N o  ac t i v i t y  

a cc ou n t  sh a l l  ha ve  a  n e ga t i ve  ba l an ce .  

 T h e  boa rd  s ha l l  r e ce ive  a  mo n th l y  r ep or t  o n  a l l  a c t i v i t y  ac co un t s .  

 A l l  s t u de n t  ac t i v i t y  fu n ds  wi l l  b e  a ud i t e d  a nn ua l l y  a t  t he  s a me  t i me  a s  t he  

ge n e ra l  f un d  bu d ge t .  

 A l l  pa yme n t s  f ro m s t ud en t  a c t i v i t y  fu nd s  sha l l  be  ma d e  f ro m p urc ha se  

o rd e r s  s i gn ed  b y  t he  e mp lo ye e  r e s po ns i b l e  f o r  t he  f un d .  

 R e ce i p t s  s ha l l  be  kep t  f o r  a l l  r e ven ue  dep os i t ed  i n t o  t h e  a c t i v i t y  fu nd  o f  

e ac h  a t t en da nce  ce n t e r .   Al l  pa yme n t s  f ro m th e  ac t i v i t y  f un d  s ha l l  b e  b y  c hec ks  

p ro v id ed  fo r  t ha t  p u rp os e .  

 A c t i v i t y  F un d  De po s i t s  

 A c t i v i t y  f un ds  f ro m ga t e  r e ce i p t s  o r  o t he r  so u rc es  ma y  be  de po s i t ed  

d i r e c t l y  i n to  a  b an k  a cc ou n t  ma in t a in ed  fo r  t h i s  p u r po se .  

 In a c t i ve  Ac t i v i t y  F un ds  ( See  J H)  

 T h e  b oa r d  wi l l  a s s ume  co n t r o l  o f  a l l  i nac t i ve  ac t i v i t y  f un ds  a nd  d i s bu r se  

t hos e  f un ds  t o  o th e r  ac t i v i t y  acc ou n t s  o r  exp en d  t he  fu nds  a s  d i r e c t e d  b y  t he  bo a rd .  

 E ac h  s t u de n t  ac t i v i t y  fu nd  s ha l l  h a ve  an  emp l o yee  i n  cha r ge  o f  t h e  f un d .  
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D K S tu d ent  Act i v i t y  F un d  M an ag eme nt  D K- 2  

 T h e  e mpl o yee  s ha l l  b e  r e sp ons ib l e  f o r  ma k i n g  a  mo n th l y  r e po r t  t o  t h e  

s up e r i n t e nde n t  an d  t h e  bo a r d .  

 T h e  mo n th l y  s t u de n t  ac t i v i t y  r e po r t  s ha l l  s ho w op en i n g  an d  c lo s ing  

b a l a nc es  o f  ea ch  fu nd .   T h e  r e por t  s ha l l  a l so  sh o w  th e  t o t a l  amo u n t  o f  de po s i t s  

a nd  a n  i t e mi zed  l i s t  o f  ex pe nd i t u r e s .  

 

A p pr o ve d :   M arc h  18 ,  20 19    
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D P  C o l l ec t io n  P r oc ed ure s  ( Se e  E E an d  J S)  D P  

 U n pa i d  Fe es  a nd  Ne ga t i ve  Ac co un t  Ba l ance s  

 U n pa i d  o r  o ve r due  acc ou n t s  d i s r up t  ac co un t in g  p r ac t i ce s  wi th in  t he  d i s t r i c t .   

A l l  pe r so ns  w ho  o we  o ve r du e  f e e s  o r  ha ve  ne ga t i ve  ac co un t  ba l an ces  w i th  t he  

d i s t r i c t  sh a l l  be  no t i f i ed  o f  t he  d e l i n qu enc y  up  t o  t h r e e  t i mes  i n  no t  l e s s  t h an  t e n  

d a y  i nc r e me n t s  b y  t h e  su pe r in t en de n t  v i a  l e t t e r  s en t  b y  U .S .  F i r s t  C l a s s  Ma i l  

p ro v id i n g  t ha t  t he  i nd i v i du a l  o we s  t he  d i s t r i c t  f e e s  o r  t ha t  a  s pe c i f i ed  ac co un t  has  

i n su f f i c i en t  f un ds  o r  a  ne ga t i ve  ba l an ce  a nd  th e  r ea s on  fo r  t h e  f ee s  o r  a cc ou n t  

w i t hd r a wa l s .    

 I f ,  wi t h i n  t e n  da ys  a f t e r  t he  s e co nd  no t i ce  was  ma i l ed ,  t he  deb t  i s  n o t  pa i d  

i n  f u l l  o r  a r r a n ge men t s  ha ve  no t  b ee n  ma de  w i th  t h e  s up e r in t e n den t  t o  p a y  i t ,  a  

t h i rd  a nd  f i na l  n o t i ce  sh a l l  be  s e n t  t o  t h e  de b to r  b y  ma i l .   P os t a ge  an d  s t a t i on a r y  

c os t s  ma y  b e  a dd ed  t o  t he  o r i g i na l  b i l l .  

 I f  f u l l  pa yme n t  i s  n o t  r e ce i ve d  b y  t h e  c l e r k  wi t h i n  t en  d a ys  a f t e r  ma i l i n g  of  

t he  f i na l  n o t i c e ,  au tho r i za t i o n  f o r  t he  en fo rce me n t  o f  co l l ec t i o n  ma y  be  ob t a in ed  

t h ro u gh  t he  l o ca l  sma l l  c l a i ms  co ur t  i n  c o mpl i an ce  wi th  K a nsa s  s t a t u t e s ,  t he  

s up e r i n t e nde n t  ma y  t u rn  t he  ma t t e r  o ve r  t o  l e ga l  co uns e l  t o  c o mme n c e  de b t  

c o l l e c t i on  p r oc eed ings  on  b eh a l f  o f  t h e  d i s t r i c t ,  o r  t he  ma t t e r  ma y  be  h an d l e d  

t h ro u gh  t he  K a nsa s  Se t O f f  P r o gr a m.  

 In s u f f i c i en t  Fu nd s  Ch ec ks  

 T h e  s up e r in t en de n t  i s  au t ho r i ze d  t o  r e t a i n  t h e  s e r v i ce s  o f  a  c o l l ec t i o n  a ge nc y 

t o  co l l ec t  f u nd s  du e  t o  t he  d i s t r i c t  up on  r e ce i p t  o f  i n su f f i c i en t  f u nd s  che c ks .  

 

A p pr o ve d :   M arc h  18 ,  20 19   

K AS B  Rec o mme n da t io n  –  1 2 /1 6 ;  6 / 18 ;  9 /18 ;  12 / 18  
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