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A single receipt can be allocated to up to 9,999 different accounts.

ENTERING A RECEIPT

· Click on Receipts, Click on Create New Cash Receipt

· Cash account 10.00 will pop up

· Press enter

· Cash account name CHECKING will pop up

· The current date will pop up as Date of Receipt

· Press enter

· Enter the Sponsor, if applicable

· Press enter

· Enter the name of the person or entity from which the cash receipt is received

· Press enter

· Enter a description as to why this cash receipt is being created

· Press enter

· Enter the preprinted number(s) from the IAC sheet or Receipt Book (i.e. 32156-58)

· Press enter twice

· Enter the date the deposit will be posted at the bank

· Press enter

· Press enter, except if more than one deposit is being made on the date.  Receipts for the second deposit of a day would be entered as deposit number 2.

· Press enter, if the above information is correct.  Press N if the above information is incorrect, and correct what needs correcting.

· Enter the fund or press enter for a pop-up list of accounts
· Press enter

· Enter the account number

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· Enter the amount

· Press enter

· Press enter, if the above line is correct.  Press N if the above line is incorrect, and correct what needs correcting.

· Repeat the above indented steps for each additional line

· Press <ESC> to end

· Press S to save the receipt

· Press enter

POSTING AND PRINTING ONE RECEIPT 

· Click on yes to print and post the receipt

· Press Y to print the receipt

(An original and a duplicate receipt will print)

· Press enter

· Press enter

· Press enter

POSTING AND PRINTING A GROUP OF RECEIPTS 

· Click on No to not post and print the receipt. This option is used when a group of receipts is entered and the group of receipts is printed and posted
· Click on Receipts, Click on Edit List

· Click on OK, Edit List will print

· Review the receipts

· Click on Receipts, Click on Post Cash Receipts, Click on Current Period

· The receipts for the current period will pop up

· Press Y

· Press enter

· Press Y to print the receipts

(An original and a duplicate receipt will print)

· Press enter

· Press enter

· Click on OK or Press enter

PRINTING A RECEIPTS JOURNAL

· Click on Reports, Click on Cash Receipts, Click on Receipts Journal

· The current date will pop up

· Press enter

· Press enter

· Press enter

· Press Y if the above information is correct and press enter

· Press enter, if the above information is not correct, and correct what needs correcting

· Click on OK or Press enter

PRINTING A COPY OF A RECEIPT OR GROUP OF RECEIPTS

· Click on Receipts, Click on Official Receipts

· Press N

· Press enter

· Enter the range of receipt numbers to be printed (e.g., from 3 through 3 would print receipt 3, from 3 through 5 would print receipts 3, 4, and 5) or press enter for a pop-up list of receipt numbers
· Press enter if the above information is correct

· Press N and enter, if the above information is not correct, and correct what needs correcting

· Press enter 

· Click on OK or Press enter

PURCHASE ORDER DISTRIBUTION

This will determine the text to be printed at the bottom of multiple purchase order copies.

· Click on File, Click on File Maintenance, Click on Purchase Order Distribution

· Enter the purchase order copy number  (e.g., 1, 2)

· Press enter

· Press enter

· Enter the text describing the place this copy is to be sent, filed, etc. (e.g., ORIGINAL-VENDOR)

· Press enter

· Press enter if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

PURCHASE ORDER NUMBERING

Manatee automatically assigns the next consecutive purchase order number when the purchase order is entered.  

Manatee may automatically assign an incorrect purchase order number, if the Identification File Maintenance menu is accessed before the first purchase order is created for the year and the cursor is moved to the next purchase order number field or moved to a field below the next purchase order number field.  Manatee looks for the last open purchase order number and assigns to the next purchase order number field the consecutive number following the last open purchase order number.  This is a problem when purchase order numbers have been issued numbers higher than the last open purchase order number. For example, Purchase order number 202 is the last open purchase order number.  Purchase order numbers 203 through 207 have been issued, but they have been received and paid, therefore purchase order numbers 203 through 207 are not open. Manatee will assign Purchase order 203 as the next purchase order number in the next purchase order number field.

The following steps must be completed, in order to assign the next purchase order the correct purchase order number:

At the beginning of the fiscal year:

· Click on the previous year’s school

· Login using the archived school login and password

· Continue with the below procedure – During the fiscal year
During the fiscal year:

· Click on Reports
· Click on Purchase Orders
· Click on Purchase Order status
· Enter the date of first purchase order for the report
· Enter the date of last purchase order for the report
· Press Y and Press enter
· Press enter.  Note the last purchase order number that was entered
· Press ESC, press ESC
· If in the archived school, exit and login to the current year school
· If in the current year school, do not exit
· Click on File
· Click on File Maintenance
· Click on Identification File Maintenance
· Press enter thirteen times.  The second page of the identification file maintenance screens will appear
· Press enter five times
· Type Y and Press enter
· Type the next consecutive purchase order number (The consecutive number following the last purchase order number from the purchase order status report),
· Press enter twelve times
FORM ST-12

A Sales and Use Tax Certificate of Exemption (ST-12) must be given to each vendor for audit purposes.  Once the vendor has an ST-12 on file, they do not need a copy with each purchase.
CREATING A PURCHASE ORDER

· Click on PO’s, Click on Create New Purchase Order

· The next available purchase order number will pop up

ENTER THE VENDOR INFORMATION  (See Section 13 – Accounts Payable (1099 Report) for further information on entity type and 1099 status.)

· Enter the vendor ID, if the vendor is on file or press enter for a pop-up list of vendors
· Press enter
· If the vendor is not on file and is to be added, enter the new vendor ID.  Follow VENDOR FILE MAINTENANCE - ADD A VENDOR instructions to add a vendor.  Mark all 1099 vendors.

· If the vendor is a parent add as a 1TIME vendor, enter 1TIME as the vendor ID and enter the vendor information in the fields below the PO number.  The 1TIME vendor is used for reimbursements or refunds to parents ONLY.

Reimbursements to staff members must have the staff member set up as a vendor.  Do not use the 1TIME vendor for staff reimbursements or vendor payments.  Only use the 1TIME vendor for parent refunds.

· If the vendor is a staff member set up as a vendor using the WISE ID# as the Federal Tax ID number.  

ENTER THE CASH ACCOUNT, SPONSOR, AND DATE REQUIRED

· The current date will pop up as the PO date

· Press enter four times
· Cash account 10.00, Checking will pop up

· Press enter

· Enter a sponsor for the PO, if applicable

· Press enter

· Enter a bid number for the PO, if applicable

· Press enter five times

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

(A Gray Box will pop up)

ENTER THE ITEMS ORDERED AND ACCOUNT NUMBER(S) TO BE ENCUMBERED

(Enter in the Gray Box)

· To list each item on the Purchase Order

· Enter the number of items requested as the Quantity ordered, press enter

· Enter the item number, such as catalog number for the Item Code, press enter

· Enter the description of the item as the Description, press enter

· Enter  a unit of measurement as the Unit of Measure (e.g., EA, BX, DS, CS)

· Press enter

· Enter the unit price as the Cost Per Unit, press enter

· The extended price will pop up

· If a list is attached to the Purchase Order

· Enter 1 as the Quantity ordered, press enter
· Enter “Per Attached” for the Item Code, press enter
· Enter a description of the items, press enter

· Enter “EA” for the Unit of Measure, press enter

· Enter the entire cost of the order as the Cost Per Unit, press enter

· The extended price will pop up, press enter twice
· Enter the account number to be encumbered  as the Allocate to Account or press 
enter for a pop-up list of accounts
· Press enter
· The account name will pop up

· Press enter, if the above line is correct

· Additional detail lines may be entered 

· Press <ESC> to end

· Press S to save the Purchase Order

· Press enter

· Press enter
PRINTING A PURCHASE ORDER

· Click on PO’s, Click on Print Purchase Orders

· Press enter
· Enter number of copies to print
· Press enter

· Enter the purchase order number to print or press enter for a pop-up list of purchase 
order numbers
· Press enter

· Click on OK or press enter
VOIDING A PURCHASE ORDER

If a purchase order is for the wrong vendor, write “VOID” on the original purchase order.  Create a new purchase order to the correct vendor.  Refer to the original purchase order on the new purchase order.  Attach the old purchase order to the new purchase order. 

· Click on PO’s, Click on Edit Existing Purchase Order

· Enter the PO number to be voided or press enter for a pop-up list of purchase 
order numbers
· Press enter

· Press V

· Press enter

EDIT THE PURCHASE ORDER

A purchase order may be edited until the purchase order is printed and sent to the vendor.  Editing allows for changes in items, quantities, prices, account allocations, and voids.  When the purchase order is edited for accounts, quantities and prices, the encumbrance against the accounts are updated for the new amounts.

· Click on PO’s, Click on Edit Existing Purchase Order

· Enter the number of the purchase order to be edited or press enter for a pop-up list of 
purchase order numbers
· Press enter

· Press E if the Vendor information or payment terms need editing

· Press enter

· Press C to continue with detail

· Press enter

· Press A to add a line

· Press D to delete a line

· Press C to change a line

· Make the needed changes

· Press Q to quit

· Press enter

RECEIVE THE PURCHASE ORDER


A purchase order is considered received once the goods are delivered in satisfactory condition and an original invoice is obtained from the vendor. 

· Click on PO’s, Click on Receive Items Ordered

· Enter the Purchase Order number being received  or press enter for a pop-up list of 
purchase order numbers
· Press enter

· Enter the Received on date

· Press enter

· Press enter, if the above information is correct

· Press N, if the above information is incorrect, and correct what needs correcting

· The amount ordered will pop up

· Press enter, if the quantity received is correct.  If a different quantity was received, enter the correct amount.

· The unit price will pop up

· Press enter, if the unit price is correct.  If the unit price is incorrect, enter the correct unit price.

· The cost received will pop up

· Press enter, if the above line is correct

· Press N, if the above line is incorrect, and correct what needs correcting and press enter

· Receive the remaining lines, if applicable
· Press enter to generate an invoice for the purchase order

· Enter the invoice number from the vendor’s invoice.  If there is no invoice number, use the current date and the vendor ID as the invoice number.

· Press enter

· Enter the invoice date from the vendor’s invoice

· Press enter

· Press enter, if the above information is correct

· Press N, if the above information is incorrect, and correct what needs correcting and press enter

UNRECEIVING/RE-OPENING THE PURCHASE ORDER
· Click on PO’s, Click on Receive Items Ordered

· Enter the Purchase Order number or press enter for a pop-up list of purchase order 
numbers
· Press enter

· Enter the Received on date or use default date

· Press enter

· Press enter, if the above information is correct

· Press N, if the above information is incorrect, and correct what needs correcting

· The cursor will be in This Receipt field

· Enter the quantity ordered as a negative number; press enter to accept the unit price.  This moves the quantity ordered to Pending

· Press enter, if the above line is correct

· Press N, if the above line is incorrect, and correct what needs correcting and press enter
· Enter the quantity ordered as a negative number on the remaining lines if applicable
· Receive the quantity on the remaining lines with “–”, if applicable, and press enter.
· Press enter, if the above line is correct
· The Purchase order status becomes an Open status
EDIT AN INVOICE

An invoice is edited when there is a difference in the amount of the purchase order and the invoice, or the account allocation has changed. An invoice may also be edited for discounts or shipping charges. Lines may be added, changed, or deleted.

· Click on Disbursements, Click on Edit an Existing Vendor Invoice
· Enter vendor ID or press enter for a pop-up list of vendors
· Press enter
· Enter invoice number or press enter for pop-up list of invoices
· Press enter
· A red pop-up will appear, Warning - This invoice has been selected for payment! 
· Press C to Continue, press enter
· Press A to Add a line, press enter (e.g., shipping, discount, or additional line due to account allocation of original entries); Press C to Change a line, press enter (e.g., amount or account allocation); Press D to Delete a line, press enter (e.g., incorrect information or error when receiving). If several functions must be performed on the same invoice, Press “ESC” to switch between functions.
· Press S to Save, if correct.
· Press A to Abandon, to re-start the edit process
· Press C to continue and edit additional lines
· Press Enter
· Press Q to Quit (the check is ready to print), press enter
SELECT INVOICES FOR PAYMENT

Invoices may be entered and held to issue a check at a later time.

· Click on Disbursements
· Click on Select Invoices for Payment
· Click Vendor Invoice Number.  Account 10.00 Checking will pop up as the Pay from Cash Account
· Press enter
· Enter vendor ID or press enter for a pop-up list of vendors
· Press enter
· Press Y to edit payment
· Press enter
· Press N  to hold invoice for payment or Press Y to pay invoice

· Press enter

· Press N and press enter

· Press <ESC> twice

PRINTING AN EDIT LIST
It is recommended to print an edit list prior to printing checks.

· Click on Disbursements

· Click on Edit List

· Press enter

PRINTING CHECKS

· Load the checks in the printer
· Click on Disbursements, Click on Print Checks
· Account 10.00 Checking will pop up as the Cash Account
· Press enter
· Press enter
· The current date will pop up as the check date
· Press enter
· The next check number will pop up (this number should match the first check number on the check that is in the printer).  This number can be changed to a greater number, but NOT a lower one.

· Press enter

· Press Y, and press enter if the above information is correct

· Press enter, if the above information is incorrect, and correct what needs correcting and press enter

· A print box opens – click on OK or press enter
· Press Y, if the checks printed properly (includes checks that were printed upside down or distorted due to printer malfunction) and press enter.  The checks will post.

· Press N only if the checks printed on plain paper

Contact the OBS/School Business Division, if the checks appear to have not printed properly.

· Click on File

· Click on File Maintenance

· Click on Identification File Maintenance

· Press enter twelve times until the question "is the above information correct?" appears

· Press enter

· The next screen will appear

· Press enter thirteen times until the cursor is in the Sales Tax Liability Account field

· Press the delete key

· Press the escape key

· Press enter two times until the question "is the above information correct?" appears

· Press enter

A TRANSFER moves funds from one fund account to another fund account or from one cash account to another cash account (e.g., Checking to Savings).  A single transfer entry can be allocated up to 9,999 different accounts.  Transfers should not be used to correct posting errors.  Adjustments are used to correct posting errors.  When doing a transfer the Net Balance should always be Zero.  One line is entered per account code and can be entered in any order as long as the Net Balance is Zero.

· Click on Trans+Adj, Click on Create Transfers and Adjustments

· The system will generate the Batch Number

· Press T for transfer

· Press enter

· The current date will pop up

· Press enter

· Enter some sort of description as to why this batch is being created

· Press enter

· Press enter

· Press enter, if the above information is correct

· Press N, if the above information is incorrect, and correct what needs correcting and press enter

· Enter the account number the account funds are being put into or press enter for a pop-up list of account numbers.  Press enter.  The account name and description will pop up.  Press enter.

· Enter the amount for the transfer in the TO column.  Press enter.

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting and press enter

· Enter the account number of the account funds are being taken out of or press enter for a pop-up list of account numbers.  Press enter.  The account name and description will pop up.  Press enter.  Press Tab.

· The amount will pop up in the FROM column

· Change the amount, if needed in the FROM column.  Do not enter the amount as a negative amount.  Press enter.  (e.g., enter as 450.00, not –450.00)

· Press enter, if the above line is correct

· Press N, if the above line is incorrect, and correct what needs correcting and press enter

· Make sure the Net Balance is 0.00 and press <ESC> once all the lines are entered

· Press S to save the batch

· Press enter

· Press Y and enter to print and post the transfer

· Press enter to print a transfer voucher

Do not create a manual check without prior authorization in writing from the principal and the Director of Business Services.

· Receive the Purchase Order and generate an invoice for the Purchase Order (Instructions in Disbursement Section)

· Click on Disbursements, Click on Manual Checks

· Cash account 10.00 will pop up

· Press enter

· Enter the vendor ID or press enter for a pop-up list of vendors
· Press enter

· Enter the invoice number or press enter for a pop-up list of invoice numbers
· Press enter

· A warning message is displayed, “Warning-this invoice has been selected for payment”

· Press enter, if the above line is correct

· Press <ESC>

· The default check number will pop up

· Enter the number of the manual check

· Press enter

· Enter the date of the manual check 

· Press enter

· Press Y and enter, if  the above information is correct

· Press enter, if the above information is incorrect, and correct what needs correcting


· Click on Disbursements, Click on Void Checks

· Cash account 10.00 will pop up

· Press enter

· Enter the check number that is to be voided or press enter for a pop-up list of check 
numbers
· Press enter

· Payable to, Check Date and Check Amount will pop up

· Enter the void date

· Press enter

· Press Y and press enter, if the system is to save the invoice and return the original invoice to an unpaid status

· Press enter to void the check and not save the invoice

· Enter the reason for the void and press enter

· Press Y, if the above information is correct and press enter

· If the above information is not correct, press enter, and correct what needs correcting

Interest is posted as an adjustment in the current month with a bank date of the bank statement, except in the month of June (June interest is entered in June).  (Double Entry Accounting)

(e.g., February interest is posted in March with a bank date of February)

· Click on Trans+Adj, Click on Create Transfers and Adjustments

· The batch number will pop up

· Press A 

· Press enter

· The current date will pop up

· Press enter

· Enter a description (e.g., July interest)

· Press enter

· Enter the bank statement date that corresponds to the interest (e.g., 7/31/__ for July interest)

· Press enter

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

· Enter the cash account ($ 10)

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· Enter the amount of the interest in the receipt column

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Enter the Interest account number (0 0004)

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· The amount will pop up in the receipt column

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Make sure the Net Balance equals 0.00, Press <ESC>

· Press S to save the batch

· Press enter

· Press Y and enter to post the interest

· Press Y and enter for a printed voucher
Bank Service Charges are posted as adjustments.

· Click on Trans+Adj., Click on Create Transfers and Adjustments

· The batch number will pop up

· Press A

· Press enter

· The current date will pop up

· Press enter

· For description, enter information describing the bank service charge

· Press enter

· Enter the bank statement date that corresponds to the bank service charge

· Press enter

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

· Enter the cash account number ($ 10)

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· Press enter

· Enter the amount of the service charge in the disbursement column

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Enter the General account number (0 0001)

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· Press enter
· The amount will pop up in the disbursement column
· Press enter
· Press enter, if the above line is correct
· Press N and enter, if the above line is incorrect, and correct what needs correcting
· Make sure the Net Balance equals 0.00, Press <ESC>
· Press S to save the batch
· Press enter
· Press Y
· Press enter
· Press Y and enter for a printed voucher 

POSTING A BANK ERROR

· Click on Trans + Adj., Click on Create Transfers and Adjustments

· The batch number will pop up

· Press A

· Press enter

· The current date will pop up

· Press enter

· For description, enter information describing the bank error.   Include the deposit date or check # in the description.  Do not enter a bank deposit debit or bank deposit credit as a bank error.  Bank debits and credits are posted to the appropriate account or to the General Fund.

· Press enter

· Enter the bank statement date that corresponds to the bank error

· Press enter

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

· Enter the cash account number ($ 10)

· Press enter

· The account name will pop up

· The description will pop up

· Press enter 

· If the bank error is for a deposit and the deposit amount is less than the deposit slip, then enter a negative receipt (e.g., -.20 in the receipt column) and press enter. If the deposit amount is more than the deposit slip, enter a receipt (e.g., .20 in the receipt column) and press enter.

· If the bank error is for a check and the check cleared for an amount less than the printed check amount, then enter a negative disbursement (e.g., -.08 in the disbursement column) and press enter.  If the check cleared for an amount greater than the printed check amount, then enter a disbursement (e.g., .08 in the disbursement column) and press enter.  

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Enter the Bank Errors account number (8 0890)

· Press enter

· The account name will pop up

· The description will pop up

· Press enter once or twice depending on whether the correction is a receipt or a disbursement

· The amount will pop up in the correct column (e.g., -.20 will pop up in the receipt column, if the first line is -.20 in the receipt column)

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Make sure the Net Balance equals 0.00. , Press <ESC>

· Press S to save the batch

· Press enter

· Press Y and enter to post the adjustment

· Press Y and enter for a printed voucher

CORRECTING A BANK ERROR  

· Click on Trans + Adj., Click on Create Transfers and Adjustments

· The batch number will pop up

· Press A

· Press enter

· The current date will pop up

· Press enter

· For description, enter information describing the bank error correction.  Include the batch number of the bank error posting

· Press enter

· Enter the bank date that corresponds to the correction

· Press enter

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

· Enter the cash account number ($ 10)

· Press enter

· The account name will pop up

· The description will pop up

· Press enter 

· Reference the previously posted adjustment

· If the previous adjustment was a negative receipt to $ 10 create a positive receipt (e.g. .20 in the receipt column) to $ 10 for the correction.  If the previous adjustment was a positive receipt to $ 10 create a negative receipt (e.g. - .20 in the receipt column) to $ 10 for the correction.  

· If the previous adjustment was a negative disbursement to $ 10 create a positive disbursement (e.g. .08 in the disbursement column) to $ 10 for the correction.  If the previous adjustment was a positive disbursement to $ 10 create a negative disbursement (e.g. -.08 in the disbursement column) to $ 10 for the correction.

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Enter the Bank Errors account number (8 0890)

· Press enter

· The account name will pop up

· The description will pop up

· Press enter once or twice depending on whether correction is a receipt or a disbursement

· The amount will pop up in the correct column (e.g., 1.00 will pop up in the receipt column, if the first line is 1.00 in the receipt column)

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Make sure the Net Balance equals 0.00. , Press <ESC>

· Press S to save the batch

· Press enter

· Press Y and enter to post the adjustment

· Press Y and enter for a printed voucher

ENTER CLEARED CHECKS

· Click on Disbursements, Click on Bank Reconciliation, Click on Enter and Edit Cleared Checks

· Cash account 10.00 will pop up

· Press enter

· Enter the bank statement date

· Press enter

· Enter the first check number that cleared the bank or press enter for a pop-up list of check numbers
· Press enter

· The amount of the check will pop up

· Press enter

· Verify the amount.  If it agrees with the amount that cleared the bank, press enter.

· The next check number will pop up

· If that check cleared, press enter, verify the amount and press enter, press enter

· If that check did not clear, enter the check number of the next cleared check and press enter, verify the amount and press enter, press enter

· If a check is entered as cleared when it has not cleared, re-enter the check number, press enter, Enter 0.00 as the amount cleared, press enter, press enter.  The check will return to an outstanding status at the original amount.

· Follow the above until all cleared checks have been entered

· Press <ESC> to save cleared checks
PRINT A LISTING OF CLEARED CHECKS

· Click on Disbursements, Click on Bank Reconciliation, Click on List Cleared Checks

· Cash account 10.00 will pop up

· Press enter

· Enter the beginning day of the month

· Press enter

· Enter the ending day of the month

· Press enter

· Press N, press enter

· Press enter, if the above information is correct

· Press N and enter, if the above information is not correct, and correct what needs correcting

· Press P

· Press enter

· Click on OK or Press enter

· Verify the cleared check list with the cleared checks on the bank statement

PRINT BANK RECONCILIATION

· Click on Disbursements, Click on Bank Reconciliation, Click on Print Bank Reconciliation

· Cash account 10.00 will pop up

· Press enter

· Enter the date of the prior bank statement
· Press enter.  The current bank statement date will pop up

· Press enter

· Enter the amount of the beginning balance according to the bank statement

· Press enter

· Enter the amount of the total credits on the bank statement

· Press enter

· Enter the amount of the total debits on the bank statement
· Press enter.  The ending balance per this bank statement will pop up.  Verify that it matches the ending balance on the bank statement.

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

· Click on OK or Press enter

BALANCE THE BANK RECONCILIATION

· The BANK RECONCILIATION – PROOF OF CASH REPORT  

**** UNRECONCILED ITEMS ***** The amount in the left and right columns should be 0.00 and the two middle columns should be matching amounts or 0.00.

If there are no unreconciled items, the bank reconciliation is balanced and the Unreconciled Items line will print zeroes under each column.

BANK RECONCILIATION IS OUT OF BALANCE

A. The total amount cleared on the CLEARED CHECK LIST should agree to total debits (charges) on the bank statement less service charges and NSF checks

B. The total amount on the DEPOSITS REGISTER should agree to the total of the credits (deposits) on the bank statement plus reimbursements posted as adjustments.

C. The total amount on the BANK RECONCILIATION - DEPOSITS IN TRANSIT LIST should agree to the total of the deposits recorded in the current month on the books, but not recorded in the current month on the bank statement.  (These deposits will be recorded in the next month on the bank statement)  

The bank date on any entry can be edited, if it needs changing.

D. Total receipts on the General Ledger Report for account 10.00 should agree to the total credits (deposits), plus interest plus deposits in transit, less prior month deposits in transit on the bank statement.  (The General Ledger Report --- Click on Reports, Click on General Accounts, Click on General Ledger.   Run the report for account 10.00 through account 10.00 for the bank reconciliation period.)

E. Make sure all service charges, interest, and NSF checks have been entered as an adjustment with the bank date the same as the bank statement date.

F. Make sure all receipts that have been voided have bank dates the same as the void date.

G. The amounts under the Receipts and Disbursements columns on the Unreconciled Items line should equal.

H. After completing steps A through G and the bank statement is not reconciled, call the Office of Business Services for assistance.

CORRECTING POSTING ERRORS ON AN ADJUSTMENT

Corrections to receipts and disbursements are posted as adjustments.  Multiple lines can be entered per adjustment.  (e.g., -20.00 receipt to one account, 10.00 receipt to one account, 10.00 receipt to one account)

· Click on Trans+Adj., Click on Create Transfers and Adjustments

· The batch number will pop up

· Press A

· Press enter

· The current date will pop up

· Press enter

· For description, enter information describing what was incorrectly posted.  Include the receipt #,  check #, or previous batch number in the description.

· Press enter

· Bank date will pop up.  If correction involves a transaction date prior to the current       date, enter the bank transaction date.  

· Press enter

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

· Enter the account number that the original entry was posted to

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· If the original entry was a receipt, then enter a negative receipt in the receipt column (e.g., -20.00 in the receipt column) and press enter

· If the original entry was a disbursement, then enter a negative disbursement in the disbursement column (e.g., -20.00 in the disbursement column) and press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Enter the account number that the entry should have been posted to

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· The amount will pop up in the correct column (e.g., 20.00 will pop up in the receipt column, if  the prior line had –20.00 in the receipt column)

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Make sure the Net Balance equals 0.00
· Press <ESC>,  Press S to save the batch

· Press enter

· Press Y 
· Press enter to post the adjustment

· Press Y to print a voucher

· Press enter

CORRECTING A TRANSFER

 A transfer that has been posted incorrectly between accounts must be corrected by creating a negative transfer. (An adjustment does not correct an incorrect transfer).

· Click on Trans+Adj, Click on Create Transfers and Adjustments

· The system will generate the Batch Number

· Press T for transfer

· Press enter

· The current date will pop up

· Press enter

· Reference the Batch Number of the incorrect Transfer

· Press enter

· Press enter

· Press enter, if the above information is correct

· Press N, if the above information is incorrect, and correct what needs correcting and press enter

· Enter the account number of the account funds were put into in the incorrect Transfer.  Press enter.  The account name and description will pop up.  Press enter.

· Enter the amount from the incorrect transfer as a negative (e.g., -20.00) in the TO column.  Press enter.

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting and press enter

· Enter the account number of the account funds were taken from in the incorrect Transfer.  Press enter.  The account name and description will pop up.  Press enter and delete the number appearing in the TO column.

· Press Tab

· Enter the amount from the incorrect transfer as a negative (e.g., -20.00)  in the FROM column.  Press enter.

· Press enter, if the above line is correct

· Press N, if the above line is incorrect, and correct what needs correcting and press enter

· Make sure the Net Balance is 0.00 and press <ESC> once all the lines are entered

· Press S to save the batch

· Press enter

· Press Y and enter to print and post the transfer

· Press enter to print a transfer voucher

After logging into the Manatee program, a red screen will appear with a warning that the cash receipts, and/or adjustments, and/or transfers must be posted before closing the current month.

UNPOSTED CASH RECEIPTS

· Click on Receipts, Click on Edit Existing Cash Receipt

· Press enter and a pop up list of receipts will appear. Use the mouse and click on “bottom”.  Arrow up. Unposted receipts will show up on the list without the word “posted” beside them.

· Highlight one of the entries that does not have “posted” beside it; The receipt number will appear in the receipt number block
· Press enter

· The question, “Do you wish to edit, delete, or continue with detail?” will appear

· Press enter to continue. The question, “Would you like to add, change, delete lines or quit?” will appear.  Determine whether the receipt is accurate, and press the corresponding letter.

· When complete, press Q,  press enter

· Press <Esc>

If the receipt needs posted:

· Click on Receipts. Click on Post Cash Receipts. Click on Current period. The unposted receipt information will appear with the question, “Do you want to post these receipts?”

· Press Y
· Press enter

· Press Y to print the receipts

· Press enter

· Press N
· Press enter

· Click on OK or Press enter 

· A red warning, “There are no unposted receipts for the current period” will quickly flash and disappear.

UNPOSTED TRANSFERS OR ADJUSTMENTS  

· Click on Transfers and Adjustments, Click on Edit Existing Transfers and Adjustments.  Press enter and a pop up of transfers and adjustments will appear. Use the mouse and click on “bottom”.  Arrow up. Unposted transfers and adjustments will show up on the list without the word “posted” beside them.  

· Highlight one of the entries that does not have “posted” beside it
· Press enter. The batch number will appear in the batch number block

· Press enter

· The question, “Do you wish to edit, delete, or continue with detail?” will appear

· Press enter to continue. The question, “Would you like to add, change, delete lines or quit?” will appear.  Determine whether the information is accurate, and press the corresponding letter.

· When complete, press Q
· Press enter

· Press <Esc>

If the transfer or adjustment needs posted:

· Click on Transfers and Adjustments. Click on Post Transfers and Adjustments. Click on Current period. The unposted information will appear with the question, “Do you want to post these Transfers and Adjustments?”

· Press Y
· Press enter

· Press enter to print the Transfers or Adjustments
· Click on OK or Press enter

· A red warning, “There are no unposted Transfers and Adjustments for the current period” will quickly flash and disappear.
ENTER A NSF CHECK

· Click on Trans+Adj, Click on Create Transfers and Adjustments

· The batch number will pop up

· Press A

· Press enter

· The current date will pop up

· Press enter

· Enter a description that includes the name of the person and the account number where the NSF check was originally receipted.

· Press enter

· Enter the date the bank returned the check  

· Press enter

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

· Enter the cash account number ($ 10)

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· Enter the amount as a negative amount in the receipt column (e.g., -20.00)

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Enter the NSF account number (8 892)

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· The amount will pop up in the correct column (e.g., -20.00 will pop up in the receipt column, if the first line is –20.00 in the receipt column)

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· If there is a service charge for the NSF check:

· On the third line, enter the cash account number ($ 10)

· Press enter

· The account name will pop up

· The description will pop up

· Change the description, if needed

· Press enter

· Press enter

· Enter the amount of the service charge in the disbursement column

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Enter the general account number (0 001)

· Press enter

· The account name will pop up

· Change the description, if needed

· Press enter

· Press enter
· The amount will pop up in the disbursement column
· Press enter
· Press enter, if the above line is correct
· Press N and enter, if the above line is incorrect, and correct what needs correcting
· Make sure the Net Balance equals 0.00, Press <ESC>
· Press S to save the batch
· Press enter
· Press Y
· Press enter
· Press Y to print a voucher
· Press enter
RECOVER A NSF CHECK

When cash has been received:

· Click on Receipts, Click on Create a New Cash Receipt, and follow the procedures for ENTERING A RECEIPT

· Enter a receipt to the NSF account for the amount collected for the NSF check

· If there were service charges, enter a receipt to the General account for the service charge collected.

RECORD RECEIPT OF SERVICE CHARGE

· Enter a receipt to the General account for the service charge collected

WRITE-OFF A NSF CHECK

· Click on Trans+Adj, Click on Create Transfers and Adjustments

· The batch number will pop up

· Press A

· Press enter

· The current date will pop up

· Press enter

· Enter a description that includes the name of the person and “NSF check”

· Press enter

· Enter the current date  

· Press enter

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

· Enter the account number of the original receipt for the NSF check  

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· Enter the amount as a negative amount in the receipt column (e.g., -20.00)

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Enter the NSF account number (8 892)

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· The amount will pop up in the receipt column (e.g., 20.00)

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect, and correct what needs correcting

· Make sure the Net Balance equals 0.00, Press <ESC>

· Press S to save the batch

· Press enter

· Press Y

· Press enter

· Press Y to print a voucher
· Press enter

A reimbursement/refund/returned change is recorded as a negative disbursement adjustment (not a receipt).  Reimbursement/refund checks and returned change should be deposited separately.  A copy of the adjustment voucher needs to be attached to the deposit slip and the Internal Accounting Control Sheet or Receipt Book.  Rebate checks (e.g. Office Depot, Sport Supply Group) are receipted (not recorded as adjustments).
· Click on Trans+Adj., Click on Create Transfers and Adjustments

· The batch number will pop up

· Press A

· Press enter

· The current date will pop up

· Press enter

· For description, enter information describing the reimbursement, refund, or returned change
· Press enter

· Press enter

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect and correct what needs correcting

· Enter the account number 

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· Press enter

· Enter a  negative disbursement in the disbursement column (e.g., -20.00 in the disbursement column) and press enter

· Press enter if the above line is correct

· Press N and enter, if the above line is incorrect and correct what needs correcting

· Enter the cash account number ($ 10)

· Press enter

· The account name will pop up

· The description will pop up

· Press enter

· Press enter

· The amount will pop up in the correct column (e.g., -20.00 in the disbursement column)

· Press enter

· Press enter, if the above line is correct

· Press N and enter, if the above line is incorrect and correct what needs correcting

· Make sure the Net Balance equals 0.00
· Press <ESC>,  Press S to save the batch

· Press enter

· Press Y and enter to post the adjustment

· Press Y to print a voucher
· Press enter

A cash account can be opened/closed by a transfer of funds, or issuance of a check made payable to the school and depositing the check into the new account.  If interest has been added to the check, create an adjustment for the interest.

A)
Transfer of funds from one account into the new account:

(Instructions are in the Transfers Between Accounts section)

Checking to Savings or CD):

 To account- 20.00, 30.00, 40.00, or 50.00

 From account- 10.00 

Savings or CD to Checking:

To account-  10.00

From account- 20.00, 30.00, 40.00, or 50.00

B) Issue a check from the checking account and deposit the check into the

Checking, Savings, or CD account:              

Create a Purchase order with the school as the vendor.  The cash account is 10.00 and the activity account is 8 0807, (clearing account).

(Instructions are in the Purchase Order Section)

Receive the purchase order and print a check.

(Instructions are in the Disbursements Section)

Enter an adjustment to receipt the amount to the Checking, Savings, or CD account (10.00, 20.00, 30.00, 40.00, or 50.00) and account 8 0807 (clearing account) 

Enter the cash account number (Checking, Savings, or CD account, 10.00, 20.00, 30.00, 40.00 or 50.00) the money is being deposited into

Enter the amount of the deposit in the receipt column

Enter the clearing account number on the second line

Enter the amount of the deposit in the receipt column

C)
The bank issues a check to close the account:

Enter an adjustment

Enter the cash account number (Checking, Savings, or CD account, 10.00, 20.00, 30.00, 40.00, or 50.00) for the account the bank issued the check from  

Enter the amount that the check was issued for in the disbursements column  

Enter the cash account number (Checking, Savings, or CD account, 10.00, 20.00, 30.00, 40.00, or 50.00) for the account the check is being deposited into on the second line

Enter the amount of the deposit as a negative disbursement
FINDING AN ENCUMBRANCE

The Trial Balance will show the amount of encumbrances against an account.  To locate the PO that is encumbering the funds

· Click on Reports, Click on General Accounts, Click on Encumbrances

· Enter the fund number of the beginning account to be included in the range of accounts to be reviewed or press enter for a pop-up list of accounts
· Press enter

· Enter the account number of the beginning account to be included in the range of accounts to be reviewed
· Press enter
· The account name will pop up
· Enter the fund number of the ending account to be included in the range of accounts to be reviewed or press enter for a pop-up list of accounts
· Press enter
· Enter the account number of the ending account to be included in the range of accounts to be reviewed
· Press enter
· The account name will pop up
· Press enter if the above line is incorrect, and correct what needs correcting. If the above line is correct, type in Y and press enter.

· Click on OK or Press enter
Review the list to determine if encumbrances need to be deleted.

Clearing an encumbrance

If an encumbrance appears on the encumbrance report, and an actual purchase order is not open, void the purchase order. This will clear the encumbrance from the account.

· Click on POs

· Click on Edit Existing Purchase Order

· Enter the PO number to be voided or press enter for a pop-up list of PO numbers
· Press enter
· Press V
· Press enter
Clearing a “received” encumbrance

If the option to void a PO is not visible on the screen, or the message “this PO has been received” appears, the PO must be converted to a vendor invoice before the encumbrance can be deleted. 

· Click on POs

· Click on Convert to Vendor Invoices

· Enter the PO number or press enter for a pop-up list of PO numbers

· Press enter

· Enter 0000 as the vendor invoice number

· Press enter

· The received on date will appear in the invoice date field

· Press enter

· Press enter, if the above line is correct  

· Press N if the above line is incorrect, and correct what needs correcting

· The invoice number is saved to the PO

· Press <ESC>

· Click on Disbursements

· Click on Edit Existing Vendor Invoice

· Enter the vendor ID or press enter for a pop-up list of vendors

· Press enter

· Enter the invoice number

· Press enter

· A red screen will appear, “invoice has been selected for payment”

· Press D to delete the invoice

· Press enter.  A red screen appears, “deleting vendor invoice”


Run an outstanding checks report.

· Click on Disbursements, Click on Bank Reconciliation, Click on Print Bank Reconciliation
· The cash account will appear, press enter
· Enter the date of prior bank statement – (e.g., 033101), press enter
· The date of this bank statement will default, press enter
· Tab through the remaining four fields, allowing default of 0.00

· Is the above information correct?  Press Y and press enter
· Click on OK or Press enter
Checks appearing in the “Outstanding 180+ days” column with a check date up to 06/30 of the prior fiscal year are to be included on the Unclaimed Properties report.  If there are no Unclaimed Properties to report, type “NONE” on the form and submit via e-mail.  See Section 14.6 before proceeding to the below directions.
Void the outstanding checks
· Click on Disbursements, Click on Void checks
· The cash account will appear, press enter
· Enter the check number that is to be included on the Unclaimed Properties report or press enter for a pop-up list of check numbers
· Press enter.  Payable to, check date, check amount, and void date will appear
· Press enter
· Save invoice?  Press N, press enter
· Reason for void: Type “Unclaimed Property FY_ _”, press enter
· Is the above information correct?  Press Y
· Press enter
Print a Voided checks report with the date the checks were voided

· Click on Reports, Click on Disbursements, Click on Voided Checks
· The Cash account will appear, press enter
· Checks voided from: Enter void date, press enter
· Checks voided to:  Enter void date, press enter
· Is the above information correct?  Press Y, press enter
· Press P to print the report, press enter
· Click on OK or Press enter
Print a check detail report for each unclaimed check


· Click on Reports, Click on Disbursements, Click on Examine Detail of Check.  The cash account will appear
· Press enter
· Enter the check number or press enter for a pop-up list of check numbers
· Press enter
· Press Y
· Press enter
· Press P
· Press enter
· Click on OK or Press enter
Create a purchase order  

· Click on POs, Click on Create New Purchase Order
· Vendor is Virginia Beach City Public Schools

· Quantity:  Enter  1
· Item Code: (skip)

· Description: (For each check on the voided checks report), type check #, issue date and payee

· Unit of Measure:  Enter ea
· Amount: type in amount of voided check

· Allocate to account check was voided to

Receive the purchase order and create an invoice

Print the check

Unclaimed Properties report 

· Complete form with all of the necessary information in UPPER CASE LETTERS (form on the Intranet under Forms/Business Services).  If there are no Unclaimed Properties to report, type “NONE” on the form and submit via e-mail.  
· Submit check to Business Services by March 4

· Submit Excel file via e-mail to Business Services/School Business Division by March 4 (electronic file, not a scanned copy of the report)

In January of each year, Business Services will export data from the Manatee files on vendors who will receive a 1099 form.  Prior to December 31, the schools must assure that information in their vendor files is complete and accurate. To print the vendor report, in the current year of the Manatee program,

· Click on Reports, Maintenance List, Vendors. 

· Press “Y” to “Vendor Name Order”. 

· Press “P” to “Do you want to display or print this report?” (D/P) 

· Print the report. 

· Check the W-9 Master List, call Business Services, or submit another W-9 to the vendor to obtain missing information on Tax ID#, entity, or entering “Y” or “N” to “Send 1099?” 

The following guide is provided to assist in determining whether a vendor is 1099 reportable or not.  When updating the Manatee vendor file, please refer to this guide, to ensure that the correct yes or no option is selected.

Choose YES only if the vendor meets all of the following criteria:
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A service was rendered.  (Ex: face painting, decorating, repairing)
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The vendor is not a corporation, non-profit, or government entity.  (Except when medical, legal, or health care services are provided)
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Payment was not for: goods only, or goods and services
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Vendor is not an employee
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See Section 13 – Accounts Payable (1099 Report) for further information on 1099 status

The schools must also run 1Time vendor reports to ascertain who has been paid using the 1TIME vendor.  Schools should not pay a vendor using 1TIME vendor when the vendor must receive a 1099.  The 1TIME vendor is used for reimbursements or refunds to parents ONLY. 

Run a One Time Vendor list for the first part of the calendar year.  

Open Manatee. Select the previous school year. The login is “Guest” and password is “Password”.

· Click on Reports, Disbursements, Checks to Vendors. 

· Type in 1TIME and press enter. 

· Press “Y” to, “Is this correct?”

· Press “P” to, “Do you want to display or print this report? (D/P). 

· Print the report.  

· Look at the transactions from January 1 – June 30.  Beside the payee’s name, indicate whether it is a refund, reimbursement, etc.  If no report prints, let Business Services know you had none.

Run a One Time Vendor list for the second part of the calendar year.  

· Open Manatee. Select the current school year. Click on Reports, Disbursements, Checks to Vendors. 

· Type in 1TIME and press enter. 

· Press “Y” to, “Is this correct?”

· Press “P” to, “Do you want to display or print this report? (D/P). 

· Print the report.  

· Look at the transactions from July 1 – December 31.  Beside the payee’s name, indicate whether it is a refund, reimbursement, etc.  If no report prints, let Business Services know there were none. Otherwise, scan the reports into LaserFiche for Business Services.
ADD A VENDOR

· Click on File, Click on File Maintenance, Click on Vendor File Maintenance

· Enter up to a six-digit code for the vendor.  This does not have to be a number.  In fact, it is often easier to use acronyms of a vendor’s name.  (e.g., MDC for Manatee Development Corporation)

· Press enter

· Press enter to add the vendor

· Enter the full name of the vendor

· Press enter

· Enter the payment address.  There are two lines, if needed.  For any foreign vendor without a U. S. postal address, enter the street address on line one, enter the city, province, and zip code on line two; and leave the city, state, and zip code fields blank.

· Press enter

· Enter the vendor’s city (leave blank for foreign vendors with no U. S. postal address)

· Press enter

· Enter the vendor’s state (leave blank for foreign vendors with no U. S. postal address)

· Press enter

· Enter the vendor’s zip code in either standard or zip + 4 format (leave blank for foreign vendors with no U. S. postal address)

· Press enter (The payment address will pop up as the ordering address (change, if necessary))

· Press enter seven times

· Type of entity:  (Select by Highlighting) (See Section 13 – Accounts Payable (1099 Report) for further information on entity type and 1099 status)
· Corporation

· Government Body

· Non-profit Organization

· Partnership/Unincorporated Business

· Individual – Non District Employee

· District Employee

· Other

· Press enter

· Enter the vendor’s tax ID number.  If the vendor is to be sent a Form 1099, the vendor’s tax ID number is required.

· Press enter

· Press N and enter, if the vendor does not need to receive a 1099

· Press Y and enter, if the vendor is to receive a 1099 (e.g., individual other than employee)

· Press enter

· A gray box will pop up if the vendor is to receive a 1099.  Do not enter any amount – Do not change 0.00 and press enter
· Highlight enabled to use the vendor

· Press Enter

· Press Enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

· Enter the vendor contact person or press <ESC> to skip this pop-up

· Press enter twice
· Enter the title of the vendor contact person (not a required field)

· Press enter 

· Enter the phone number of the contact person including area code (not a required field)

· Press enter twice

· Enter the fax number of the contact person including area code (not a required field)

· Press enter

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

· Click on Add

· Press <ESC>

DELETE AN INACTIVE VENDOR

Manatee will not allow the deletion of a vendor that was active during the current fiscal year.  Do the below steps each year before closing the month of December.
· Click on Reports, Click on Maintenance Lists, Click on Vendors

· Press enter to print in vendor name order

· Press P and press enter to print report

· Click on OK or Press enter

· Press <ESC>

· Determine what vendors on the report are no longer used
· Follow the steps to DELETE A VENDOR (below) and delete vendors that are no longer used
DELETE A VENDOR

· Click on File, Click on File Maintenance, Click on Vendor File Maintenance

· Enter the vendor ID

· Press enter

· Click on delete

· Click on yes

· Repeat bullets (except first bullet) for all inactive vendors

· Press <ESC> when all inactive vendors have been deleted

ADD AN ACCOUNT WITH NO TRANSFER OF BALANCE
· Click on File, Click on File Maintenance, Click on Account File Maintenance
· Enter the fund

· Press enter
· Enter the account number

· Press enter

· Press enter to add the account

· Enter the account name

· Press enter

· Press N

· Press enter

· Enter the sponsor for the account, if there is one

· Press enter three times
· Highlight enabled

· Press enter twice

· Highlight No Transfer of Balance

· Press enter

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

· Press Y and enter, to save the account in the standard chart of accounts

ADD AN ACCOUNT WITH TRANSFER OF BALANCE
· Click on File, Click on File Maintenance, Click on Account File Maintenance
· Enter the fund

· Press enter
· Enter the account number

· Press enter

· Press enter to add the account

· Enter the account name

· Press enter

· Press N

· Press enter

· Enter the sponsor for the account, if there is one

· Press enter three times
· Highlight enabled
· Press enter twice

· Highlight either Year-End Transfer of Balance or Monthly Transfer of Balance

· Press enter

· Enter account number that balance is to roll up to (parent account)

· Press enter

· Press Y and enter, to save the account in the standard chart of accounts

DELETE AN ACCOUNT

· Click on File, Click on File Maintenance, Click on Account File Maintenance

· Enter the fund

· Press enter

· Enter the account number

· Press enter

· Press D

· Press enter 

· Press Y to delete

· Press enter

ADD A SPONSOR

· Click on File, Click on File Maintenance, Click on Sponsor File Maintenance

· Enter the sponsor code.  It is usually best to use an acronym of the sponsor’s name.  (e.g., JDOE for John Doe)

· Press enter

· Press enter to add the sponsor

· Enter the sponsor’s first and last name

· Press enter

· Press enter, if the above information is correct

· Press N and enter, if the above information is incorrect, and correct what needs correcting

DELETE A SPONSOR

· Click on File, Click on File Maintenance, Click on Sponsor File Maintenance

· Enter the sponsor code

· Press enter

· Press D

· Press enter

· Press Y

· Press enter

F2 
used to look up vendors and the vendor code

F3
used to lookup accounts and their respective balances

F4 
used to lookup sponsors and the sponsor code

F5
used to lookup fund categories

F6
used to lookup subaccounts (subaccounts will not be used) 

F7
used to display a calendar

F8
used to display the system status

F9
used to access the calculator

F10
is a screen cover

Alt I
will provide a quick reference list of vendor invoices, dates, amounts, and check numbers associated with the invoices

Alt P
is the printer’s menu.  Printer descriptions and port assignments are shown, along with a check mark next to the currently selected printer.  To keep the current printer, press <ESC>.  To select a new printer, highlight the selected printer desired and press enter.

Ctrl D
will activate the day-end macro procedures.  It prompts the Bookkeeper on whether to perform the day-end routine.  The specific routines of the day-end macro are entered under the File Identification Menu.  (Click on File, Click on File Maintenance, Click on Daily Macro).  Options available are Backup Files, Print Cash Receipts Register, Print Deposits Register, and Print Check Register.

Ctrl M
provides access to the month-end closing macro.  This performs all printing and back-ups per the Bookkeeper’s selection as created under the File Identification Menu.  (Click on File, Click on File Maintenance, Click on Month-End Macro).  Options available are Backup Files, Print Monthly Report, Print Principals’ Monthly Financial Report, Print Year-to-Date Report, Print General Ledger, Print Transfers Journal, Print Adjustments Journal, Print Cash Receipts Journal, Print Cash Disbursements Journal, and Print Open Purchase Orders Report.

Ctrl Y
is used to access the year-end closing procedures.  The specific reports that will print have been previously selected by the Bookkeeper in the File Identification Menu.  (Click on File, Click on File Maintenance, Click on Year-End Macro).  The year-end procedure also requires a backup of the files before closing the year.  The Bookkeeper needs to backup TWICE before closing the year.  Options available are Backup Files 1st Time, Backup Files 2nd Time, Print Principals’ Monthly Financial Report, and Print Year-End Report. 

SET UP THE DEFAULT PRINTER

· Click on File, Click on File Maintenance, Click on Identification File Maintenance

· Press the tab key or press enter until the prompt at the bottom of the screen reads “Enter default printer, or leave blank, if no printers defined”

· Press the delete key

· Press enter

· A list of printers will pop up

· Select the correct printer by highlighting it

· Press enter four times
· Press Y 

· Press enter

· Press <ESC>


Backup can be set up as part of the daily macro, Ctrl D.  (Click on File, Click on File Maintenance, Click on Daily Macro to set up the Daily Macro)

If the Daily Macro is not used, a separate backup must be done once daily:

· Click on File, Click on Backup

· Choose non-compressed backup

· Type in “DAILY” after the backup destination drive\

· Press enter

· Press any key to continue

· A prompt will appear once the backup is complete

· Press enter

Daily backups are necessary.  Network backups are kept for only four weeks; therefore, daily backups are crucial. 

The system will not allow a month to be closed, if the backup procedure has not been completed.  For the monthly backup:

· Click on File, Click on Backup

· Choose non-compressed backup

· Type the name of the month after the backup destination drive\

· Press enter

· Press any key to continue

· A prompt will appear once the backup is complete

· Press enter to continue

If there are unposted transactions for the current month (such as transfers, adjustments, or cash receipts, which can be verified by printing the various edit lists), the system will not allow the month to be closed.  The unposted transactions must be resolved.  A window will be presented that details the progress of the closing procedure.  Once the procedure is complete, the prior month’s ending balances will be brought forward and the dates for the current accounting period will be updated.  The month must be closed before entries for the next month can be posted.  Interest is entered as an adjustment, after the month is closed, except in the month of June (June interest is entered in the month of June).

· Click on File, Click on Utilities, Click on Month-end closing

· A prompt will appear “Preparing to close” with the appropriate month name noted

· Press Y and enter to close the month

· Press Y and enter if all necessary backups have been made or Press N and enter to stop the month-end closing procedure

· If any accounts are overdrawn, a warning will pop up showing the accounts and their balances

· Press Y and enter to continue with the month-end closing with the overdrawn accounts or Press N to stop the month-end closing to analyze overdrawn accounts


Control “M” is the macro for closing the month (see Add/Edit Month End Macro – Control M below).

Do not close the month of June until contact has been made with Business Services/School Business.  The June interest and any bank charges are posted in June.  Read Activity Account Housekeeping and Closing Process before closing the month of June.

ADD/EDIT MONTH END MACRO – CONTROL M

· Click on File, Click on File Maintenance 

· Click on Month-End Macro

· Y will default in the field to the right of Backup Files

· Press enter

· Enter Y in the field to the right of Print Monthly Report

· Press enter

· Enter N in the field to the right of Print Principals’ 

Monthly Financial Report

· Press enter

· Enter N in the field to the right of Print Year-to-Date Report

· Press enter

· Enter Y in the field to the right of Print General Ledger

· Press enter

· Enter Y in the field to the right of Print Transfers Journal

· Press enter

· Enter Y in the field to the right of Print Adjustments Journal

· Press enter

· Enter N in the field to the right of Print Cash Receipts Journal

· Press enter

· Enter N in the field to the right of Print Cash Disbursements Journal

· Press enter

· Enter N in the field to the right of Print Open Purchase Orders Report

· Press enter

· Press enter if the above information is correct, Press N and enter if the above information needs correction

ACTIVITY ACCOUNT HOUSEKEEPING

See Section A.29 – Reports for the reports referenced below.
Reconcile the 600 accounts

· Run a Year to Date Report

· Total receipts in the 600 accounts should be the amount of the allocation check

· Make adjustments for any reimbursements or refunds posted incorrectly.

Refer to Section 9 (Receipts/Revenues – Schools) regarding posting of reimbursements, refunds, and rebates 

· Review transfers in the 600 accounts.  Transfers out can only be from non-restricted accounts.  Verify that the total transfer amount into and out of the 600 accounts are equal.  (Administrative, Staff Development, Equipment, Library)

· Set up school board allocation accounts to roll up extended accounts at end of year, if no roll up has been previously set

· Verify that no account is awaiting a reimbursement

· Make adjustments to other similar accounts for deficits, where possible (e.g., 0610 and 0410, 0611 and 0411, 0612 and 0412, 0614 and 0010, 0615 and 0009)
· Make sure there are no encumbrances in the 0600 accounts, except for 0650 Summer School.  
· See Payments to School Board (below) for any balances after June 22 that will not be adjusted to other similar accounts

Review Vendor Files

· Run a Report:  Disbursements, YTD vendor payments

· Disable duplicate vendor files with $0 YTD

· Run a Report:  Labels, Vendor Mailing List

· Verify vendor list for tax ID #, type of entity, marked Y or N for 1099, receipt of W-9 form, or inclusion on the master list

Review Sponsor Files

· Run a Report:  Maintenance lists:  Sponsors

· Delete sponsors not currently applicable

· Sponsors who cannot be deleted, but should be, may be tied to an account as a sponsor.  Delete the sponsor from the account (File, File Maintenance, Account File Maintenance) as a sponsor, and the sponsor may be deleted

Review Accounts

· Run a Report:  General Accounts, Monthly Report for period 12 to determine need for transfers to eliminate deficits

· Delete never-used accounts (e.g., athletic accounts for elementary schools)

· Delete inactive accounts and transfer balances to proper accounts after reading the Section 10 (Disbursements/Expenditures – Schools) on inactive accounts

Review Outstanding Purchase Orders

· Run a Report:  Purchase Orders, Open Purchase Orders to determine what purchase orders are still outstanding
· Void purchase orders that are no longer outstanding
Review Stale Dated Checks/NSF Checks

· Void and replace stale dated (outstanding) checks when possible

· Collect on NSF checks

· Reconcile the NSF account with checks remaining in the Outstanding Checks folder

· The checks in the 0892 NSF check account should be adjusted back to the original account to which they were deposited, leaving the 0892 with a zero balance

Field Trip Accounts

· Transfer remaining balances in extended accounts to the next grade level. Immaterial balances remaining in Grade 5 should be transferred to the parent account.

· An immaterial Field trip balance may be used to offset a Transportation Draw deficit

Pictures, Student Concessions and Staff Welfare

· Review transfers – make sure the transfer is allowable
· Make sure disbursements are coded to correct accounts 
Receipts Retention Limit

· Run a General Ledger for all accounts

· Run a Year-to-Date report

· Make sure 90% of receipts, transfers-in, and prior year balances brought forward have been disbursed or transferred-out, or there is documentation on why 90% was not disbursed or transferred-out

· Use the Receipts Retention Limit form on the Intranet to calculate account activity

Receipts and Transmittal envelopes

· Do not create any receipts on June 30 that will not be deposited before 2:00
· Run a Report:  Receipts to Account or Receipts by Sponsor
· Verify accuracy of receipt copies to cash receipts posted
· Verify transmittal envelope contents
· Verify accuracy of transmittal envelope and adjust discrepancies
Receipts that were reimbursements, refunds, or change back

· Verify that money returned to the Change Fund, change back from a school check, reimbursements or refunds for 600 and Title I accounts, are entered as a negative disbursement adjustment
Review 700 Grant accounts

· Verify that no transfers have been made into or out of the 700 accounts that are grant accounts

Review 800 (clearing account) balances

· Clearing account balances must be zero

· Change funds must be returned and the account adjusted to zero, except secondary summer school sites

· Document reason for any balances in the 800 accounts and contact Business Services

Fundraiser Forms

· Verify completeness of Fundraiser Anticipated Revenue and Fundraiser Completion forms
Contracts

· Verify accuracy of contents of Contract folder 

· Verify Contracts for services, Contracts with individuals, Contracts with bus companies or other transportation companies signed by Principal 

· Verify Contracts were forwarded to Business Services for approval as per contract policy

· Verify all contracts have fiscal notes

· Verify all contract logs have been completed

Payments to School Board

· Lost textbooks (elementary may retain $100; secondary may retain $300); submit any overage

· Submit any balance for Purchased textbooks, and Damaged textbooks

· Submit balance in Driver’s education

· Submit allocation funds unspent after June 22

Adjustments and Transfers

· Run a Transfers journal and an Adjustments journal
· Verify that no transfers were made to or from the 6 fund group accounts (school board allocation) and any other fund group of accounts
· Make all necessary adjustments and transfers before closing the month of June, including bank interest and any bank charges
· Do not create any adjustments that affect the cash accounts on June 30 that are not deposited before 2:00
Audit

· Review Section 20 and Appendix C of the School Business Manual regarding the audit.

· Follow instructions from Internal Audit regarding the audit

· Call Internal Audit for more information

Assistance

· Call the Office of Business Services if assistance is needed.

CLOSING PROCESS

Do not close the month of June.  Call the bank on July 1 and request a copy of the activity for June.  Post interest and any bank charges for June and do a bank reconciliation.

Notify the School Business Assistants after the bank reconciliation has been balanced.  Do not close the month of June.  A copy of your daily backup must be copied by the School Business Assistants before proceeding with the month end closing.


Once all of the months during the fiscal year have been closed, the fiscal year can be closed.  If all months for the fiscal year are not closed, the Bookkeeper will not be able to close the fiscal year.  All ending balances will be brought forward to the subsequent year.  All invoices and transactions that will be posted during the subsequent year will be brought forward.  In early July, before closing the fiscal year and before closing the month of June, receipts can be entered and checks can be printed, however, they are not considered posted until the year is closed.  Posting is performed automatically with the year-end close.  All July adjustments will be brought forward to the new year, but must be posted after closing the old year.  All open purchase orders, and all received purchase orders that have not yet been invoiced, will be brought forward to the new year.  Additionally, the outstanding checks will be brought forward along with the posting detail (invoices).  This will enable the Bookkeeper to clear or void checks during the subsequent year.  All vendors with prior year activity will be brought forward.  The fiscal year-to-date payments will be re-set to zero.  The system will not allow the closing of the fiscal year, if the backup procedure has not been completed.  The system will require a backup to the server before closing a fiscal year.
· Click on File, Click on Backup

· Choose non-compressed backup

· Type in “YEARLY” after the backup destination drive\

· Press enter

· Press any key to continue

· A prompt will appear once the backup is complete

· Press enter


Once it is confirmed with a School Business Assistant that the Bookkeeper has closed all the months and they have been backed up, the year-end closing process will begin with instructions over the phone from a School Business Assistant.  The process starts by indexing the files.  Then the actual closing procedures are performed.  Once the procedure is complete, the archive school will be created and the ending balances will be brought forward.  A window will appear to keep the Bookkeeper informed of the status of the procedures.  Once all the closing procedures are complete, the files will be indexed again.  Although the year is closed, the Bookkeeper will still be able to print monthly reports for any period of that year.  Additionally, the Bookkeeper will be able to print the year-to-date report.  

· Click on File, Click on Utilities, Click on Year-end closing

· Type Y and press enter to continue with the year-end closing

· If any accounts are overdrawn, a warning will pop up showing the accounts and their balances

· Type Y and press enter to create an archive school – Do not press the Escape key!

· The system will assign a school number.  Press enter.

· Press Y and enter – Wait for the system to complete – Do not press the Escape key!

The School Business Assistant will inform you of the login and password for the archive school, and will assist with any other changes that are required with opening the new year file.
OBTAINING MANATEE RIGHTS/PASSWORD

The below process must be followed to obtain Manatee rights and related password:

· Go to the Intranet, Forms, Technology

· Open the document “Network – Account Request”

· Right click on Network Account Request
· Click on Save Target As...
· Save In:  drop down arrow and highlight desktop or choose My Computer, select a drive and a folder

· Click Save 

· Click Close

· Close the intranet (red box with arrow)

· The form is on the desktop or saved in a folder and ready to complete

· Open the form

· Fill in the top part (Full name, School, etc.)

· Put an “X” in the box by “C” Assign Additional Access/Rights

· Check box next to Rights to a Directory or Program
· At Number 1 circle full (use pencil or pen after printing form) and put Manatee in gray box

· Either the Principal or Computer Resource Teacher must sign and date the form and send it to Technology

· The Principal must e-mail the Director of Business Services the person’s name and what rights the person needs (i.e. full rights or only certain rights)

· The Office of Business Services/School Business Division will set up the user name and password and contact the user with the user name and password

The following instructions will allow access to Manatee from the desktop:

· Go to My Computer

· Double click on F Drive

· Double click on ACT folder

· Double click on Manatee folder

· Scroll down to the Fox Head icon named Manatee.exe

· Right click on the Fox Head icon

· Highlight Send To

· Click on Desktop (create new short cut)

· Close Manatee folder
After the above instructions are completed, Manatee can be accessed from the desktop by double clicking the Fox icon.  
PASSWORD CHANGE

· Go to My Computer
· Double click on “F” drive

· Double click on ACT folder

· Double click on Manatee folder

· Double click on the Access.exe file in the manatee folder on the “F” drive

· A question “Do you want to reindex the systems files?” will pop up
· Press Y and press enter
· The school name should be highlighted.  If it is not highlighted, highlight the school name.
· Press enter
· Enter login name
· Press enter
· Enter current password
· Press enter
· Enter new password
· Press enter
· Re-enter new password for verification purposes
· Press enter
· Press Y and press enter
· Press <ESC> twice to exit

· Close Manatee folder
REPORTS FILE MAINTENANCE

· Click on File, Click on File Maintenance  

· Click on Reports File Maintenance

Enter/Edit Bookkeeper information:

· Enter the Sponsor code, press Enter

· The sponsor’s name (i.e., bookkeeper’s name) will appear on the line below if the sponsor is already set up in Manatee

· Press Y and press enter to add the sponsor’s name (i.e., bookkeeper’s name) if the sponsor is not already set up in Manatee

· Enter the sponsor’s name (i.e., bookkeeper’s name), Press enter

      Press enter if the information is correct, or type N and press enter to correct

· The title, “Bookkeeper”, may be modified, if needed.  Press Enter

Enter/Edit Principal information:

· Enter the Sponsor code, Press Enter

· The sponsor’s name (i.e., principal’s name) will appear on the line below if the sponsor is already set up in Manatee

· Press Y and press enter to add the sponsor’s name (i.e., principal’s name) if the sponsor is not already set up in Manatee

· Enter the sponsor’s name (i.e., principal’s name), Press enter

      Press enter if the information is correct, or type N and press enter to correct

· The title, “Principal”, may be modified, if needed. Press Enter

· Press enter if the information is correct, or type N and press enter to correct

CASH RECEIPTS REPORTS

Click on Reports, Click on Cash Receipts

Receipts Register

Lists all receipts in receipt number or receipt date order  (Display or Print)

Deposits Register

Lists all deposits in date order.  The deposit register illustrates the date of each deposit; details the receipts that make up the deposit; totals and subtotals; when deposit was made; the tolerance (the tolerance tracks how many days between the receipt date and the deposit date), and even displays a graph illustrating the days tolerance.  The second part of the deposit report is a chart that depicts the number of deposits that were made for every day of the week and the average number of tolerances.  (Print Only)

Sales Tax Register
Not applicable for our school division

Receipts Journal
Lists all receipts for a selected date or date range.  (Print Only)

Voided Receipts
Lists any receipt that was posted and then voided, and reason for void for a selected date or date range.  (Display or Print)

Cancelled Receipts

A cancelled receipt differs from a voided receipt in that the receipt was deleted prior to posting. An audit trail remains, so that the receipt number can be tracked.  (Print Only)

Receipts Tolerance

Lists all cash receipts posted equal to or greater than a specified amount, even if the receipts were subsequently voided.  (Display or Print)

Receipts to Account

Lists all cash receipts entered for a specified account or for a range of accounts.  It provides the date and full description of the receipt, along with the total per receipt and a grand total per account.  (Print Only)

Receipts by Sponsor

Lists all cash receipts entered for a specified sponsor.  It provides the date and full description of the receipt, along with the total per receipt and a grand total per sponsor.  (Print Only)

DISBURSEMENTS REPORTS

Click on Reports, Click on Disbursements

Disbursements Register

Lists checks in date or check number order for a selected date or date range.  The disbursements register depicts the cash account, date, check number, payee and amount, along with any voids.  (Display or Print)

Disbursements Journal

Lists checks by cash account for a specific date or date range.  The disbursements journal illustrates the cash account, check number, invoice number, vendor, account, sub totals per invoice and grand total for the selected range.  (Print Only)

Examine Detail of Check

Details specific information for one check at a time.  The report will list each invoice number, the accounts and amount of the check.  Additionally, if the check has cleared or is void, that information will also be displayed.  (Display or Print)

Voided Checks
Lists all voided checks for any selected date range along with the reason for the void.  (Display or Print)

Skipped Checks
This report lists all skipped checks within a designated check range.  A skipped check is one that was never actually drawn, but also was never used.  (Display or Print)

Cash Requirements

This report lists each unpaid invoice and lists the amount expected to be paid in aging columns to project the cash requirements that are past due, due the next week, due the next two weeks subsequent to that, and due thereafter.  The report considers whether the Bookkeeper has selected to take a discount, if the discount is still available, and the net due date.  If the Bookkeeper has authorized an invoice for payment and taken a discount (yet still not paid the invoice), or if the discount is still available, the projected date of payment is the discount date, and the amount due is shown net of the discount.  All other times the projected date of payment is the net due date, and the amount due is shown as the gross invoice amount.  (Print Only)

Tolerance

Lists checks paid greater than, or equal to a specified dollar amount.  (Display or Print)

Checks to Vendors

Lists all checks to a specified vendor.  All checks to this vendor, posted in the current fiscal year or uncleared from the prior year, will be included on the report.  The report lists the cash account, check number, date of the check and the amount of the check.  (Display or Print)

Vendor Invoices
Lists all paid and unpaid invoices to a particular vendor.  This report includes paid or unpaid invoices entered in the current fiscal year or any invoice related to any uncleared checks from the prior fiscal year.  The report lists all invoice numbers, date, sponsor, amounts, check numbers and dates for the selected vendor.  (Display or Print)

Year-to-Date Vendor Payments

Lists all invoices paid greater than, or equal to a specified dollar amount to a specified vendor per year.  All vendors with Year-to-date payments greater than or equal to the specified dollar amount will be included in the report.  (Display or Print)

PURCHASE ORDER REPORTS

Click on Reports, Click on Purchase Orders

Open Purchase Orders
This report shows all open and tentative purchase orders.  If the purchase order has been invoiced or paid, the invoice and check numbers are shown.  An open purchase order is any purchase order created, but not yet received or only partially received.  (Display or Print)

Purchase Order Status
Lists all purchase orders and whether they are open, received, or invoiced for a specified date or date range.  (Display or Print)

Void Purchase Orders
This report lists voided purchase orders and the dates that they were made void for a specified date or date range.  (Display or Print)

GENERAL ACCOUNTING REPORTS

Click on Reports, Click on General Accounts

Transfers/Adjustments Journal
This report details all Transfers or all Adjustments made between a specified period of time.  (Print Only)

General Ledger

This report can be run for one account or for a range of accounts.  All activity is presented per account for the specified period.  (Print Only)

Account Ledger
The Account Ledger shows all activity per account, including any adjustments.  (Display Only)

Trial Balance
The Trial Balance can be printed at any time during the year to verify posted account balances.  (Display or Print)

Budget Report
Not applicable

Encumbrances
This report will list by account all invoices and purchase orders that are encumbered in the account.  (Print Only)

Sponsor’s Accounts
Each sponsor will get his/her own report starting at page 1.  This report lists Beginning of year balance, Year to Date Receipts, Year to Date Disbursements, Current Balance, Encumbrances, and Available Balance by Sponsor, Account number.  (Print Only)

Monthly Report

This report lists the Beginning Balance at the beginning of the month, Receipts, Disbursements, Transfers In, Transfers Out, and Ending Balance for a specified month.  The report can be sorted by account name or account number.  (Print or Export)

Principal’s Monthly Report
This report lists Beginning Balance, Receipts This Month, Receipts Year-to-Date, Disbursements This Month, Disbursements Year-to-Date, Year-to-Date Transfers-In and Out, and Ending Balance for a specified month.  (Print or Export)

Year-to-Date Report
This report lists Beginning Balance at the beginning of the year, Year-to-Date Receipts, Year-to-Date Disbursements, Year-to-Date Transfers In, Year-to-Date Transfers Out, and Ending Balance.  (Print or Export)

TRANSACTION CODE REPORTS

Transaction codes are not used.

MAINTENANCE LISTS

Click on Reports, Click on Maintenance Lists

Chart of Accounts
This report represents the chart of accounts used at the school.  (Display or Print)

Funds
This report lists all the funds and each fund description (e.g., Fund 0 is Administration, Fund 1 is VHSL).  (Display or Print)

Transaction Codes
Transaction codes are not used.

Vendors

This report can be sorted alphabetically or by vendor ID.  The printed report provides the vendor’s TIN, type of entity, and if the vendor is marked for a 1099.  (Display or Print)

Sponsors

This report is a Sponsor List.  (Display or Print)

Distribution of Purchase Orders
This report provides a list of available distribution headings.  These titles are included on the purchase order.  Any number of distribution copies can be selected.  (Display or Print)

Backup Log
This report prints the backup log in backup ID order.  The most significant item on the report is the “days” column.  This is the number of days since the last backup.  Other than weekends and holidays, this number should be 1.  (Display or Print)

Standard Chart of Accounts
This report prints the list of accounts by fund group or all that have been created.  The account number, account name, and sponsor name (if added to the account) appear.  (Display or Print)

LABELS

Click on Reports, Click on Labels

Account File Folder Labels
This report prints labels in account number or account name order.  The account number and the account name are printed on the label.

Vendor File Folder Labels

This report prints vendor name labels in alphabetical order.  The vendor name and the vendor ID are printed on the label.

Vendor Plain Paper Labels

Plain Paper

This report prints a vendor address list (including the telephone number) and indicates if the vendor is marked as a 1099 vendor.  (1.75” heading, 14 labels per page)

Vendor Mailing Labels

Address Labels

This report prints a vendor address list in label format with vendor name and complete address including trading as, 1time vendors, and staff members.  (30 labels per page)

· Right Click on the Manatee Icon on the Desktop (Fox Head or Palm Tree)

· Click on Properties

· Open Shortcut Tab

· Drop down the arrow under RUN

· Highlight Maximized

· Click Apply 

· Click Ok

Each Principal has access to the Manatee accounting program, with rights to inquire and run reports.  The Manatee program is on each school’s network and the Office of Technology has given every Principal rights to the ACT (Accounting folder).  This ACT folder is in the “F” drive.

The following instructions will allow access to Manatee from the Principal’s desktop:

· Go to My Computer

· Double click on F Drive

· Double click on ACT folder

· Double click on Manatee folder

· Scroll down to the Fox Head icon named Manatee.exe

· Right click on the Fox Head icon

· Highlight Send To

· Click on Desktop (create new short cut)

· Close Manatee Folder

After the above instructions are completed, Manatee can be accessed from the Principal’s desktop by double clicking the Fox icon.  A list of the school accounts will appear.  The current year’s account is the one highlighted – press enter.  At this point, contact the OBS/School Business Division for the Principal’s Login name and Password.

This Appendix A has the various reports available with the applicable procedures to display or print.  Press the F3 key and a popup list will give the balance in each account, as well as the available balance in each account.  The available balance is the balance minus encumbrances (POs awaiting payment upon delivery and appropriate documentation).

If further information or clarification is needed, please contact the Office of Business Services/School Business Division.

	Allocation Budget Form – Elementary School



	Business Services/Budget


	Allocation Budget Form – Middle School



	Business Services/ Budget


	Allocation Budget Form – High School


Allocation Budget Form – Summarized Option



	Business Services/ Budget
Business Services/ Budget


	Application for Use of School Facility


	Business Services/Use of School Facility


	Assessment Forms for Lost or Damaged School Issued Materials



	Order from Supply Services

	Athletic Ticket Sales Control Forms/Documents:


Ticket Control Guidelines

Receipts Deposit/Ticket Sales Report

High School Ticket Control Worksheet

Middle School Ticket Control Worksheet

Middle School Athletic Receipts – 1st 9 wks
Middle School Athletic Receipts – 2nd 9 wks

Middle School Athletic Receipts – 3rd 9 wks

Middle School Athletic Receipts – 4th 9 wks

Cash Reconciliation (Optional Use)

Daily Ticket Log Worksheet

End of Year Ticket Inventory

End of Year Destroyed Ticket Inventory

Family Pass Ticket Log

Ticket Distribution List

Ticket Transfer Sheet

Payment Request Form – Support

Payment Request Form – Police Support

Payment Request Form – Security Assistants

Officials Payroll Sheet

Tournament Travel Reimbursement

Tournament Travel Reimbursement Hotel List

Non-Exempt Coach Time Sheet 1-15

Non-Exempt Coach Time Sheet 16-31

Special Event Ticket Information

Stadium Cleanup

VHSL Transportation Forms – Use of Private Vehicle

VHSL Travel Request


	Student Activities Coordinators Handbook
or

Student Activities


	Athletic Travel Forms



	Student Activities

	Attendance Change Form – Field Trip



	Business Services/Payroll



	Attendance Change Form



	Business Services/Payroll



	Bid Contracts



	Purchasing Services Website/How to Buy



	Book Fair Internal Control Sheet



	Business Services/Business


	Budget Management Control Sheet



	Budget Development/Budget



	Business Manual for Schools And Central Offices



	Publications/Budget and Finance/Business Services Publications

	Business Processing Procedures for all Staff Members



	Business Services Website/School Business



	Camp Forms:


Camp Activity Director Checklist

Camp Application for Use of School Facility

Camp Parental Consent Form

Camp Insurance Sample – Coaches’ Choice Program

Camp Non-employee Contract for Services (for consultant, trainer, vendor, and similar services)

Camp Temporary Employment Agreement (for non-12-month employees and must be processed through HR)


	Student Leadership/Activity Camp

	Capital Outlay Form (for student activity purposes)



	Student Activities



	Charter Bus Service Forms


Ordering Charter Bus Service

Approved Passenger Motor Carrier List

Charter Order Confirmation

VBCPS Passenger Carrier Master Agreement


	Administrative Support Services/Transportation


	Check Reissue Form



	Business Services/Business


	Contract Fiscal Note



	Business Services/Business


	Contract Quarterly Log



	Business Services/Business


	Contract for Services (Sample)



	Business Services/Business


	Custodial Overtime



	Business Services/Use of School Facility



	Direct Deposit Authorization Agreement



	Business Services/Payroll


	Employee Reimbursement – Non-Travel



	Business Services/Business


	Facility Use and Maintenance Agreement between the School Board and the City Department of Parks and Recreation



	Business Services Website/School Rentals/Parks and Recreation



	Field Trip Forms:


Form 1 – Travel Checklist (School Board Policy 6-56)

Form 2 – Athletic Travel Permission Form

Form 3 – Private Vehicle Transportation Form

Form 4 – Release, Waiver, and Indemnification

Field Trip Application
Field Trip Checklist for Overnight and Out-of-Area

Field Trip Permission – VB 1005S

Field Trip Request – VB 1006

General Requirements of Non-School Division Driver


	School Administration/Field Trip

or
Administrative Support Services/Transportation


	First Class Mail Presort Pickup Ticket



	Supply Services

	Form Listing – Supply Services


	Administrative Support Services/Supply Services



	Fundraiser Anticipated Revenue Form



	Business Services/Business


	Fundraiser Completion Form



	Business Services/Business


	Fundraiser Inventory Control – Sponsor



	Business Services/Business


	Fundraiser Inventory Control – Student


	Business Services/Business


	Gift Card Donations Inventory Sheet

	Business Services/Business



	Grant Budget Management Control Sheet



	Business Services/Business


	Grant Detail Worksheet



	Budget Development/Budget

	Guidelines for Organizations Affiliated with the Virginia Beach City Public Schools



	Business Services Website/School Business



	Interdepartmental Transfer Form


	Business Services/Business


	Internal Accounting Control Form


	Order from Supply Services

	Internal Accounting Control Form Inventory


	Business Services/Business


	Justification for Budget Request



	Budget Development/Budget

	LaserFiche Access Request



	Technology/Network Access

	Mileage Charts


	Business Services Website/Accounts Payable


	Network Account Request



	Technology/Network Access



	Network Account Transfer



	Technology/Network Access

	New Budget Request Form



	Budget Development/Budget

	Order Forms for ordering various supplies from the Office of Purchasing:


Art and Classroom Supplies

Basic Elementary Papers and Boards

Clinic Supplies

Copier Supplies (Canon–Xerox)

Fine Arts Supplies

Primary Writing Paper

Remanufactured Toner

Riso Supplies


	Purchasing Services/Purchasing Order Forms

	Payroll Statement Designee Form



	Supply Services

	Procurement Card Program:


Procurement Card Program Overview

Procurement Card Policy and Procedures Manual
Transaction Log Form

Payment Authorization Form

WORKS Website – First Time Set-up

WORKS End of the Billing Cycle Procedures for Site Administrators

Request for Procurement Card

LaserFiche P-Card Travel Template Instructions


	Purchasing Services Website/ Procurement Card



	Procurement Card (P-Card) Travel Expense Summary Sheet – Out of Town



	Business Services/Travel Reimbursement Expense/P-Card Travel Expense Summary Sheet



	Professional Leave Form



	Human Resources/Leave

	Receipt Book (VB100)


	Order from Supply Services

	Receipt Book Inventory


	Business Services/Business


	Receipts Retention Limit Calculation Form


	Business Services/Business


	Request for Approval to Purchase Non-Authorized Hardware


	Technology/Computer Hardware



	Request for Reimbursement – Graduation Expenses


	Student Activities Resource Book

	Request for InSITE Access and Training


	Technology/Network Access



	Sales and Use Tax Certificate of Exemption  – ST-10


	Business Services/Business


	Sales and Use Tax Certificate of Exemption  – ST-12


	Business Services/Business

or

Purchasing Services/Tax Exempt


	School Board Vehicle Monthly Fuel Log



	Administrative Support Services/Transportation


	School Board Vehicle Fuel Sites and Fuel Card Instructions



	Administrative Support Services/Transportation


	School Board Vehicle Request



	Transportation Services/Transportation



	Supply Services Requisition for Forms  – SS-8-86


	Form Requests submitted via School Dude


	Technology Programming Service Request Form



	Technology/Programming Request



	Transmittal Envelope


	Order from Supply Services

	Transmittal Envelope Inventory Listing


	Business Services/Business


	Travel Advance Application


	Business Services/Travel Reimbursement



	Travel Reimbursement Voucher – Local


	Business Services/Travel Reimbursement



	Travel Expense Reimbursement Voucher – 
Out of Town


	Business Services/Travel Reimbursement



	Unclaimed Properties Report


	Business Services/Business


	United Way Campaign Materials Turn-In Checklist



	Budget Development/United Way

	United Way Campaign Report Sheet



	Budget Development/United Way

	United Way Pledge Form



	Budget Development/United Way

	United Way Recognition Release



	Budget Development/United Way

	United Way VBCPS Spousal Leadership Contributors



	Budget Development/United Way

	Virginia Music Educators Association, Inc. – Event Manual – Policies and Procedures



	Business Services Website/School Business



	Virginia Beach City Public Schools W-9



	Business Services/Business



	Warehouse Inventory Sheet



	Business Services/Business

	Warehouse Requisition



	Requests submitted via School Dude


	WISE Account Request



	Technology/Network Access



	WISE Time and Attendance Account Request


	Technology/Network Access



	Workers’ Compensation Program Process


	Administrative Support Services Website/Safety and Loss Control/Loss Control Workers’ Compensation



	Workers’ Compensation Program Process Forms and Information


Employee Injury and Investigation Report

Accident Cause Chart

Panel of Physicians

Injury Status Report

W-8 BEN Form



	Packet delivered to all schools and central offices by the Office of Safe Schools and Risk Management

Business Services/Business

	W-9 Form

	Business Services/Business
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ACCESSING INSITE
· Open the Intranet

· Click on InSITE under Applications 

· Login with User Name and Password

· Click on Log In or Press enter

· Click on the In Site Icon

· Login to Oracle with User Name and Password

· Click on Login or Press enter

· On the In Site E-Business Suite (screen 1 of Navigator) click on the COVB FINANCIALS School Global Inquiry folder
· Select Reports/Run on Screen 2 of E-Business Suite Navigator

· Click Cancel on the Submit a New Request Screen

· The Top Ten List will appear 

INQUIRE ON DRAW ACCOUNT BALANCES

The balance shown is up-to-date.  It includes Purchase Orders, Payments, and Journal Entries that have been processed.  It does not include the Purchase Requisitions that have not been processed by the Office of Business Services Accounts Payable or Purchasing Services.  

· Navigate to:  Reports > Run or under Top Ten List Highlight Requests: Submit

· Click on OK button at Single Request

· Submit Request Screen appears

· Name Field is highlighted in yellow

· Click on (…) to drop down menu

· Choose FSG-SCHOOL DRAW REPORT

· Click on OK

· Parameters Screen appears

· Current month defaults in Period block or choose (…) to drop down months to choose from

· Click on OK 

· Do not enter alias – leave it blank

· Click on OK

· Click on clear

· Tab down five times to Physical Location Field

· Enter your school number

· Click on OK

· Parameter Screen appears

· Click on OK

· Submit Request Screen appears

· Click on Submit button

· Click on Refresh Data button to update Status of Request until phase is completed

· Click on View Output button

· Change the font size (top right hand corner) to view entire report

· Drag right hand corner of report to make the screen larger

· To print report, go to file, print, choose properties, choose layout tab, change orientation to landscape, click OK twice

REPORT ON OUTSTANDING PURCHASE ORDERS (ENCUMBRANCES)

This report lists all outstanding purchase orders for a particular account number.

· Navigate to:  Reports > Run or under Top Ten List Highlight Requests: Submit

· Click OK button at Single Request

· Submit Request Screen appears

· Name Field is highlighted in yellow

· Click on (…) to drop down menu

· Choose Encumbrance Detail Report

· Click on OK

· Parameters Screen Appears

· Press Tab

· INSITE Screen appears

· For School Draw Accounts:

Fill in Fund Number (e.g., 115)

Tab nine times to Physical Location Field

Enter your school number

· For Departments:

Fill in Full Account Number

· Click on OK

· Parameter Screen appears

· Click on OK

· Submit Request Screen appears

· Click on Submit button

· Click on Refresh Data button to update Status of Request until phase is completed

· Click on View Output button

· Change the font size (top right hand corner) to view report

· Drag right hand corner of report to make the screen larger

· Click on Next button to view each page

INQUIRE ON A PURCHASE ORDER

A vendor may call and inquire about a purchase order and whether it has been paid.  A school/department may want to know how much was paid and if the purchase order is closed.
· Navigate to:  Inquiry> Purchasing > Purchase Order or under Top Ten List Highlight Purchase Order Summary  

· Type in the Purchase Order number

· Click on Find

· Click on Inquire in the toolbar
· Choose - View Invoices

· Check number is on bottom right

INQUIRE ON ACCOUNT DETAILS

Account details will show the detail for charges to an account.

· Navigate to: Inquiry> General Ledger > Account Detail or under Top Ten List Highlight Account Inquiry  

· The date defaults to the present month. The month may be changed by typing another month or clicking the list of values (…)

· Click on the Accounts  field

· For School Draw Accounts:

Fill in Fund Number (e.g., 115)

Press Tab

Type in the Budget Unit Number

Press Tab

Type in the Object Code Number

Press Tab five times 

Enter your school number

· For Departments:

Fill in Full Account Number

· Click on OK 

· Click on Show Journal Details

· Place the cursor on the entry that you want to find more information about

· Click on Drilldown, if the source is Payables

The Drilldown shows the vendor, invoice number, Purchase Order number and the amount.  The invoice number may be copied to the notepad (via windows) and pasted to the form used for invoice inquiry.

· Click on Show Transaction.  

· Click on Overview.  This gives you all types of information about the invoice, the vendor, payment date, check number, voucher number, and purchase order number.

· If the source is manual, click on Show Full Journal to display description regarding a journal entry.  The description field explains the purpose for the entry (e.g., clay order). 

INQUIRE ON A PAY BY REQUISITION – INVOICE INQUIRY

Invoice inquiry is used to research a payment on a purchase order or a pay by requisition.

· Navigate to: Inquiry> Accounts Payable>View Invoices or under Top Ten List Highlight View Invoices Summary  

· Click to Open
· Click on the Invoice Number Box (second section)
· Type in the Invoice Number (from the original invoice) or paste via windows from the Journal Details
· Click on Find
· Click on Overview.  This gives you all types of information about the invoice, the vendor, payment date, check number, voucher number, and purchase order number.

INQUIRE ON A CHECK NUMBER – PAYMENT OVERVIEW

Check number inquiry is used to acquire more information on a check.

· Navigate to: Inquiry> Accounts Payable>Payment Overview or under Top Ten List Highlight Payment Overview  

· Type in the Check number

· Press TAB

· Click on Find
· The screen will show the check date, check amount, vendor, all invoices paid by the check and the check cleared date.
INQUIRE ON A VOUCHER

Voucher numbers appear on the detail reports with the vendor’s name and the amount.  A school/department may want to know what requisition number relates to the voucher.

· Navigate to: Inquiry> Accounts Payable>View Invoices or under Top Ten List Highlight View Invoice Summary 

· Type in the Voucher number in Numbers field under Voucher Audit Block

· Press TAB

· Click on Find
· The requisition number should appear in the Description block
· Click on Overview.  This gives you all types of information about the invoice, the vendor, payment date, check number, voucher number, and purchase order number.

INQUIRE ON A JOURNAL ENTRY 

Journal entries include budget transfers entered by the Budget Office and journal entries entered by the Office of Business Services/Financial Management Division.

· Navigate to: Inquiry> General Ledger > Journals or under Top Ten List Highlight Journal Entry Inquiry
· Type in the Batch Number  (it is case and space sensitive)
· Click on Find

· Click on Review Journal

A batch may contain many entries.  The entry for a particular school draw account is found by school location number.  The Description field explains the purpose for the entry (e.g., Clay order).

CHANGE PASSWORD

From screen 1 of In Site E-Business Suite:

· Choose Preferences (on right below the In Site E-Business Suite) 

· Scroll down to Change Password 

· Enter the old password

· Press TAB

· Enter the new password

· Press TAB

· Re-enter the new password.

· Scroll down and click on Apply (right corner) 

or:

From Navigator – InSITE School Global Inquiry Screen

· Click on Edit (in the Tool Bar)

· Choose Preferences – Change Password 

· Enter the old password

· Press TAB

· Enter the new password

· Press TAB

· Re-enter the new password.

· Click OK or press enter 

Forgot password – Call City Help Desk at 385-4699
PASSWORD EXPIRATION
The InSITE password expires every ninety (90) days, which is the same as your network password.  When the network password is changed, change the InSITE password also (above).  This periodic InSITE password change will avoid submitting a new Request for Access form.

QUERY KEY
% = Wild Card known

If certain information is known for a field, enter the known information with the %

TOP TEN LIST

The top ten list is a convenient way to navigate to windows/forms that are used frequently.

· Click on Tools

· Click on Top Ten List – this will expand the window and allow you to place your top choices in the Top ten list. 

Top ten list – The terminology changes when items are added to the list.

         Purchase Order becomes Purchase Order Summary.
	
	CAPITAL AND CONTROLLED ASSETS INVENTORIED BY A THIRD-PARTY VENDOR OR THE DEPARTMENT OF TECHNOLOGY/SITES


CAPITAL AND CONTROLLED ASSETS LIST


CAPITAL ASSETS


CONTROLLED ASSETS

CAPITAL AND CONTROLLED ASSETS ACQUISITIONS


TRANSPORTATION ASSETS


CURRICULUM AND INSTRUCTION ASSETS

TECHNOLOGY ASSETS


ALL OTHER ASSETS


DONATED ASSETS

CAPITAL ASSETS ACQUIRED BY INTERGOVERNMENTAL GRANTS


DISPOSAL AND TRANSFER PROCEDURES FOR CAPITAL AND CONTROLLED ASSETS


TRANSPORTATION ASSETS


CURRICULUM AND INSTRUCTION ASSETS


TECHNOLOGY ASSETS


TECHNOLOGY ASSETS – COPIERS


CUSTODIAL ASSETS


FOOD SERVICES ASSETS


ALL OTHER ASSETS


ASSETS INVENTORIED BY A SCHOOL SITE


TYPICAL ADDITIONAL ELEMENTARY SCHOOL SITE ASSETS INVENTORY


TYPICAL ADDITIONAL SECONDARY SCHOOL SITE ASSETS INVENTORY
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The Virginia Beach City Public Schools has purchased an asset management software package to assist with the inventory of capital and controlled assets. All capital assets with the cost equal to or greater than $5,000 along with any non-technology related controlled assets will be maintained by the Office of Business Services. Any non-capital technology related controlled assets will be maintained by the Department of Technology.
The Office of Business Services contracts with a third-party vendor to conduct an annual capital and non-technology related controlled assets inventory, as listed below. All capital assets with a cost equal to or greater than $5,000 and non-technology related controlled assets (e.g., cafeteria kitchen equipment, custodial equipment) are bar-coded and inventoried by the third party vendor. Once the capital and controlled assets have been bar-coded, the school will not need to keep inventory of these items, unless they desire to do so. However, the school will still be responsible for all capital and controlled assets (barcoded inventory and the in-house inventory), and rectify any missing items. Call the Office of Business Services (263-1033) for further information or assistance.

The Office of Business Services requires a contact person for capital and controlled assets inventory purposes, except for the cafeteria kitchen equipment inventory (handled by the Office of Food Services), be designated at each school and central office.  This person will be responsible for communicating with the Office of Business Services and the third-party administrator, Bar Code Consultants Inc. (TPA), regarding asset records.

To contact the TPA, call 621-2418 or e-mail bcc.inv@verizon.net.

The school/central office designated contact person will have the following responsibilities (not all-inclusive):

· Act as site contact for the TPA
· Inform the TPA when assets are received so that they can be properly bar-coded
· Review capital and non-technology related assets listed in the Asset Management System prior to the time the TPA arrives on the site to inventory the assets
· Assist the TPA in locating all items that were missing at the time of the inventory
· Identify all assets that are missing, after searching all areas of the school/central office, and complete the following:

· Vandalism/Theft Report

· Disposal and Transfer Procedures below

· Identify all items that have been relocated to another location and follow the Disposal and Transfer Procedures below

· Confirm list of assets after the annual inventory has been conducted and missing items resolved

· Any other related responsibilities as requested by OBS

The Department of Technology will be responsible for technology related controlled assets via the following website:

https://www.vbcps.com/depts/DOT/HardwareSvrs/Pages/InvProc.aspx
See the following for further information:

School Board Regulation 3-45.1 (Inventory Procedures and Property Classification)


An inventory of the capital and non-technology related controlled assets will be completed annually by the TPA, contracted through the Office of Business Services. The timeframe and process for the annual audit will be as follows:

· The TPA will make contact with the sites at least two weeks prior to the scheduled inventory date so that the site contact will be able to have time to run their inventory report from the Asset Management System
· The TPA will scan each asset’s barcode and prepare a missing capital and non-technology related controlled asset report one week after the on-site inventory is completed.
· The missing assets report will be distributed to the site contact, the Office of Business Services, and the appropriate department contact (e.g., Food Services)
· The on-site contact person will have two weeks upon receipt of the missing assets report to research and reconcile any discrepancies
· All efforts should be made to locate the missing asset by searching all areas of the facility
· The on-site contact person or appropriate department (e.g., Food Services) is responsible for either locating the missing asset (e.g., storage, transferred) or filing it as stolen property.
· If the asset cannot be found or was transferred/found at another location, then the appropriate department for the asset is required to follow procedures for disposal and/or transfer of the asset in the Asset Management System
· No capital or non-technology related assets may be transferred or disposed without following the disposal and transfer procedures (see Disposal and Transfer Procedures for Capital and Controlled Assets below)
The TPA will finalize a report with the on-site contact and the appropriate department once the inventories are complete and approved.
CAPITAL ASSETS
The following capital assets are capitalized and depreciated for financial reporting purposes, if the cost is equal to or greater than $5,000 (unless otherwise noted), and are charged to various capital asset account codes (e.g., 607xx, 609xx, capital project fund):

· Athletic equipment

· Buildings

· Building/Site Improvements (e.g., major modernization with a cost equal to or greater than $1,000,000)

· Technology equipment
· Copiers/Digital Duplicators/Sorters

· Custodial equipment

· Kitchen equipment

· Land

· Musical instruments

· Portable Classrooms

· School Plant maintenance equipment

· Science equipment

· Software with a cost equal to or greater than $150,000
· Transportation maintenance equipment

· Vehicles and buses

· Vocational equipment

CONTROLLED ASSETS
The following controlled assets are inventoried for control purposes, but are not capitalized or depreciated for financial reporting purposes, have a cost of under $5,000, and are charged to various non-capital account codes as noted:

Account code 606151 (technology related assets):

· Multi-media projector

· Technology equipment – computers, servers, laptops, monitors, printers, network switches (rack mountable), network attached appliances, wireless bridges/access point, scanners, uninterruptible power supplies (rack mountable), cart/laptop, electronic readers and similar devices (e.g., Kindle, iPad)
· Smart boards (aka Activboards)
· Distance Learning Cameras

Account code 606150 (non-technology related assets):

· Food Services equipment – ice maker, food chopper, dryer, food warmer, deep fat fryer, pressure cooker, dishwasher, steamer/steam cooker, refrigerator, freezer, proof cabinet, oven, range electric/gas, microwave oven, mixer, ice cream freezer, garbage disposal, milk cooler, food slicer, bun pan rack, cash register, tilting skillet, washer, dryer, and POS Terminals.
· Custodial equipment – burnisher, carpet extractor, scrubber polisher, auto/riding scrubber, vacuum (cleaner and/or wet/dry), buffer, auto sweeper, cyclone air-movers, and clothes dryer
· Telecommunications equipment tagged for tracking purposes only (monitored by the Department of Technology/Telecommunications Division)
TRANSPORTATION ASSETS
The central office (e.g., Office of Transportation, Office of School Plant) acquiring the vehicle must complete a purchase requisition coded to the appropriate account code (e.g., for buses – 115.56200.607115 (replacement) or 607315 (additional), School Plant or motor pool vehicle – 115.58200.607105 (replacement) or 607305 (additional) and submit to the Office of Business Services/Accounts Payable division.

The Office of Transportation will complete all Virginia Division of Motor Vehicle (DMV) forms associated with the acquisition of a vehicle.  Upon the completion of the title process, the Office of Transportation will provide the Office of Business Services/Financial Management division with the original title.  The Office of Business Services will maintain the database and safeguard the title documents.

When the vehicle is delivered, the Department of Transportation will be responsible for contacting the TPA so that it will be properly bar-coded.
CURRICULUM AND INSTRUCTION ASSETS

Central offices (e.g. Office of Technical and Career Education, Office of Fine Arts within Curriculum and Instruction) acquiring capital assets (e.g. Tech Education Equipment, Musical Instruments) must complete a purchase requisition coded to the appropriate account code (see Appendix G – VBCPS Chart of Accounts (e.g., Expenditure Object Codes 607 – Capital Outlay)).

When the schools or Supply Services receive the equipment, the designated contact person at that location will be responsible for contacting the TPA so that it will be properly bar-coded.

TECHNOLOGY ASSETS

The acquisition of capital and controlled technology assets will follow the procedures presented in the below website.

https://www.vbcps.com/depts/DOT/HardwareSvrs/Pages/InvProc.aspx
ALL OTHER ASSETS

Schools acquiring capital and/or controlled assets must complete a purchase requisition following Section 17.4 – Inventories and Capital Assets (Schools – Capital and Controlled Assets Inventory).

Central Offices acquiring capital and/or controlled assets must complete a purchase requisition coded to the appropriate account code (see Appendix G – VBCPS Chart of Accounts (e.g., Expenditure Object Codes 607 – Capital Outlay).
When the capital or non-technology controlled asset is delivered, the contact at the location is responsible for tagging the asset with a bar code provided by the Office of Business Services.

DONATED ASSETS
When a school/central office receives a donated capital or controlled asset, the following School Board Policy/Regulation must be adhered to:

School Board Policy 7-32 – Gifts, Grants and Bequests

School Board Regulation 7-32.1 – Gifts, Grants and Bequests

Once the aforementioned has been satisfied, the Office of Business Services must be notified and provided with the following information:
· Date acquired

· Donating party

· Asset description

· Serial number

· Estimated age

· Estimated value

· Other pertinent information

When the capital or controlled asset is delivered, the contact at the location is responsible for tagging the asset with a bar code provided by the Office of Business Services.

Capital assets acquired with Federal grant funds (whether directly through the Federal Agency or through funds that pass-through the Commonwealth of Virginia) with a threshold greater than or equal to $5,000 must also comply with OMB Circular 102, Sections 31-32, Common Rule and Compliance Requirements (34 Catalog Federal Regulation 80).  However, the specific Federal Agency can have its own guidelines, which should be included in each award notification.

To access a copy of the OMB Circular 102, Sections 31-32 through the Internet, use the URL address http://ecfr.gpoaccess.gov, go to title 34 Education in the drop down list.

TRANSPORTATION ASSETS

When transportation equipment, vehicles, buses, and similar assets are determined to no longer be useful, the Office of Transportation will create a disposal in the asset management system on-line and submit through an electronic approval path to the Director or designee for approval.
After the Office of Transportation identifies a vehicle to be sold, the Office of Business Services will provide the vehicle title to the Office of Transportation, after receiving a written request for the designated title/asset number.  The Office of Transportation will “Receive” the disposal in the asset management system on-line, which will generate an asset status of inactive.
CURRICULUM AND INSTRUCTION ASSETS


These types of capital and controlled assets include but not limited to the following:

· Musical Instruments

· Technical and Career Education Equipment (e.g. Automotive, Engineering, Family & Consumer Science)

· Early Discoveries Program Assets

When Curriculum and Instruction assets (e.g. Tech Ed Equipment, musical instruments) are determined to be no longer useful, the designated contact at their location will be responsible for creating a disposal in the asset management system on-line and submit through an electronic approval path to the Coordinator or designee(s) for approval. After the disposal has been approved, the appropriate mover (e.g. Supply Services) will be electronically notified that the asset is ready for pick-up. The mover will then ‘Receive’ the disposal in the asset management system on-line, which will generate an asset status of inactive.


If the Curriculum and Instruction Coordinator or designee(s) determines that the asset can be used at another location, then the designated contact at the school can create a transfer in the asset management system on-line and submit through an electronic approval path to the Coordinator or designee(s) for approval. 

TECHNOLOGY ASSETS

The disposal and transfer of capital and controlled technology assets will follow the procedures presented in the below website.

https://www.vbcps.com/depts/DOT/HardwareSvrs/Pages/InvProc.aspx
TECHNOLOGY ASSETS – COPIERS

The disposal and transfer of copiers will follow the procedures presented in the below website.

https://www.vbcps.com/depts/DOT/HardwareSvrs/Pages/InvProc.aspx
CUSTODIAL ASSETS

When custodial equipment is determined to no longer be useful, Custodial Services will create a disposal in the asset management system on-line and submit through an electronic approval path to the Director or designee for approval.  After the disposal has been approved, Supply Services will be electronically notified that the asset is ready for pick-up.  Supply Services will “Receive” the disposal in the asset management system on-line, which will generate an asset status of inactive.

If equipment is to be moved to another location, Custodial Services will create a transfer in the asset management system on-line and submit through an electronic approval path to the Director or designee for approval.  After the transfer has been approved, Supply Services will be electronically notified that the asset is ready for pick-up. Supply Services will “Receive” the transfer in the asset management system on-line, which will update the location of the asset.
FOOD SERVICES ASSETS

When Food Services equipment breaks down, Food Services notifies School Plant.  School Plant determines if the equipment can be economically repaired or if it should be disposed.  If disposal is recommended, School Plant will create a disposal in the asset management system on-line and submit through an electronic approval path to the Director or designee for approval.  After the disposal has been approved, Supply Services will be electronically notified that the asset is ready for pick-up.  Supply Services will “Receive” the disposal in the asset management system on-line, which will generate an asset status of inactive.

If equipment is to be moved to another location, School Plant or Food Services will create a transfer in the asset management system on-line and submit through an electronic approval path to the Director or designee for approval.  After the transfer has been approved, Supply Services will be electronically notified that the asset is ready for pick-up. Supply Services will “Receive” the transfer in the asset management system on-line, which will update the location of the asset.
ALL OTHER ASSETS

School Plant will handle assets not in the category of custodial, technology, or transportation.  When an asset is determined to no longer be useful at a particular site, the administrator of the site will inform School Plant. The equipment will be assessed by School Plant to determine if it should be disposed or if it is still valuable and can be used at another site.  If the equipment is to be disposed, School Plant will create a disposal in the asset management system on-line and submit through an electronic approval path to the Director or designee for approval.  After the disposal has been approved, Supply Services will be electronically notified that the asset is ready for pick-up.  Supply Services will “Receive” the disposal in the asset management system on-line, which will generate an asset status of in active.

If School Plant determines that the equipment can be used at another site, they will create a transfer in the asset management system on-line and submit through an electronic approval path to the Director or designee for approval.  After the transfer has been approved, Supply Services will be electronically notified that the asset is ready for pick-up. Supply Services will “Receive” the transfer in the asset management system on-line, which will update the location of the asset.
Each fiscal year, during the month of June, an annual inventory will be required for equipment not tagged through the Office of Business Services.  Each school must conduct the annual inventory (see the Typical Additional Elementary School Site Assets Inventory and Typical Additional Secondary School Site Assets Inventory lists (not all-inclusive) below) and update their records as needed.  Information is to be available when the audit for the school is conducted through the Internal Audit Department.


The assets inventory process for each site is as follows:

· During the month of June, a full inventory of assets must be conducted.

· Serial numbers on assets must be matched to the information on record.  These assets must be checked off as being located in the school.

· Assets not found must not be deleted; however, the record must be put in a file labeled “Missing” and noted as such, along with the date.

· As assets are removed (surveyed through School Plant or removed by Supply Services), these assets must be moved to a file labeled “Inactive” and noted as “surveyed” and dated.

· As assets are purchased, they must be added to the inventory.  All pertinent information relating to the asset must be recorded (serial number, purchase date, P.O. number, model, price, etc.).  This will assist with warranty information and cost effectiveness for repairs.

	Acoustic Ear, Electro

Air Cleaner

Air Compressor

Amplifier

Answering Machine

Audiometer

Badge Maker

Barcode Reader

Battery Charger

Binding Machine

Calculator / Adding Machine

Camera

Caramate

Coffee Maker

Coin Counter / Packager

Collator

Communication Device

Dehumidifier

DVD/VCR Combination

DVD Player

Digital Cameras

Digital Camcorders

Document Cameras

Editing Console

Fax Machine

Fog Machine

Folder

Hole Punch, Electronic

Kareoke Machine

Keyboard, Electric

Kiln

Laminator

Language Master

Lettering Machine

Listening Center

Magnifying Lamp

Manometer

Megaphone

Message Board, Electronic

Microfiche Unit

Microfilm Reader

Microscope


	Mimeograph Machine

Mimeoscope

Mixer, Audio Visual

Monitor, Video/Audio/VCR

MP3 Player/iPod

Musical Instruments

Offset Duplicator
Oscilloscope

P.E. Equipment (motorized)

Pager

Palm Organizer

Paper Cutter

Paper Jogger

Paper Shredder

Phys./Occup. Therapy Equip.

Popcorn Machine

Postal Meter (if purchased)

Postal Scale (if purchased)

Poster Printer

Potter’s Wheel

Projector, Filmstrip

Projector, LCD

Projector, Micro

Projector, Opaque

Projector, Overhead

Projector, Slide

Projector, Slide w/carrel

Punching/Binding Machine

Radio

Radio, Portable

Reader

Reading Labs

Record Player

Rewinder, Electric

Safe

Scale, Clinic

Scanning Unit

Slide Changer

Speaker

Spectroscope

Speech Mirror

Sphygmomanometer

Spirit Duplicator


	Stapling Machine

Stereo System

Stereoscope

Stroboscope

Tape Cleaner

Tape Deck
Tape Duplicator

Tape Eraser

Tape Player

Tape Player w/carrel

Tape Recorder, Cassette

Tape Recorder, Reel-to-Reel

Tape Splicer

Telescope

Television

Thermal Copier

Thermometer, Digital

Time Clock

Trans/Dictation Equipment

Turntable

TV/VCR Combination

Typewriter

Vacuum, Wet/Dry

VHS Evaluator/Cleaner

Video Camera

Video Printer

Video Recording Unit

Video Tape Player

Video Tape Recorder

Viewer, Film/Slide

Visual Testing Machine

Add these only if they are not located in the kitchen area

Dryer

Ice Maker

Microwave Oven

Refrigerator

Washer




	Air Cleaner

Amplifier

Answering Machine

Appliances (electric skillet, 

   deep fryer, blender, etc.)

Audiometer

Badge Maker

Balance, Triple Beam

Barcode Reader

Battery Charger

Binding Machine

Calculator / Adding Machine

Camera

Caramate

Checkwriter

Coffee Maker

Coin Counter / Packager

Collator

Communication Device

Compact Disk Player

Cosmetology Equipment

Computer Based Laboratory (CBL)

Dark Room/Photo Equipment

Dehumidifier
Digital Cameras

Digital Camcorders

DVD Player

DVD/VCR Combination
Document Cameras
Editing Console
Enlarger

Embroidery Machine

Fax Machine

Field Phone Set

Folder

Generator

Graphing Calculators and related equipment

Hemoglobinometer

Hole Punch, Electronic

Karaoke Machine

Keyboard, Electric

Kiln

Label Maker

Laminator

Language Lab

Language Master

Laser, Science

Laser Disc Player

Learning Lab

Lettering Machine


	Listening Center
Manometer

Message Board, Electronic

Microfilm Reader

Microphone, Lapel

Microscope

Mimeograph Machine

Mimeoscope

Mixer, Audio Visual

Monitor, Video/Audio/VCR
MP3 Player/iPod
Multimeter

Musical Instruments

Offset Duplicator 

Oscilloscope

Otoscope Set

P.E. Equipment (motorized)

Pager

Palm Organizer

Paper Cutter

Paper Jogger

Paper Shredder

Phys./Occup. Therapy Equip.

Plate Maker

Plotter

Popcorn Machine

Portable Speaker System

Postal Meter (if purchased)

Postal Scale (if purchased)

Poster Printer

Potter’s Wheel

Printing Press

Programmer

Projector, Filmstrip

Projector, LCD

Projector, Micro

Projector, Opaque

Projector, Overhead

Projector, Slide

Projector, Slide w/carrel

Punching/Binding Machine

Radio

Radio, Portable

Reader

Reading Labs

Receiver

Record Player

Satellite Dish

Scale, Clinic

Scanning Unit

Scoreboard
	Sewing Machine

Sign Machine

Speaker

Spectroscope

Spirit Duplicator

Stapling Machine

Stereo System

Stereoscope

Stroboscope

Synthesizer

Tape Cleaner

Tape Deck

Tape Duplicator

Tape Player

Tape Recorder, Cassette

Technology Education equipment (drills, anvil, saws, routers, sanders, etc.)

Television

Thermal Copier

Thermometer, Digital

Trans/Dictation Equipment

Transmitter/Receiver

Turntable

TV/VCR Combination

Typewriter

Video Camera

Video Disc Player

Video Printer

Video Recording Unit

Video Tape Player

Video Tape Recorder

Viewer, Film/Slide

Visual Testing Machine

Welder

Add these only if they are not located in the kitchen area

Dishwasher

Dryer

Food Slicer

Freezer

Ice Maker

Microwave Oven

Range

Refrigerator

Washer

Add only if non-custodial

Shampoo Machine

Vacuum 


AV Equipment
5 years







Mobile Language Lab






DL Document Cameras







Interactive Boards







VCR Recorders
Business Machines
5 years







Copiers







Paper Cutter/Binder






Duplicator-Offset







Sorter/Finisher






Folder, Stuffer






Touch Screen Consoles (Food Services)
Computer Equipment


5 years







CD ROM Tower







Tape Back-up







Computer







Components (Routers, tape arrays, passport 1100C)







Printers







Laptop







Battery Backup







Scanner







Poster Printer







Projector, Multimedia







Controller

Software




20 years






WISE






10 years







Genesis







Service Desk
Vehicles




8 years







Car







SUV







Golf Cart







Truck







Truck-Pickup







Truck-Van







Truck-Step Van







Truck-Panel







Truck-Cube







Truck-Refrigerated







Truck-Wrecker







Truck-Dump







Truck-Utility

Athletic Equipment



10 years







Scoreboard







Advanced Fitness Center







Sports Video Equipment






Mat, Wrestling/Gymnasium







Pole Vault Set
Riding Lawn Mower

Basketball Training Machine

Sanitizer – Athletic Machine

Football Sled (5-man, 7-man)

Baseball Field Rain Cover
Communication Equipment


10 years







Library Security System

Musical Instruments



10 years







Piano







Drum/Mirimba






Clarinet







Saxophone






Bassoon
Science & Engineering Equipment

10 years







Auto Shop







Tech Equipment







Plotter







Mill 8 x 10







Embroidery Machine







Editing Console







TV Studio Equipment







Video Workstation







Lighting Console-Drama Dept







Planetarium

Buses





12 years

Custodial Equipment


15 years







Scrubber Polisher







Washer – clothes






Dryer – clothes







Filtration Unit

Burnisher

Auto/Riding Scrubber

Vacuum Wet/Dry

Filtration Unit

Carpet Extractor/Stripper

Grounds & Maintenance Equipment
15 years







Tractor







Lift-Hydraulic

Kitchen Appliances



15 years







Food Chopper







Food Warmer







Pressure Cooker







Deep Fat Fryer







Tilting Skillet







Dishwasher







Steamer/Steam Cooker







Refrigerator/Freezer







Freezer







Oven







Refrigerator







Range Electric/Gas







Mixer
Washer – clothes







Dryer – clothes







Serving Lines

Machinery & Tools



15 years







Truck Forklift







Offset Press







Welder







Band Saw







Plate Maker







Forklift







Work Platform







Auto Mech Oven







Transportation Support Equipment







Backhoe/Loader






Sign Printer
Furniture & Accessories


20 years







Hospital Beds






Stage (portable)
Site Improvements



20 years







Improvements Other Than Buildings

Portable Buildings



25 years
Wind Turbines with Conversion Unit
25 years
Buildings




50 years
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THE ASSESSMENT FORM

All fees must be entered in GENESIS after receiving an assessment form.  Verify that the information is complete with no lines blank.  

ADD A FEE

· Click on the Genesis Tree

· Click on Genesis

· Click on Fees

· Click on Student Fees
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· Locate the student by entering the Last Name, First Name ID number.

· Click on the Find Button
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· Click on the Add Button
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· The Transaction Date defaults to the Current Date, to change this either click inside the field and type the correct date or click on the calendar and select the appropriate date
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· Select the appropriate Fee Code from the drop down menu. (The Description shows once the File has been saved, do not delete or change).  That is how the City knows to which account payments are posted.  
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· Enter the Fee Amount
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· Some fee codes have a Fee Category.  Since this information does not get “pulled” for the city, anything can be entered in that field.  (See below)  This is not a required field.
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· The fee description and Note field are merged for the city report.  Do not repeat information that appears in the Fee Description field; (i.e., NSF checks, Textbook, PE locks, calculators, etc.)

· Enter the book title, account name affected by the NSF check, or item lost followed by a space.  Do NOT use words such as lost, missing, damaged, or stolen.  

· Enter the item number (check number, book number, uniform number, calculator number, math template number, PE lock, paperback number, or library book number) after the symbol “#”.  Only use the “#” more than once in the space.  Only use the “#” symbol before any number relating to the items listed. Do not enter any words or spaces following the “#” symbol.  When using the “T” number for a library book, use a capital T with a dash followed by the number.  Enter a space.   

· Enter the “@” symbol followed by the school location number using three spaces.  This is NOT the GENESIS school number.  Refer to Appendix G for the location code number, or call Business Services.  Do NOT enter the GENESIS school number.  Do not enter extra zeroes.  This section of the field should only be three digits.  If the school location number is only two digits, 49 or 80, use one lead zero (049 or 080).  If the school location number has a lead zero and is four digits (0118), drop the lead zero and use only three digits (118).  Do not enter any information after the school location code.  Anything entered after the three-digit field will be dropped on export.  Press SAVE when finished adding fees.  
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ENTERING RETURNS/VOIDS

· Click on the Add button to generate a new line

· Enter the fee date as when entering a new fee.  

· Enter the fee code of 999 – NON-MONETARY RETURN

· Enter a payment amount for the fee. 

· Click into the Note field.  Enter the name of the item followed by “returned” or “voided”.  Press SAVE when finished.
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ENTERING PAYMENTS

· Click on the Add button to generate a new line

· Enter the fee date as when entering a new fee.  

· Enter the fee code of the item returned or voided. 

· Enter a payment amount for the fee. 

· Press SAVE when finished.
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WITHDRAWN STUDENTS

· Payments made and items returned may be entered for withdrawn students and the successive school will be able to view the entry.

PROCEDURES FOR SYNCHRONIZING ALL STUDENT FEE TOTALS

· Open the Genesis tree

Select the GENESIS node> the Fees node> the Setup Node> the School Fee Codes leaf
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· In the Fee Total Type field select Total fees for all years and all organizations
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· From the Menu  select Synchronize All Student Fee Totals from the drop down
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· The Job Status will process and indicate when the job is complete.
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· Click OK
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JULY

 July 2
Await a call from a School Business Assistant before closing June.

Be certain the bank reconciliation is balanced and all adjustments for 0600 allocation accounts and transfers are complete. 

July 3:
Middle and High School Summer School Financial Report (Initial Report) due in the Department of Curriculum & Instruction/Office of Compensatory Programs and Remediation with a check for the tuition fees collected

July 4:
Independence Day Holiday (schools closed)

July 5:
Travel Reimbursements for the 4th quarter due in the Office of Business Services/Accounts Payable Division (see Section 13.11) – 12-month employees only

July ASAP:
Financial Report for June due in the Office of Business Services/School Business Division

Scan into LaserFiche in the following order:

>Bank reconciliation (0531YR-0630YR proof of cash – all pages)

>Monthly Report (period 12 – signed)

>Principal’s Monthly Report (period 12 – signed)



>Adjustments Journal for Month (Batch – signed)

>Transfers Journal for Month (Batch – signed)

>Bank Statement of all accounts (CD, Savings, Money Markets, etc.)

>General Ledger (All Accounts: $10 – 8 0899, Accounting Period 12 to 12)

July 28:
Procurement Card Transaction Logs and Procurement Card Payment Authorization form due in LaserFiche within five working days

July 30:
Middle and High School Summer School Financial Report (Final Report) due in the Department of Curriculum and Instruction/Office of Compensatory Programs and Remediation with a check for the tuition fees collected
AUGUST

August 1: 

Close the month of July

August 22:
Unspent Summer School money due in the Office of Instructional Services (Acct. 0650);  remaining balance of Summer School tuition (Acct. 0520) due in the Office of Secondary Instructional Services

August 22:  
Financial Report for July due in the Office of Business Services/School Business Division

Scan into LaserFiche in the following order:

>Bank reconciliation (0630YR-0731YR proof of cash – all pages)

>Monthly Report (period 1 – signed)

>Principal’s Monthly Report (period 1 – signed)



>Adjustments Journal for Month (Batch – signed)

>Transfers Journal for Month (Batch – signed)

>Bank Statement of all accounts (CD, Savings, Money Markets, etc.)

>General Ledger (All Accounts: $10 – 8 0899, Accounting Period 1 to 1)

August 22: 
High and Middle Schools Athletics/SAC meeting, Laskin Road Annex Cafeteria at 9:00 a.m. (Bookkeepers are invited, but not required, to attend)

August 28:
Procurement Card Transaction Logs and Procurement Card Payment Authorization form due in LaserFiche within five working days

SEPTEMBER

September 3:
Labor Day (Holiday) (schools closed)

September 4:  
Close the month of August 

September 4:
School starts

September 5:
Officials reimbursement due in the Office of Student Activities

September 14:
Notify school-level representative on business-related topics for the upcoming Bookkeepers Advisory Board (BAB) meeting

September 21:
BAB meeting, Office of Business Services workroom, 

8:30 -10:00 

September 22:
Financial Report for August due in the Office of Business Services/School Business Division

Scan into LaserFiche in the following order:

>Bank Reconciliation (0731YR-0831YR proof of cash – all pages)

>Monthly report (period 2 – signed)

>Principal’s Monthly Report (period 2 – signed)



>Adjustments Journal for Month (Batch – signed)

>Transfers Journal for Month (Batch – signed)  

>Bank Statement of all accounts (CD, Savings, Money Markets, etc.)

>General Ledger (All Accounts: $10 – 8 0899, Accounting Period 2 to 2)
September 22:
First day of Fall

September 28:
Procurement Card Transaction Logs and Procurement Card Payment Authorization form due in LaserFiche within five working days

OCTOBER

October 1:

Close the month of September

October 5:
Travel reimbursement for 1st Quarter due in the Office of Business Services/Accounts Payable Division (See Section 13.11)

October 5:

Officials reimbursement due in the Office of Student Activities

October 9:
Bookkeepers quarterly meeting (mandatory), Technical & Career Education Center, Culinary Arts Room, 8:45 -12:00  (Principals invited)

October 15:
Calculator and Heart Monitor money for 1st Quarter due in the Department of Curriculum and Instruction.  Send a copy of the general ledger from accounts 5 0528.01 to 5 0528.02 with the check.  (See Section 7.7)

October 15:
Textbook Money for 1st Quarter due in the Office of Business Services/Accounts Payable Division.  Send a copy of the general ledger from accounts 5 0530 to 5 0550 with the check. (See Section 7.7)

October 15:
Obligation report, for the period October 1 of the previous year to September 30 of the current year, will be electronically consolidated by the Office of Business Services/School Business Division.  All fees and returns must be entered in Synergy before October 1.

October 15:
Driver’s Education money due in the Department of Curriculum and Instruction/Driver Education Division

October 22:
1st Quarter Contract Log due in the Office of Business Services/School Business Division (Scan into LaserFiche)

October 22:
Financial Report for September due in the Office of Business Services/School Business Division

Scan into LaserFiche in the following order:

>Bank Reconciliation (0831YR-0930YR proof of cash – all pages) 
>Monthly Report (period 3 – signed)

>Principal’s Monthly Report (period 3 – signed)



>Adjustments Journal for Month (batch – signed)

>Transfers Journal for Month (batch – signed)

>Bank Statement of all accounts (CD, Savings, Money Markets, etc.)

>General Ledger (All Accounts: $10 – 8 0899, Accounting Period 3 to 3)

October 28:
Procurement Card Transaction Logs and Procurement Card Payment Authorization form due in LaserFiche within five working days

NOVEMBER

November 1:

Close the month of October

November 5:

Officials reimbursement due in the Office of Student Activities

November 12:
Veterans Day observed (schools closed)
Second Week: 
Middle School Gate Receipts (1st Quarter) due in the Office of Student Activities

November 22:
Financial Report for October due in the Office of Business Services/School Business Division

Scan into LaserFiche in the following order:

>Bank Reconciliation (0930YR-1031YR proof of cash – all pages)
>Monthly Report (period 4 – signed)

>Principal’s Monthly Report (period 4 – signed)



>Adjustments Journal for Month (batch – signed)

>Transfers Journal for Month (batch – signed)

>Bank Statement of all accounts (CD, Savings, Money Markets, etc.)

>General Ledger (All Accounts: $10 – 8 0899, Accounting Period 4 to 4)
November 22, 23:
Thanksgiving holidays (schools closed)

November 28:
Procurement Card Transaction Logs and Procurement Card Payment Authorization form due in LaserFiche within five working days

DECEMBER

December 3: 

Close the month of November 

December 5:

Officials reimbursement due in the Office of Student Activities

December 22:

First day of Winter

December 22:
Financial Report for November due in the Office of Business Services/School Business Division

Scan into LaserFiche in the following order:

>Bank Reconciliation (1031YR-1130YR proof of cash – all pages)

>Monthly Report (period 5 – signed)

>Principal’s Monthly Report (period 5 – signed)

>Adjustments Journal for Month (batch – signed)

>Transfers Journal for Month (batch – signed)
>Bank Statement of all accounts (CD, Savings, Money Markets, etc.)

>General Ledger (All Accounts: $10 – 8 0899, Accounting Period 5 to 5)
December 24-31:
Winter holidays (schools closed)

December 28:
Procurement Card Transaction Logs and Procurement Card Payment Authorization form due in LaserFiche within five working days
JANUARY

January 1: 

New Year’s Day (schools closed)

January 2:

Close the month of December

January 2:
Download employee tax forms for the new calendar year from the links on the Payroll Web Site. Employees can access Employee Self-Service to make changes to their federal and state tax withholdings. However, employees who claim exempt from federal and/or state taxes must turn in a paper W-4 for federal tax withholding and/or VA-4 for Virginia state tax withholding.

January 5:

Officials reimbursement due in the Office of Student Activities

January 5:
Travel reimbursement for 2nd Quarter due in the Office of Business Services/Accounts Payable Division (See Section 13.11)

January 15:
Calculator and Heart Monitor money for 2nd Quarter due in the Department of Curriculum and Instruction.  Send a copy of the general ledger from accounts 5 0528.01 to 5 0528.02 with the check.  (See Section 7.7)

January 15:
Textbook Money for 2nd Quarter due in the Office of Business Services/Accounts Payable Division. Send a copy of the general ledger from accounts 5 0530 to 5 0550 with the check. (See Section 7.7)

January 15:
Driver’s Education money due in the Department of Curriculum and Instruction/Driver Education Division

January 17:
Notify school-level representative on business-related topics for the upcoming Bookkeepers Advisory Board (BAB) meeting

January 21:

Martin Luther King Day (schools closed)

January 22:
2nd Quarter Contract Log due in the Office of Business Services/School Business Division (Scan into LaserFiche)

January 22:
Financial Report for December due in the Office of Business Services/School Business Division

Scan into LaserFiche in the following order:

>Bank Reconciliation (1130YR-1231YR proof of cash – all pages)

>Monthly Report (period 6 – signed)

>Principal’s Monthly Report (period 6 – signed)

>Adjustments Journal for Month (batch – signed)

>Transfers Journal for Month (batch – signed)
>Bank Statement of all accounts (CD, Savings, Money Markets, etc.)
>General Ledger (All Accounts: $10 – 8 0899, Accounting Period 6 to 6)

January 23:
BAB meeting, Office of Business Services Workroom, 8:30 – 10:00

January 28:
Procurement Card Transaction Logs and Procurement Card Payment Authorization form due in LaserFiche within five working days

January 31:
All remaining W-2 forms that have not been picked-up by employees must be mailed via Rocket Direct and postmarked on or before January 31 or the last workday in January

FEBRUARY

February 1:

Close the month of January

First Week:
Middle School Gate Receipts (2nd Quarter) due in the Office of Student Activities

February 5:

Officials reimbursement due in the Office of Student Activities

February 7:
Bookkeepers quarterly meeting (mandatory), Technical & Career Education Center – Culinary Arts Room, 8:45 – 12:00  (Principals invited)

February 18:

Presidents Day (schools closed)

February 22:
Financial Report for January due in the Office of Business Services/School Business Division

Scan into LaserFiche in the following order:

>Bank Reconciliation (1231YR-0131YR proof of cash – all pages)

>Monthly Report (period 7 – signed)

>Principal’s Monthly Report (period 7 – signed)

>Adjustments Journal for Month (batch – signed)

>Transfers Journal for Month (batch – signed)
>Bank Statement of all accounts (CD, Savings, Money Markets, etc.)
>General Ledger (All Accounts: $10 – 8 0899, Accounting Period 7 to 7)

February 28:
Procurement Card Transaction Logs and Procurement Card Payment Authorization form due in LaserFiche within five working days

MARCH

March 1:

Close the month of February

March 4:
Unclaimed Properties Report for Fiscal Year 2011-2012 in Excel format via email (check made payable to the VBCPS) due in the Office of Business Services/School Business Division (see Section 14.6 and Appendix A.18)

March 5:

Officials reimbursement due in the Office of Student Activities

March 17:

St. Patrick’s Day

March 20:

First Day of Spring

March 22
Financial Report for February due in the Office of Business Services/School Business Division

Scan into LaserFiche in the following order:

>Bank Reconciliation (0131YR-0228YR Proof of Cash – all pages)

>Monthly Report (period 8 – signed)

>Principal’s Monthly Report (period 8 – signed)
>Adjustments Journal for month (batch – signed)

>Transfers Journal for month (batch – signed)

>Bank Statement of all accounts (CD, Savings, Money Markets, etc.)

>General Ledger (All Accounts: $10 – 8 0899, Accounting Period 8 to 8)

March 28:
Procurement Card Transaction Logs and Procurement Card Payment Authorization form due in LaserFiche within five working days

APRIL

April 1-5:
Spring Holiday (schools closed)
April 3:

Close the month of March

April 5:

Officials reimbursement due in the Office of Student Activities

April 5:
Travel reimbursement for 3rd Quarter due in the Office of Business Services/Accounts Payable Division (see Section 13.11)

Second Week:
Middle School Gate Receipts (3rd quarter) due in the Office of Student Activities

April 9:
Notify school-level representative on business-related topics for the upcoming Bookkeepers Advisory Board (BAB) meeting

April 15:
Calculator and Heart Monitor money for 3rd Quarter due in the Department of Curriculum and Instruction.  Send a copy of the general ledger from accounts 5 0528.01 to 5 0528.02 with the check.  (See Section 7.7)

April 15:
Textbook Money for 3rd Quarter due in the Office of Business Services/Accounts Payable Division. Send a copy of the general ledger from accounts 5 0530 to 5 0550 with the check. (See Section 7.7)

April 15:
Driver’s Education money due in the Department of Curriculum and Instruction/Driver Education Division

April 16:
BAB meeting, Office of Business Services Workroom, 8:30 – 10:00
April 22:
3rd Quarter Contract Log due in the Office of Business Services/School Business Division (Scan into LaserFiche)

April 22:
Deadline for draw accounts (except Special Education, Staff Development, Athletic, and Academy Programs; and tutoring program payments, local travel reimbursements, and paper orders) 

April 22:
Financial Report for March due in the Office of Business Services/School Business Division

Scan into LaserFiche in the following order:

>Bank Reconciliation (0228YR-0331YR Proof of Cash – all pages)

>Monthly Report (period 9 – signed)

>Principal’s Monthly Report (period 9 – signed)
>Adjustments Journal for month (batch – signed)

>Transfers Journal for month (batch – signed)

>Bank Statement of all accounts (CD, Savings, Money Markets, etc.)

>General Ledger (All Accounts: $10 – 8 0899, Accounting Period 9 to 9)

April 28:
Procurement Card Transaction Logs and Procurement Card Payment Authorization form due in LaserFiche within five working days

MAY

May 1:

Close the month of April

May 2:
Bookkeepers quarterly meeting (mandatory), Technical & Career Education Center – Culinary Arts Room, 8:45 – 12:00  (Principals invited)

May 5:


Officials reimbursement due in the Office of Student Activities

May 9:
Deadline for receipt of Academy Programs Draw account purchase requisitions, and payment and reimbursement requests by the Department of Curriculum and Instructions/Office of Academy Programs

May 12:

Mother’s Day

May 13:
Deadline for receipt of Athletic Draw account purchase requisitions, and payment and reimbursement requests by the Department of Student Leadership/Office of Student Activities

May 22:
Deadline for Special Education, Athletic, and Academy Programs Draw Accounts

May 22:
Financial Report for April due in the Office of Business Services/School Business Division

Scan into LaserFiche in the following order:

>Bank Reconciliation (0331YR-0430YR Proof of Cash – all pages)

>Monthly Report (period 10 – signed)

>Principal’s Monthly Report (period 10 – signed)
>Adjustments Journal for month (batch – signed)

>Transfers Journal for month (batch – signed)

>Bank Statement of all accounts (CD, Savings, Money Markets, etc.)

>General Ledger (All Accounts: $10 – 8 0899, Accounting Period 10 to 10)

May 27:
 
Memorial Day (schools closed)
May 28:
Procurement Card Transaction Logs and Procurement Card Payment Authorization form due in LaserFiche within five working days

JUNE

June 3:

Close the month of May

First Week:
Middle School Gate Receipts (4th quarter) due in the Office of Student Activities

June 14:

Last day of school

June 16:
Travel Reimbursement for 4th quarter due in the Office of Business Services/Accounts Payable Division (See Section 13.11) – Teachers only

June 16:

Father’s Day

June 21:

First day of summer


June 22:

Deadline for Staff Development Draw Account

June 22:
Financial Report for May due in the Office of Business Services/School Business Division

Scan into LaserFiche in the following order:

>Bank Reconciliation (0430YR-0531YR Proof of Cash – all pages)

>Monthly Report (period 11 – signed)

>Principal’s Monthly Report (period 11 – signed)
>Adjustments Journal for month (batch – signed)

>Transfers Journal for month (batch – signed)

>Bank Statement of all accounts (CD, Savings, Money Markets, etc.)

>General Ledger (All Accounts: $10 – 8 0899, Accounting Period 11 to 11)
June 22:
All direct school allocation money due in the Office of Business Services/Accounts Payable Division. Scan into LaserFiche the year-to-date financial report showing these accounts

June 28:
Procurement Card Transaction Logs and Procurement Card Payment Authorization form due in LaserFiche within five working days

June 30:

Officials reimbursement due in the Office of Student Activities

June 30:
Calculator and Heart Monitor money for 4th Quarter due in the Department of Curriculum and Instruction.  Send a copy of the general ledger from accounts 5 0528.01 to 5 0528.02 with the check.  (See Section 7.7)

June 30:
Textbook Money for 4th Quarter due in the Office of Business Services/Accounts Payable Division. Send a copy of the general ledger from accounts 5 0530 to 5 0550 with the check. (See Section 7.7)

June 30:
Driver’s Education money due in the Department of Curriculum and Instruction/Driver Education Division

June 30:
4th Quarter Contract Log due in the Office of Business Services (Scan into LaserFiche)

	
	FUNDS


BUDGET UNITS

OBJECT CODES – EXPENDITURES


OBJECT CODES – REVENUES


OBJECT CODES – ASSETS, LIABILITIES, AND EQUITY


PROJECTS/GRANTS – PROJECTS


PROJECTS/GRANTS – GRANTS


ACTIVITIES


LOCATIONS


PROGRAMS



	Page

G.1

G.5

G.10
G.33
G.53
G.60
G.64
G.87
G.88
G.94


105
School Grants Fund – AFFA/SFSF Program Fund (part of Fd 116)

106


School Technology Category Special Revenue Fund (part of Fd 115)

107 


School Equipment Replacement Fund

108      

School Instructional Technology Fund

109


School Vending Operations Fund 

110


Sch HI FD – Flexible Benefits Forfeiture Fund (part of Fund 615)

111> Inactive

School Telephone & Credit Cards SR Fund

112


School Communication Tower Tech Fund

113


Schools Grant Fund – Title IV-Pell Grant (part of Fund 116)

114


School Cafeterias Fund

115


School Operating Fund

116


School Grants Fund

117


School Textbooks Fund

118> Inactive

Schools Health Insurance Premium Fund (part of Fund 615)

119


School Athletics Special Revenue Fund

415


School Capital Projects Fund

424> Inactive

1985 School Referendum CP Fund

425> Inactive

School Rev Sharing CP Fund

426> Inactive

1986 School Referendum CP Fund

442> Inactive

1989 School Referendum CP Fund

458


Schools Other State Rev CP Fund

459


Schools State Lottery CP Fund

460


Schools General Rev CP Fund

495


School General Rev CP Fund

501> Inactive

1986 School Charter Bonds CP Fund

502> Inactive

1987 School Charter Bonds CP Fund

503> Inactive

1988 School Charter Bonds CP Fund

504> Inactive

1989 School Charter Bonds CP Fund

505> Inactive

1990 School Charter Bonds CP Fund

506> Inactive

1991 School Charter Bonds CP Fund

507> Inactive

1992 School Charter Bonds CP Fund

508> Inactive

1993 School Charter Bonds CP Fund

509> Inactive

1994 School Charter Bonds CP Fund

510> Inactive

1995 School Charter Bonds CP Fund

511> Inactive

1996 School Charter Bonds CP Fund

512> Inactive

1997 School Charter Bonds CP Fund

513> Inactive

1998 School Charter Bonds CP Fund

515> Inactive

1999 School Charter Bonds CP Fund

519> Inactive

2000 School Charter Bonds CP Fund

523> Inactive

Lottery Nonrecurring Costs Fund

524> Inactive

2001 School Charter Bonds CP Fund

528       

2002 School Charter Bonds CP FD

531> Inactive
  
2003 School Charter Bonds CP FD

534> Inactive

2004 School Charter Bonds CP FD

539> Inactive

2005 School Charter Bond Capital Project Fund

556> Inactive

2006 School Charter Bond Capital Project Fund

557
 

2007 School Charter Bond Capital Project Fund

558
 

2008 School Charter Bond Capital Project Fund

559> Inactive

ARRA/SFSF Program Capital Projects Fund

560


2009 School Charter Bond Capital Project Fund

561


2010 School Charter Bond Capital Project Fund

562


2011 School Charter Bond Capital Project Fund

563 >New

2012 School Charter Bond Capital Project Fund

614


School Risk Management Internal Service Fund

615


School Health Insurance Internal Service-Schools

617 


School Health Insurance Internal Service-City (part of Fund 615)

704


General Fixed Assets Account Group Fund (Internal Use Only)

804


General Long-Term Debt Account Group Fund (Internal Use Only)

925> Inactive

School Site Acquisitions Fund

972


School Fringe Benefits Agency Fund

973


School Payroll Deductions Fund (part of Fund 979)

978> Inactive

School Activity Accounts Agency Fund

979


School Payroll Deductions (WISE) Fund

981>Inactive

Sch HI FD – School Wellness Program Trust Fund (part of Fund 615)

982>Inactive

Arts & Academics Trust Fund

983>Inactive

Foreign Language Trust Fund

984>Inactive

Class Action Virginia Teen’s Law Fund

INSTRUCTIONAL
50100


Elementary Classroom


50200


Senior High Classroom

50300


Technical and Career Education

50400


Gifted Education and Academy Programs

50500


Special Education

50600


Summer School

50700


General Adult Education

50800>Inactive*
Open Campus High School       *FY 2010

50800


Alternative Education – Renaissance Academy

50900


Student Activities

51000


Office of the Principal - Elementary

51100


Office of the Principal - Senior High

51200


Office of the Principal - Technical

51300


Guidance Services

51400


Social Work Services

51500


Media and Communications

51700


Instructional Support

51710


Instructional Center for Teacher Leadership

51720


Diversity
51800


Special Education Support

51900


Gifted Education and Academy Programs Support

52000


Media Services Support


52100


Educational Leadership and Assessment

52200


Middle School Classroom

52300


Remedial Education

52400


Office of the Principal - Middle Schools

52500


Homebound Services

52600


Technical and Career Education Support

52700


Student Leadership

52800


Psychological Services

52900


Audiological Services

53000


Payroll Default (Office of Business Services Use Only)

53100


School Administration

53200


Alternative Education

ADMINISTRATION, ATTENDANCE & HEALTH

54100


Board, Legal, and Governmental Services

54200


Office of the Superintendent

54300


Department of Budget and Finance

54400


Department of Human Resources

54500


Internal Audit

54600


Purchasing Services

54700


Center for Teacher Leadership
55000


Benefits

55200


Health 

PUPIL TRANSPORTATION

56100


Management

56200                  
Vehicle Operation

56250


Vehicle Operation – Special Education

56300


Vehicle Maintenance

56400


Monitoring Services

OPERATIONS AND MAINTENANCE
57100


Facilities Planning and Construction

57200


School Plant

57300


Supply Services

57400


Grounds Services

57500


Custodial Services


57600


Environmental Services

58100


Safety and Loss Control


58200


Vehicle Services

58300


Telecommunications

59100


Technology

DEBT SERVICE

70115


Debt Service
TECHNOLOGY CATEGORY FUND

51600


Instructional Technology

54900


Office of Technology

58400


Technology Maintenance

SCHOOL CAFETERIAS FUND

50050


School Food Services

59100


Technology

SCHOOL CAPITAL PROJECTS FUNDS

00000


All Capital Projects

50090


Salaries and Benefits Object Codes

SCHOOL HEALTH INSURANCE FUND

55008


Plan Year 2008

55009


Plan Year 2009

55010


Plan Year 2010

55011


Plan Year 2011

55012


Plan Year 2012

55013 >New

Plan Year 2013

601

Personnel Services:  All compensation for the direct labor of persons in the employment of the school division, which includes salaries and wages paid to employees for full-time, part-time, and temporary work, including supplements, allowances, overtime, and similar compensation.  Also includes payments for time not worked such as annual, funeral, sick and personal reasons leave (payments related thereto should be charged to the appropriate account number); holidays; and other paid absences (e.g., jury duty, military pay).

601501

Board Members

601502

Clerk of the Board 

601503

Superintendent

601504

Associate Superintendents

601505

Assistant Superintendent/Executive Assistant

601507

Supervisors and Other Professional Personnel

601508

Administrative Personnel (Directors Only)

601509

Cafeteria Managers

601510

Clerical Personnel

601511
Workshops (for Attendees and Curriculum Developers - Employees Only)

601512

Sick Leave and Personal Payments 

601513

Psychologists/Audiologists/Therapists
601514

Part-Time/Temporary Personnel

601515

Cafeteria Worker Substitutes

601516

Elementary Cafeteria Workers

601517

Middle School Cafeteria Workers

601518

Senior High Cafeteria Workers 

601519

Other Administrative Personnel 

601520

Elementary Principals

601521

Elementary Assistant Principals

601523

Middle School Principals

601524

Middle School Assistant Principals

601525

Senior High Principals

601526

Senior High Assistant Principals

601527

Teacher Leaders

601530

Elementary Teachers

601531

Elementary Teacher Assistants 

601532

Elementary Interpreters 

601533

Instructional Personnel (Adult Learning Center - Full-time Only)

601534

Instructional Personnel (Adult Learning Center and Open Campus High School Use Only)

601535

Middle School Teachers

601536

Middle School Teacher Assistants

601537

Middle School Interpreters 

601538

Teacher Assistant Substitutes

601539

Cafeteria Monitors

601540

Senior High Teachers

601541

Senior High Teacher Assistants 

601542

Senior High Interpreters

601543

Early Retirement Incentive Program

601544

Drivers Education Personnel

601545

Homebound Teachers (Princess Anne Center)

601546  

ISS Personnel

601548

Interpreter Substitutes

601549

NBCT Incentive Bonus

601550

Instructional Coordinators/Specialists

601551

Social Workers 

601556

Nurse Assistants 

601557

Nurses

601558

Compulsory Attendance Personnel

601559

Nurse Substitutes

601560

Workshop Instructors (employees only)

601561

Other Instructional Personnel – Elementary School

601562  

Other Instructional Personnel – Middle School

601563  

Other Instructional Personnel – High School

601564  

Stipends

601565  

Coaching Supplement

601566  
    
Non-Athletic Supplements

601567

Benefit Payments

601568 >New

Bonuses

601570

Elementary Teacher Substitutes

601571

Middle School Teacher Substitutes 

601572

Senior High Teacher Substitutes

601574

Long-term Substitutes

601575

Library/Media Assistant Substitutes

601578

Homebound Teachers

601579

Library/Media Assistants

601582

Garage Employees

601583

Bus Drivers

601584

Custodians

601585

Bus Driver Substitutes

601586

Maintenance Personnel (including Distribution Clerks)

601587

Special Education Bus Drivers

601588

Custodian Substitutes

601589

Grounds Personnel

601591

Security Guards

601592  

Security Assistants

601593

Bus Driver Assistants

601594

Bus Driver Assistant Substitutes 

601595

COE Students

601596

School Police

601597

School Event Employees (e.g., Officials, Event Support)

601598

Security Assistant Substitutes

601599

Technical Personnel

6016XX         
Overtime Payments (for certain personnel object codes –

payroll system generated, if used)

601990

Compensated Absences


   
          

601998

Contingency (Budget Development Office Use Only)

601999

Contingency (Budget Development Office Use Only)

602

Fringe Benefits:  Job-related benefits provided for school employees as part of their total compensation.  Fringe benefits include the employer's portion of FICA, retirement contributions, health insurance premiums, life insurance premiums, unemployment insurance premiums, flexible benefits program, employee assistance program, workers' compensation, and tuition reimbursements.  

602101

FICA Benefits

602201

Retirement Contributions (VRS)

602202                    
Early Retirement Incentive Plan

602203

Defined Contribution Plan

602204

VRS Retiree Health Insurance Credit

602301

Health Insurance

602302

Life Insurance (VRS)

602303

Post Employment Health Benefit

602306

Dental Insurance under Federal Cobra Subsidy Program
602307

Unemployment Insurance

602309

Flexible Benefits Program

602310

Employee Assistance Program

602311       

Legal Resources Plan

602401

Workers' Compensation (payments are transferred to the School Risk Management Fund)

602402

Tuition Reimbursements

602414

Health Reimbursement Arrangement Plan

602415

Health Savings Account

602417 >New

Health Credit

602418 >New

Double Health Credit

602500

Disability Insurance

602940

Relocation Costs

602960     
Deferred Compensation

602999

Non-Cash Benefits

603

Purchased Services:  Services acquired from outside sources on a fee basis or fixed time contract basis.  Payments for rentals, utilities, or extensive repairs (which are additions or improvements to capital assets) would not be included.

603022

Payments to Parents:  Reimbursements to parents or legal guardians for expenditures incurred in providing certain required student educational programs.  For example, the transportation of special education students to required classes/programs.  

603023

Special Education/Private Schools:  Payments to private or regional schools for special education students.    

603102

Legal Services:  Payments made to outside sources (e.g., law firms) for legal services acquired on a fee basis (includes City Attorney’s Office charges).  

603104

Independent Auditing:  Payments made to outside sources (e.g., Certified Public Accountant firms) for independent auditing services required by local laws and regulations, the Commonwealth of Virginia, or federal government.

603105

Indirect Cost:  Charges made to certain cost centers (e.g., Commonwealth of Virginia/federal grants, enterprise funds) for administrative/operating services (e.g., personnel, finance, purchasing, building maintenance) rendered on an indirect basis.  This account also includes the Pell Grant Administrative cost allowance.

603109

Engineering/Architectural Services:  Payments made to outside sources for engineering and architectural services (e.g., for the capital improvement program).

603110

Geotechnical/Testing Services:  Payments made for subsurface, drilling, and job site inspections and testing (e.g., for the capital improvement program).

603111

Food Services:  Payments/reimbursements to the School Cafeteria Fund, vendors, and employees for food and related supplies used at school functions (e.g., School Board meetings, workshops/staff development, Teacher of the Year and retirement banquets) on school property.

603117  

Technological Services:  Payments for various technological services such as consulting, programming, project management, on-line data service licenses/fees, installations, and similar activities.

603150  

Professional Services-City (Health Insurance Fund Use Only)
603151  

Professional Services-Schools (Health Insurance Fund Use Only)
603152  

Legal Services-City (Health Insurance Fund Use Only)
603153  

Legal Services-Schools (Health Insurance Fund Use Only)
603201

General Maintenance and Repair:  Payments for repairs to capital outlay or facilities including parts and supplies.  Parts and supplies that are purchased to be used by school staff for repair purposes should be coded to 606007 (maintenance supplies).  In addition, this account would include maintenance service contracts.

603205  

Boiler and Machinery Inspections:  Payments made for Boiler and Machinery inspections required by the Commonwealth of Virginia.

603301

Advertising:  Payments for advertising in newspaper, radio, television, or other media (for such purposes as to seek employment applicants, announce public hearings, list adult course offerings, or notices).

603302

Publicity/Public Relations Services:  Payments made to an outside private business for the cost of brochures, pamphlets, newsletters, and similar literature that promotes employee relations and public awareness.

603401

Printing and Binding:  Payments for the printing and binding of various documents that are performed by an outside private business (includes City/School Print Shop charges).

603404

Uniform Rental:  Payments made for the rental of uniforms for certain personnel (e.g., vehicle mechanics, maintenance personnel, custodians).

603406

Refuse Disposal Services:  Payments for private dumpster disposal services.

603407

Other Purchased Services:  Payments for purchased services other than the above.  Examples include instructional consultants, medical services, insurance consultants, asbestos abatement, and other contractual services.  In addition, each school is allocated a direct appropriation from which a reduction occurs as staff development services are purchased.

604

Internal Services:  Charges for goods and services performed by School Board employees to other activities (e.g., schools, offices) of the School Division.

604501
Risk Management Charges:  Charges for services (e.g., property and vehicle insurance premiums, workers’ compensation claims, deductibles) rendered by the School Board’s Risk Management Internal Service Fund. 


605

Other Charges:  This classification is used for payments of utilities, postage, telecommunications, insurance, rentals, travel, and other miscellaneous charges.  

605101

Electrical Services:  Payments for the use of electricity. 

605102

Heating Services - Oil:  Payments for the use of oil for heating purposes.  

605103

Water Services:  Payments for water usage and related services.

605104

Sewer Services:  Payments for the treatment of sewage and related services.

605105

Gas Services:  Payments for the use of natural gas for heating, cooking, and other related purposes.  

605201

Postal/Messenger Services:  Payments for transmitting mail by the U.S. Postal Service including stamps, stamped envelopes, postage meter rent, insured/certified mail, and permit fees.  In addition, the transmission of messages and packages by private courier organizations are included.

605203

Telecommunications:  Payments for telephone services used (except long-distance (605205) and administration charges (605206)), installation charges, and related services.  Payments for telephones and related equipment should be coded to 607103 or 607303.

605205

Telecommunications - Long-Distance:  Payments for telephone long-distance services.

605206

Telecommunications - Administration:  Payments for telephone administration charges.

605301

Boiler and Machinery Insurance:  Payments of insurance premiums for coverage on boilers and machinery.  (Risk Management Fund Use Only)

605302

Fire and Property Insurance:  Payments of insurance premiums for coverage on buildings and contents of buildings that are owned or used by the School Board.  (Risk Management Fund Use Only)

605303

Flood Insurance:  Payments of insurance premiums for flood coverage on buildings and contents of buildings that are owned or used by the School Board.  (Risk Management Fund Use Only)

605305

Vehicle Insurance:  Payments of insurance premiums for liability insurance (comprehensive and collision coverage, where applicable) for vehicles owned by the School Board.  (Risk Management Fund Use Only)

605306

Surety Bonds:  Payments of premiums for Surety Bonds for certain School Board employees.  (Risk Management Fund Use Only)

605307

Public Officials Liability Insurance:  Payments of premiums for Public Officials Liability coverage.  (Risk Management Fund Use Only)

605308

General Liability Insurance:  Payments of insurance premiums for general liability insurance for bodily injury and property damage for the School.  (Risk Management Fund Use Only)

605310

Workers' Compensation:  Payments of workers' compensation insurance premiums for coverage above the self-insured level.  (Risk Management Fund Use Only)

605311

Workers' Compensation - Self-Insured Losses:  Payments of workers' compensation claims above the insurance coverage level.  (Risk Management Fund Use Only)

605316

Workers' Compensation - Administration:  Payments of workers' compensation program administration (e.g., Third-party administrator).  (Risk Management Fund Use Only)

605317  

Vehicle Liability – Self-Insured Losses:  Payments of vehicle liability claims (up to the deductible limit and insured level per claim). (Risk Management Fund Use Only)

605320  

ITS Access Fees – City (Health Insurance Fund Use Only)

605321 
 
Capitation – City (Health Insurance Fund Use Only)
605322  

ITS Access Fees – Schools (Health Insurance Fund Use Only)
605323  

Capitation – Schools (Health Insurance Fund Use Only)
605331  

Medical Claims – City (Health Insurance Fund Use Only)
605332  

Medical Claims – Schools (Health Insurance Fund Use Only)
605333  

Health Program Administration - City (Health Insurance Fund Use Only)
605334

Health Insurance Excess Premium – City (Health Insurance Fund Use Only)
605335  

Drug Claims – City (Health Insurance Fund Use Only)
605336

Drug Claims – Schools (Health Insurance Fund Use Only)
605337  

Health Program Administration – Schools (Health Insurance Fund Use Only)
605338  

Health Insurance Excess Premium – Schools (Health Insurance Fund Use Only)
605339  

Reserve Charge – City (Health Insurance Fund Use Only)
605340  

Reserve Charge – Schools (Health Insurance Fund Use Only)
605341  

Vision Plan – City (Health Insurance Fund Use Only)
605342 

Vision Plan - Schools (Health Insurance Fund Use Only)
605343 

State Premium Tax – City (Health Insurance Fund Use Only)
605344  

State Premium Tax – Schools (Health Insurance Fund Use Only)
605345  

Workers’ Compensation Tax Assessment:  Payments made to the Commonwealth of Virginia Workers’ Compensation Commission.  (Risk Management Fund Use Only)
605346  

IBNR Medical Claims – City (Health Insurance Fund Use Only)
605347  

IBNR Medical Claims – Schools (Health Insurance Fund Use Only)

605348  

IBNR Drug Claims – City (Health Insurance Fund Use Only)
605349  

IBNR Drug Claims – Schools (Health Insurance Fund Use Only)
605350  

IBNR Claims – City (Health Insurance Fund Use Only)
605351  

IBNR Claims – Schools (Health Insurance Fund Use Only)

605353

Public Officials Liability Insurance – Self-Insured Losses
605401

Lease/Rental of Capital Assets:  Payments for the leasing or renting of equipment and other capital assets (e.g., films, videos).  Payments made under a lease-purchase financing agreement (610091 (Principal) and 610092 (Interest)) are not included.  

605402

Lease/Rental of Buildings and Land:  Payments for the leasing or renting of land, buildings, and other facilities.  Payments made under a lease-purchase financing agreement (610091 (Principal) and 610092 (Interest)) are not included.  

605501

Travel/Professional Improvement:  Payments to or on behalf of school employees for expenditures related to attendance at conferences, conventions, seminars, workshops and courses (not sponsored by the school division).  Includes the cost of lodging, meals, travel fares, registration fees, and materials.  

605502

Travel - Routine:  Payments for local travel within the general metropolitan area by school employees in the performance of their duties. Includes a rate per mile for use of their private vehicles, tolls, (including the purchase of tokens), and parking fees.

605508

Travel/Other:  Payments for travel other than for the above purposes (605501 and 605502).  Includes travel for recruiting and legislative purposes; and travel to various meetings of leaders in business, government, and /or school divisions.

605607

Contribution - WHRO TV:  Contributions made, in conjunction with other school division members of the Hampton Roads Educational Television Association, on a per student basis to WHRO Television and Radio.  This contribution is for WHRO's capital improvement program.

605781

Pell Grant Program - Tuition:  Payments made to qualified nursing students as authorized and granted under the Federal Title IV Student Financial Assistance Programs; and administered by the Office of Student Financial Assistance within the U.S. Department of Education.  (Pell Grant Fund Use Only)

605782

Pell Grant Program - Living Expenses:  Payments made to qualified nursing students as authorized and granted under the Federal Title IV Student Financial Assistance Programs; and administered by the Office of Student Financial Assistance within the U.S. Department of Education.  (Pell Grant Fund Use Only)

605783

Tuition:  Payments made to qualified MyCAA (Military Spouse Career Advancement Accounts) students as authorized and granted under the applicable federal guidelines; and administered by the Department of Defense.  (Grants Fund Use Only)

605801

Dues and Memberships:  Payments for school employees' memberships in professional organizations (which may include periodic publications).  

605812  

Out of State Tax - City (Health Insurance Fund Use Only)

605813  

Out of State Tax - Schools (Health Insurance Fund Use Only)

605814

School Allocations - (School Vending Operations Fund Use Only)

605815 
           College/University Scholarships: Payments to colleges/universities   for student awarded scholarships based on an application process, established criteria, and other requirements. 

605898

Miscellaneous Reserve:  Contingencies as determined by the School Board and the Superintendent.  The related budget is re-allocated as approved to the proper budget unit and/or object code for the applicable charges.  No charges are incurred in this account.

605899

Miscellaneous:  Includes charges that are of such a miscellaneous nature (e.g., regulatory penalties and fines, certain taxes) they cannot be classed under any of the previous account numbers.

605999

Cash Deposits Overage/Shortage:  Used to record deposit and financial record variances.  For example, a shortage is recorded if the actual cash deposit of collections for the day is less than the amount shown on the cash register internal summary tape of collections for the day.  

606

Materials and Supplies:  Articles and commodities acquired which are consumed or materially altered when used and capital outlay items that have a unit cost of less than $5,000. 

606001

Office Supplies: Purchases of office stationery, pre-printed forms, receipts, typewriter ribbons, folders, and other related items used in the office environment except computer supplies and software (606415).  

606002

Food: Purchases of food for consumption in the school division's cafeterias.  (Food Services Fund Use Only)

606003

Food (USDA): Reflects the estimated wholesale market value of the agricultural products donated by the U.S. Department of Agriculture (USDA) under the Donated Commodity Program.  The products are used in the preparation of school meals.  (Food Services Fund Use Only)

606004

Medical Supplies: Purchases of appropriate first aid items and other supplies to operate the school division's clinics by the nurses.  

606005

Custodial/Cleaning Supplies: Purchases of appropriate cleaning materials (e.g., soaps, waxes, disinfectants, pesticides, mops, brooms, paper towels, restroom products, and other related items). 

606006

Food Service Supplies: Purchases of all related items (e.g., dishes, silverware) used for preparing, cooking, and serving food.  (Food Services Fund Use Only)

606007

Repair and Maintenance Supplies: Purchases of building and equipment materials and supplies, paints, and painting supplies, plumbing and electrical supplies, and other related items in the routine repair and maintenance of capital assets except vehicles and powered equipment (606009).  

606008

Vehicle Fuels: Purchases of gas, oil, grease, and such other fuel as used in the operation of vehicles and powered equipment (e.g., lawn mowers).

606009

Vehicle and Powered Equipment Supplies: Purchases of tires, batteries, spark plugs, chains, and other related items used in the operation of vehicles and powered equipment (e.g., fork lifts).

606011

Instructional Supplies: Purchases of teaching materials that are used directly in the classroom environment or used by a central office for instructional planning and similar purposes.  In addition, each school is allocated a direct allotment for internal use and a direct appropriation from which a reduction occurs as items are purchased.

606012

Library Books and Supplies: Purchases of library materials that are used directly in the library or used by a central office for media planning and similar purposes.  In addition, each school is allocated a direct allotment for internal use and a direct appropriation from which a reduction occurs as items are purchased.  

606013

Textbooks on Consignment: Purchases of student and teacher edition textbooks and related supplemental materials that are on consignment and subsequently issued to a school.

606014

Textbooks: Purchases of student and teacher edition textbooks and related supplemental materials that are not on consignment.  

606015

Textbooks Furnished: Purchases of textbooks and related supplemental materials that are furnished to indigent students.

606026

Shop Tools: Purchases of small tools such as hammers, saws, pliers, screwdrivers, and other similar items used by certain school personnel (e.g., vehicle mechanics, maintenance personnel, custodians).

606028

Telecommunication Supplies:  Purchases of non-capitalized, non-controlled telecommunication materials and supplies (e.g., telephones and related accessories) and similar items.

606111

Computer Software:  Non-capitalized software packages purchased independent of computer equipment and/or for existing computer equipment.
606150  

Controlled Assets: Certain non-capitalized assets (e.g., custodial equipment, food services equipment) that must be inventoried for control purposes (e.g., intergovernmental grant requirement, administrative directive).
606151  

Controlled Assets – Computer Equipment: Certain non-capitalized computer equipment that must be inventoried for control purposes (e.g., intergovernmental grant requirement, administrative directive).

606200

Capital Assets Constructed In-House:  Capital assets subsequently meeting the capitalization threshold that were constructed by School Board employees using Materials and Supplies on-hand (e.g., parts inventory).
606412

Books and Subscriptions: Purchases of books, periodicals, magazines, technical literature, and other similar publications except for instructional purposes (606011), library purposes (606012), or textbooks (606013, 606014, or 606015).  

606415

Computer Supplies: Purchases of items (e.g., ribbons, disks) related to the operation of the microcomputer, monitor, printer, and other applicable computer equipment.  

606423

Other Materials and Supplies: Purchases of materials and supplies other than the above.  Examples include agricultural/landscaping supplies, uniforms and wearing apparel, Wellness Program materials, awards, and playground/recreational materials. 

607

Capital Outlay: Outlays that result in the acquisition of or additions to capital assets with a unit cost of $5,000 or more, except outlays for major capital facilities (e.g., land, buildings).  Expenditures for these major capital facilities are coded under the Land, Structures and Improvements classification (609).  The cost of the capital assets would include all expenditures (e.g., freight, installation, training) directly associated with and necessary to bring the capital asset to a satisfactory operational and productive level.  


607102

Capital Outlay - Replacement: Purchases of all capital equipment except for telecommunication equipment (607103), vehicles (607105 and 607115) and computers (607107).  Examples include copiers, office furniture, file cabinets, microscopes, and recreational equipment.

607103

Telecommunication - Replacement: Purchases of telecommunication equipment such as telephones and related lines and other related equipment.  

607105

Vehicles - Replacement: Purchases of automobiles, trucks, and vans (including necessary accessory equipment).  Buses (607115) are not included.  

607107

Computer Equipment - Replacement: Purchases to replace broken or obsolete equipment.

607115

Buses - Replacement: Purchases of buses including special education buses (and related equipment such as a wheelchair lift) and including necessary accessory equipment.

607117

Capitalized Computer Software-Replacement:  Purchases to replace software systems.

607302

Capital Outlay - Additional: Same as 607102 except this account is for new purchases.  

607303

Telecommunications Equipment - Additional: Same as 607103 except this account is for new purchases.  

607305

Vehicles - Additional: Same as 607105 except this account is for new purchases.  

607307

Computer Equipment-Additional: Same as 607107 except this account is for new purchases.  

607315

Buses - Additional: Same as 607115 except this account is for new purchases.

607317

Capitalized Computer Software-Additional:  Same as 607117 except this account is for new purchases.

609

Land, Structures and Improvements: The School Operating Fund revenues support the expenditures of a project that is less than $250,000 in estimated cost.  Major capital facilities where projects (e.g., school building, air conditioning systems, gymnasiums) exceed $250,000 in estimated cost, are evaluated for inclusion in the School Board of the City of Virginia Beach Capital Improvement Plan.

609010

Site Acquisition: Purchases of land and related costs (e.g., title searches, rights-of-way, easements, appraisals, commissions).  

609110

Buildings: Payments to contractors and related costs for the construction, site preparation and other related items (e.g., bid advertisement, power line relocations, water and sewer fees) associated with new school buildings and facilities.    

609120

Additions to Buildings: Payments to contractors for the construction and other related items associated with additions to school buildings and facilities.

609130

Improvements to Buildings: Payments to contractors and related costs for improvements, renovations, and other major alterations to the existing school buildings and facilities.   In addition, new carpet would be included.

609140

Portable Classrooms: Purchases of portable classrooms and related costs.

609210

Storm and/or Dike Systems - (Capital Projects Funds Use Only)
609230

Improvement to Sites: Payments to contractors and related costs for the construction of parking lots, sidewalks, outside lighting fixtures, fences, curbing, and other related improvements.  

609990

Capital Project Funding - (Capital Projects Funds Use Only)

609999

Funds Identified for Transfer - (Capital Projects Funds Use Only)

610

Debt Service Charges: Payments of principal, interest, and related charges (e.g., bank service charges, bond issuance costs) related to outstanding debt (e.g., general obligation and referendum bonds, State Literary Fund loans, Virginia Public School Authority bonds, lease-purchase financing agreements). 

610010

Redemption Debt – Serial

610030 >New

Redemption Debt – State Literary Fund Loans
610040

Interest on Bonds

610050 >New

Interest on State Literary Fund Bonds
610091 

Capital Leases (Principal): Periodic payments under a lease-purchase financing agreement.  Examples of the types of equipment financed include buses, computers, telephone systems, radio equipment, and copiers.  Includes Energy Performance Debt.

610092

Capital Leases (Interest): Periodic payments under a lease-purchase financing agreement.  Examples of the types of equipment financed include buses, computers, telephone systems, radio equipment, and copiers.  Includes Energy Performance Debt.

610100

Bank Charges
610101

Bond Issuance Costs
         611

Depreciation and Bad Debt Expense:  The allocation of capital asset cost over its estimated useful life, and the cost of uncollectible accounts.

611010

Depreciation: (Office of Business Services Use Only)

611011 

Loss on Disposition: (Office of Business Services Use Only)

690

Transfers to Other Funds: The conveying of cash from one fund (e.g., school operating) to another fund (e.g., Textbook Special Revenue) without recourse.  

690000

Transfer to xxxxx Fund: Transfers of cash without recourse from the School Operating Fund to another fund (e.g., Athletic Special Revenue Fund) for the purpose of achieving financial stability for the receiving fund.  

414001

Interest on Bank Deposits

414058

Sale of School Vehicles
414081

Rent of Facilities

414168

Rent - Wireless Communications Tower

414203

ATC Deposit-Interest

414701

Interest - City

414702

Interest - Schools

415131

Tuition - Regular Day

415132

Purchases

415133

Charges for Services

415134

Tuition - Gen Adult Ed

415135

Tuition - Summer School

415136

Miscellaneous Adult Learning Charges

415137

UAW - Ford Ed Contract Reimbursement

415138

Tuition - Vocational Adult Ed

415139

Tuition - Drivers Ed

415140

College Night Fees

415141

Tuition - LPN Program

415142> Inactive*
Open Campus Tuition     *FY2010

415142

Renaissance Academy Tuition

415191

Risk Management Charges

415203

Football

415204

Basketball

415205

Wrestling

415206

Soccer

415207

Gymnastics

415208

Cash Over/Short

415209

Other Income

415217

Middle Schools Income

415231

Track Tournament

415232

Volleyball Tournament

415233

Baseball/Softball Tournament

415234

Wrestling Tournament

415235

Soccer Tournament

415236

Volleyball

415237

Basketball Tournament

415238

Football Tournament

415239

Field Hockey Tournament

415276

Tuition-Summer School Gifted

415277

Cheerleading

416006

Virginia Beach Police Benevolent Association
416011

Donation

416037 >New

ESRI Geo Center GIS – GTC Grant

416049

Tidewater Children’s Foundation

416050

Virginia Beach Education Foundation

416055

Miscellaneous Revenue

416063

Administrative Fees

416066

Rebate – Flex Benefit-Forfeited

416081

Textbooks on Consignment

416083

Miscellaneous State Withholding Tax Receipts 

416085

Sale of Property
416086

Sale of Salvage Materials

416088

Insurance Proceeds

416089

Insurance Recovery

416096

USDA Rebates From Vendors

416100

VA High School League

416119

National Institute of Aerospace – Other
416127

Indirect Cost - Grants

416140

Lost & Damaged Textbooks

416150

Foreign Language Donation

416151

Donation - Arts & Academics

416164

Legal Settlement - School Indoor Air

416166

Settlements

416168

Insurance Proceeds - Windsor Oak

416172 >New

VA STAR Grant

416180

AFCEA Science Teaching Tools Grant

416181

Asia Society Confucius Classrooms Network

416183

Legal Settlement - School Indoor Air

416188

Youngsters Yearning For More

416191

Insurance Proceeds - Workers Comp

416193

TCC/NSU

416194

Fams Program

416208 >New

City Contribution Healthcare

416213

Virginia Geographic Alliance

416216

Premiums - City Employees

416217

Premiums - City Employer

416218

Premiums - School Employees

416219

Premiums - School Employer

416225

Premiums - City Retirees

416226

Premiums - City COBRA

416227

Premiums - School Retirees

416228

Premiums - School COBRA

416229

COBRA Administrative Fees - City

416230

COBRA Administrative Fees - School

416231

Premiums - City Retirees Employer

416232

Premiums - School Retirees Employer

416242

Donation Wycliffe Presbyterian

416249

Hampton Roads Rotary Club

416250

VA Beach Education Foundation

416251

Tidewater Tech Prep Consortium

416258

Wellness Contributions

416260

Administrative Fees Dental Insurance

416261

Building Futures Grants

416265

Delta Kappa Gamma Educational Foundation

416267

Sertoma Foundation

416274 >New

Opportunity Inc Stem Grant

416298

Administrative Fees Dental Insurance-City (Fund 617 Only)

416321

Robin Hoods of Virginia Beach

416323

Tuition – SECEP REACH

416353

Food Lion Grant

416354

Workplace Readiness Skills Projects

416711

Allstate FDN – Safe Teen Driving

416716

Virginia Beach Education Foundation/Tallwood High

416802

National Network of Partnership Schools

418044
           
Vending Operating Receipts

418046             
Vending Operating Receipts-Gatorade

422169

State Share Sales Tax

422170

Reimbursement - Social Security

422171

Reimbursement - Retirement

422172

Reimbursement - Life Ins

422173

Basic School Aid

422174

Foster Home Children - Sp Ed

422175

Special Education - SOQ

422176

Vocational FDS - SOQ

422177

Foster Home Children - Regular

422178

Adult Basic Education

422179

Gen Adult Ed - Transitional Courses
422180

Summer Schools - Remedial

422181

Early Reading Incentive

422182

Gifted & Talented Aid - SOQ

422183

Gen Adult Ed - High School Courses

422185

Remedial Ed - SOQ

422187

School Meal Payments

422188

Teacher Incentive

422189

Visually Impaired

422190

Reimbursement - Governor’s Initiative Program

422191

Commission for the Arts

422192

Dept of Ed Subsidy

422194

Duty Free Lunch

422195

Drop Out Prevention

422196

Sp Ed - Private Tuition
422197

Sp Ed - Home Bound

422198

Sp Ed - Regional Prog Payment

422199

Sp Ed - Private Sch

422200

Vocational Ed - Adult Ed

422201

Vocational Ed - Occupational/Tec

422202

Vocational Education - Equipment

422203

Sp Ed - Detention Home

422204

English as a Second Language

422205

Special Education Support

422206

VPSA - Interest Subsidy Prog

422209

At-Risk Initiative

422210

Early Childhood Initiative

422211

Sp Ed Transition Prog

422212

Maintenance Supplement

422213

Educible Mental Retardation

422219

Electronic Classrooms

422223

Class Size Initiative

422224

Salary Supplement

422225

Technology Initiative

422226

Maintenance Reserves

422227

Enrollment Loss - SOQ

422230

Future Educators of America

422232

Four Year Old Initiative

422233

Homework Assistance

422234 >New

VA Career Cluster Best Practices Initiative-Bayside HSA

422239

Virginia Pub Sch Auth (1-064)

422241

Other State Funds

422262

SOL Teaching Materials

422263

Reading Intervention

422289

SOL Teacher Training

422299

SOL Remediation

422300

Composite Index Rate Adjustment

422305

Additional Teachers

422312

State Contribution - School Modernization

422317

State Construction FY99

422318

Advancement via Individual Personnel

422319

Lottery Proceeds FY99

422331

State Dept Emergency Services - Hurricane Bonnie

422334

State Construction FY00

422339

Lottery Proceeds FY00



422348

School Health Incentive

422353

Tech Prep 

422354

Arts Education Technical Asst.

422355

Truancy Reduction - VB Middle

422363

Mentor Teaching Program

422367

Early Childhood Special Education

422371

Truancy/Safe School Grant

422377

Individual Student Alternative Education

422378

Lottery Proceeds FY01

422386

GED

422393

Assistive Technology

422396

Virginia Commission for the Arts

422397

Academic Challenge

422398

School Community Health Services Grant

422400

Year-Round School

422401

Algebra Readiness Initiative

422405

Lottery Proceeds FY02

422407

State Construction FY01

422417

Technology Resource Assistants

422419

State Construction FY02

422420

Special Ed Jail Program

422424

Expanded Testing Services

422426

State Construction FY03

422427          
 
State Lottery Proceeds FY03

422430

Family Fundamentals

422434           

VA Dept Health Bicycle Safety

422435           

Student Achievement Grant

422440             
State Construction FY04

422441             
State Lottery Proceeds FY04

422445

Career Switcher

422448

Detention Home

422452

State Construction FY05

422453

State Lottery Proceeds FY05

422455

DEQ Vepco School Bus Retrofit

422457

SOL Calculator Grant

422458

Virginia Transitions Outcomes

422460

Leadership Development Grant

422461

Race to GED

422464

Virginia Classroom Grant – Waterside

422579

VPSA Loan Subsidy Program

422603

Virginia Middle School Teacher

422616

Industry Credentials for Students

422620

State Construction FY06

422621

State Lottery Proceeds FY06

422702          

State Construction FY07

422703

State Lottery Proceeds FY07

422704
          
Tipp Selection – JDC

422706

Hold Harmless Sales Tax

422707
      
Virtual Enterprise MOU

422801

State Construction FY08

422802

State Lottery Proceeds FY08

422804

Virginia Preschool Pilot Initiative Stipends

422805

National Board Certified Teachers

422806

NSF/Mathematics Specialist Grant

422808

Bike Smart Grant

422809

Chesapeake Restoration Grant

422810

TCC Dual Enrollment Program

422811

VCU – VDH Olweus Bullying Prevention

422812

Virtual Virginia Advance Placement

422901

State Construction FY09

422902

State Lottery Proceeds FY09

422906
            Safe Routes to School

422907
            General Adult Education

422910

State Sale of Properties

423001

State Construction FY10

423002

State Lottery Proceeds FY10

423004

Composite Index Hold Harmless

423202

Supplemental Support for School Operating Costs

431006

VA Incentive Program for Speech – Language Pathologists

431105 >New

NIST Grant

433141

Public Law 874

433142

Adult Basic Education

433144

Dept of the Navy - NJROTC

433145

Other Federal Funds

433147

Title VI

433149

Preschool Incentive Grant

433151

Pub Law 815 Sch Const

433152

National Sch Meal Prog

433153

Title I

433154

Title VI - B Pub Law 94 - 142

433158

Drug - Free Schools & Community Act

433161

Title II EESA

433169

Carl Perkins Vocational & Teaching

433171

McKinney Homeless Education

433172

DOD - Teacher Incentive Program

433178

USDA Commodities

433181

Vocational Ed - Handicapped

433182

Parent Resource Center

433183

Vocational Ed-Equip - Federal

433187

Department of Defense

433191

Title IV Pell Grants

433192

Special Education Interpreter

433193

Sp Ed - Preschool
433194

USDA Summer Feeding Program

433195       

Impact Aid - Special Ed

433196

Department of Defense - Special Ed 24 - Sep – 02

433197

Virginia Geographical Alliance Grant

433198 >New

Learning Enhanced through the Nature of Science-Lens

433204

High Schools That Work

433205

Vocational Ed - C & H

433208

Eisenhower/Title II Mini - Grant

433247

Class Action Virginia Teen/Law
433251

Goals 2000

433289

Medicaid Reimbursement/Medical

433290

Federal Emergency Management Agency (FEMA)

433308

School to Work

433309

Assistive Technology

433310

Federal Class Reduction

433314

IDEA Part B Sliver

433327

National Science Foundation

433328

IDEA - CFDA 84.027A FY01

433331

Title I Part D

433333

American Asso for Advance of Science

433334

IDEA Reg Spec Ed Personnel Prep

433339

English Literacy-Civics Education

433343

National Forest Reserves

433344

Comprehensive School Reform Demonstration

433347

Technology Literacy Challenge

433353 

Support Team Project (IST)

433354

Refugee School Impact Grant

433361

Title V Innovative Strategies

433364

Academic Challenge

433365

Title III LEP

433366

Title 84-215X HEART

433367

Tidewater Tech Prep Consortium

433406

Race to GED

433407
 
Advanced Placement Fee Program

433411

Protect and Respect Intergeneration

433604

Emergency Impact Aid for Displaced Students

433607

Assessment Funds

433703

Title II Part B Mathematics & Science Partnership

433706

Ninth Grade Transition – Bayside HS

433707

Ninth Grade Transition – Tallwood HS

433802

Virginia Teachers for Tomorrow

433908

ARRA/SFSF Program

433909

Federal Cobra Premium Subsidies

433910 >New

Startalk Elementary Chinese Academy

433913

Federal Cobra Administrative Fee Subsidy Program

434210 >New

Title IV Part B 21st CCLC

434212 >New

Cops Secure Our Schools

434213 >New

Equipment Assistance Grant – Birdneck ES

434214 >New

Build America Bonds

435004

Stem – OPP Inc.

435005

ARRA Equipment Assistance Grant

435007

Marama Idle Reduction Grant

435008

Basic School Aid ARRA/SFSF

435009

Chesapeake Bay Restoration

435051

MyCAA

435101

Early Retiree Reinsurance Program

435105 >New

ARRA Education Jobs Fund

435106

National Institute of Aerospace – Federal

435207 >New

National Space Foundation Grant

435208 >New

NBC Learn Archives on Demand

440001

Proceeds From Sale of Bonds

440005

Proceeds - State Literacy Fund Loan

440008

Proceeds - Sale of 1985 Charter Bonds

440009

Proceeds - Sale of 1986 Charter Bonds

440011

Proceeds From VA Pub Schools Auth

440014

Proceeds of Float Contract

440066

Debt Energy Performance Contract

450001

Transfer - Gen FD

450004

Transfer from School Health Insurance Premium

450033

Transfer - School Operating Fund

450076

Transfer - School Gen Rev CP Fund

450138

Transfer - MH/MR/SA FD

450142

Transfer - Self -Ins Fund

450143

Transfer - School Textbook Fund

450170

Transfer From FEMA Special Rev

450172

Transfer From School Cafeteria Fund

450179

Transfer From School Instructional

450196

TRF from School Tech Fund

450217             
Transfer-School Vending Operations Fund

450720             
Transfers from Health Insurance Fund

450721            
Transfers from Flexible Benefits Forfeiture Fund

450722

Transfer from School Wellness Fund

450942

Transfer from School Reserve Special Revenue Fund

451018

Transfer from General Fund – Consolidated Benefits

451019

Transfer from City Health Insurance Trust Fund

451126

Transfer from Risk Management Fund

451203 >New

School Instructional Tech Fund 12

491001

Specific Fund Reserves-Local

491002

Specific Fund Reserves-State (Grants Fund Use Only)

491003

Specific Fund Reserves-Federal (Grants Fund Use Only)


101001

Cash Operating

101500

Cash with Cafeterias

112001

Accounts Receivable

112005

Acct Receivable - School Activities

112007

Accounts Receivable - Payroll

112401

Accounts Receivable – COBRA Premium Subsidies

116002

Interest Receivable

117001

Due from General Fund

117002

Due from Other Funds

117101

Due from Commonwealth of VA

117102

Due from Federal Government

117106

Due from School Operating Fund

117114

Due from Other Agencies

132009

Food Inventory

132010

Food - USDA Inventory

132011

Rental Textbook Inventory

132012

Garage Inventory

132013

Supplies Inventory

155004

Prepaid Item

161003

Land – School Board

162101

Buildings – School Board

162999

Accumulated Depreciation - Buildings

163003

Improvements Other Than Buildings

163005

Site Improvements

164101

Mach & Equip - School Board

164102

Mach & Equip - School Board Auto

164996 

Accumulated Depreciation – Improvements Other Than Buildings

164997

Accumulated Depreciation – Machinery & Equipment - Auto

164999

Accumulated Depreciation – Machinery & Equipment

165101

Construction in Progress

170800 

School Payroll Regular

201001

Vouchers Payable

202001

Accounts Payable

202021

Accounts Payable – Schools 

202022

Accounts Payable – Flexible Benefits 

202025

Accounts Payable – Post Employment Health Benefit

202032

Off-Cycle Paychecks

203015 >Inactive
Replacement of BACIS Checks

207004

Due to Other Funds

207101

Due to Commonwealth

207201

Due to Federal Government

207203

 Due to Other Funds-Premiums

216001

Accrued Salaries Payable

216002

Accrued Salaries Payable-Options

216003

Accrued FICA Payable-Options

216005

Salaries Payable – Employee Escrow Account

218001

Accrued Benefits Payable - FICA
218002

Accrued Benefits Payable - Ret

218003

Accrued Benefits Payable - Life

218004

Accrued Contributions Payable - Employer

218005

Accrued Employer Contributions Payable

218006

Accrued Benefits Pay - Medicare

218009

Federal Tax Withholdings

218010

State Tax Withholdings

218011

FICA Tax Withholdings

218012

Medicare Tax Withholdings

218013

Legal Services Contribution

218014

VRS Buyback Retirement

218015

VRS Optional Life Insurance

218016

Bond Deduction

218017

Earned Income Credit

218018

Bus Drivers Asso Deductions

218019

BC/BS Health Deductions

218020

Optima Health Deduction

218021

Healthkeepers Health Deduction

218022

Denticare Deductions

218023

CIGNA Deductions

218024

VRS-Employee Paid

218025

Employee Deductions

218027

VBAEOP Association Dues

218028

VBEA Association Dues

218029

Principals Association Dues

218030

Tax Sheltered Annuities-403B

218031

United Way Contributions

218032

Optional Retirement Plan-401A

218033

Flexible Benefits Program

218034

United Way Contributions

218035

Licensure Fees

218036

Garnishments-City Tax Levy

218037

Garnishments-Creditors

218038

Garnishments-Other

218039

VRS Retiree Health Insurance

218040

Long term Care

218041

Long term Disability

218042

VRS-Sick Leave Buy Back

218043 
 
VIF Deductions

218044

ACH Deductions

218045

Accounts Payable – HRA

218046

Accounts Payable – HAS

218120 >New

Flexible Benefits Reimbursements Payable/Schools

218121 >New

Flexible Benefits Reimbursements Payable/City

218206 >New

VRS EE Employee - Retirement

218501

Repay Employer Portion Health Benefit

218502

Dominion Dental-DHMO

218503

Dominion Dental Indemnity

218504

Dental Insurance Premium-Retirees

218505

Dental Insurance Premium-Cobra

218506 

Delta Dental

218507 

Prior Year Repays

218508

MetLife Dental

220001

Deposits Payable

220008

Wires Payable

220033

ACH Payable

222001

Deferred Revenue

222006

Deferred Revenues Grants

222007

Deferred Revenue - MISC

240301

Est Accrued School Annual Leave

240401

Est Accrued School Sick Leave

240501

Est Accrued School Personal Leave

241001

Est Claims - Judgments Payable

242002

Deferred Comp Payable - School

355001

Reserve for Encumbrances

355002

Reserve for Estimated Claims and Judgements

399001

Fund Balance

1001000
Renovations and Replacements – Energy Management

1006000
Various Schools Site Acquisition

1011000 >Inactive
Equipment and Vehicle Replacement

1017000 >Inactive 
Landstown High School Addition
1018000>Inactive
Newtown Elementary School Modernization

1019000 
Great Neck Middle School Replacement
1020000 >Inactive 
Ocean Lakes High School Addition

1023000 >Inactive
Landstown High School – PA PED Bridge

1026000
College Park Elementary School Replacement
1028000 >Inactive
School Plant/Supply (Maintenance) Facility Evaluation

1029000 >Inactive
Laskin Road Annex – Facility Master Plan

1030000 >Inactive
Telecommunications Infrastructure Replacement

1031000 >Inactive
 Academy Facility Study

1033000 >Inactive 
 MIT MEAS Critical Facilities-Schools (FEMA)

1034000 >Inactive      High School Addition Study

1062000
ADA School Modifications

1072000 >Inactive     
Comprehensive Modernization Study Phase III

1073000 >Inactive
Comprehensive Modernization Study-Phase IV

1074000 >Inactive
Renovations and Replacements – Various

1075000 >Inactive
Diamond Springs Elementary School

1078000 
School Bus Facility Renovation/Expansion

1082000 >Inactive 
Alternate Education Facility – Phase I

1083000 >Inactive
Renovations and Replacements - Reroofing
1084000 >Inactive
Renovations and Replacements - HVAC Systems

1085000
Renaissance Academy
1090000 >Inactive     Three Oaks Elementary School

1097000 >Inactive
Central Academy/Tech & Career Central Office Consol Stu

1098000 >Inactive
Comprehensive Long Range Facilities Planning Study
1099000
Renovations and Replacements – Grounds Phase II
1101000 >Inactive
Joint City/School Administration Building
1103000
Renovations and Replacements-HVAC Systems Phase II

1104000
Renovations and Replacements-Reroofing Phase II

1105000
Renovations and Replacements-Various-Phase II

1106000
Kellam High School

1109000
Energy Performance Contracts

1195000
Student Data Mgmt System
1196000
Instructional Technology

1201000 >Inactive
Renovations and Replacements-Grounds
1208000 >Inactive
Advanced Technology Center

1211000
School Operating Budget Support

1213000 >Inactive
Thalia Elementary School Modernization

1214000 >Inactive
Creeds Elementary School Modernization

1216000 >Inactive
Bayside Elementary School Replacement

1217000 >Inactive
Woodstock Elementary School Modernization

1218000 >Inactive
Kempsville Meadows Elementary School Modernization

1220000 > Inactive
Kempsville Elementary School Modernization

1221000 > Inactive
Malibu Elementary School Modernization

1222000 > Inactive
Pembroke Elementary School Modernization

1223000 >Inactive      Lynnhaven Elementary School Modernization

1224000 > Inactive
Trantwood Elementary School Modernization

1225000 >Inactive
Hermitage Elementary School Modernization

1226000 >Inactive
Arrowhead School Modernization

1227000 >Inactive
Windsor Woods Elementary School Modernization

1228000 >Inactive
Brookwood Elementary School Modernization

1229000 >Inactive     
Pembroke Meadows School Modernization

1230000 >Inactive
Alternative Use Study – Old Linkhorn Park and Seatack

1232000
Tennis Court Renovations

1233000  
Old Donation Center Modernization

1234000
Virginia Beach Middle School Replacement

1235000 >Inactive
Windsor Oaks Elementary School Replacement
1237000
City/School Human Resources/Payroll System

1240000 >Inactive
Bayside Middle School Addition

1241000 >Inactive
High School Education Specifications
1999000
School Capital Project Allocation

0011900 >Inactive
FAMS Program


0028500 >Inactive
Comprehensive School Reform Demonstration FY03

0030800 >Inactive
Technology Initiative FY03

0031100 >Inactive
Title II Teacher Quality Grant FY03

0031300 >Inactive
Title VI-B FY03

0033700 >Inactive
Title V Innovative Strategies FY03

0033900 >Inactive    
Heart Grant

0034400 >Inactive    
VA Geographical Alliance FY03

0035200 >Inactive
Algebra Readiness Initiative FY04

0035400 >Inactive
Comprehensive School Reform Demonstration FY04

0035700 >Inactive
High Schools That Work - Bayside - FY04

0035800 >Inactive
High Schools That Work - First Colonial - FY04

0035900 >Inactive
High Schools That Work - Green Run - FY04

0036200 >Inactive
High Schools That Work - Salem - FY04

0036300 >Inactive
High Schools That Work - Tallwood - FY04

0036500 >Inactive
McKinney Homeless FY04

0036700 >Inactive
Preschool Incentive FY04

0036800 >Inactive
Safe and Drug Free Schools FY04

0036900 >Inactive
Sliver FY04

0037100 >Inactive
SOL Remediation FY04

0037200 >Inactive
Technology Initiative FY04

0037300 >Inactive
Title I Part A FY04

0037400 >Inactive
Title I Part D FY04

0037500 >Inactive
Title II FY04

0037600 >Inactive
Title II Part D FY04

0037700 >Inactive
Title III FY04

0037800 >Inactive
Title V FY04

0037900 >Inactive
Title VI-B FY04

0039200 >Inactive
Carl Perkins FY05

0039300 >Inactive
Comprehensive School Reform FY05

0039400 >Inactive
English Literacy Civics Education FY05

0039500 >Inactive
High Schools That Work - Bayside FY05

0039600 >Inactive
High Schools That Work - First Colonial FY05

0039700 >Inactive
High Schools That Work - Green Run FY05

0039800 >Inactive
High Schools That Work - Kellam FY05

0039900 >Inactive
High Schools That Work - Ocean Lakes FY05

0040000 >Inactive
High Schools That Work - Salem FY05

0040100 >Inactive    
High Schools That Work - Tallwood FY05

0040200 >Inactive
Instructional Support Team FY05

0040300 >Inactive
McKinney Homeless FY05

0040400 >Inactive
Preschool FY05

0040500 >Inactive
Refugee School Impact FY05

0040600 >Inactive
Safe and Drug Free Schools FY05

0040700 >Inactive
Sliver FY05

0040800 >Inactive
Title I Part A FY05

0040900 >Inactive
Title I Part D FY05

0041000 >Inactive
Title II FY05

0041100 >Inactive
Title II Part D FY05

0041200 >Inactive
Title III FY05

0041300 >Inactive
Title V FY05

0041400 >Inactive
Title VI-B FY05

0041500 >Inactive
Algebra Readiness FY05

0041600 >Inactive
Early Reading Intervention FY05

0041700 >Inactive
Individual Student Alternative Education Plan FY05

0041800 >Inactive
New Teacher Mentor FY05

0041900 >Inactive
Special Ed Jail Program FY05

0042000 >Inactive
SOL Remediation FY05

0042100 >Inactive
Student Achievement FY05

0042200 >Inactive
Teaching American History (HEART) FY05

0042300 >Inactive
Technology Initiative FY05

0042400 >Inactive
Virginia Geographical Alliance FY05

0042500 >Inactive
At Risk Four Year Olds FY05

0042600 >Inactive
Race to GED FY04

0042700 >Inactive
Advanced Placement Fee Program FY04

0042800 >Inactive 
Refugee School Impact FY04

0042900 >Inactive 
Protect and Respect Intergenerational Grant FY04

0043000 >Inactive
Sertoma FY04

0043100 >Inactive
Assistive Technology FY04

0043200 >Inactive
Detention Home FY04

0043300 >Inactive
Career Switcher FY04

0043400 >Inactive
DEQ VEPCO School Bus Retrofit FY05

0043500 >Inactive
Bay Shore Circle of the Kings Daughters FY05

0043600 >Inactive
US Dept Energy/Hampton Roads Clean Cities Corp FY05

0043700 >Inactive
SOL Calculator Grant FY05


0043800 >Inactive
PASS Partners FY05

0043900 >Inactive
Preschool Grant B FY05

0044000 >Inactive
Title I Division Wide Improvement FY05

0044100 >Inactive
Emergency Crisis Management

0044200 >Inactive
Food Lion Grant FY05

0044300 >Inactive
Race to GED FY05

0044400 >Inactive
Carl Perkins FY06

0044500 >Inactive
Comprehensive School Reform FY06

0044600 >Inactive
English Literacy Civics Education FY06

0044700 >Inactive
High Schools That Work -  Bayside FY06

0044800 >Inactive
High Schools That Work - First Colonial FY06

0044900 >Inactive
High Schools That Work - Green Run FY06

0045000 >Inactive
High Schools That Work - Salem FY06

0045100 >Inactive
High Schools That Work - Tallwood FY06

0045200 >Inactive
McKinney Homeless FY06

0045300 >Inactive
Preschool Incentive FY06

0045400 >Inactive
Protect and Respect Intergenerational Grant FY 06

0045500 >Inactive
Refugee School Impact FY06

0045600 >Inactive
Safe and Drug Free Schools FY06

0045700 >Inactive
Sliver FY06

0045800 >Inactive
Teaching American History (HEART) FY06

0045900 >Inactive
Title I Part A FY06

0046000 >Inactive
Title I Part D FY06

0046100 >Inactive
Title II FY06

0046200 >Inactive
Title II Part D FY06

0046300 >Inactive
Title III FY06

0046400 >Inactive
Title V FY06

0046500 >Inactive
Title VI-B FY06

0046600 >Inactive
Algebra Readiness FY06

0046700 >Inactive
Early Reading Intervention FY06

0046800 >Inactive
ISAEP FY06

0046900 >Inactive
Jail Education Program FY06

0047000 >Inactive
Juvenile Detention Home FY06

0047100 >Inactive
New Teacher Mentor FY06

0047200 >Inactive
Technology Initiative FY06

0047300 >Inactive
VA Initiative At Risk Four Year Olds FY06

0047400 >Inactive
Protect and Respect Intergenerational Grant FY05

0047500 >Inactive
Leaders Mentoring Leaders FY05

0047600 >Inactive
Virginia Transitions Outcomes Project FY05

0047700 >Inactive
Advanced Placement Fee Program FY06

0047800 >Inactive
Workplace Readiness Skills Projects FY05

0047900 >Inactive
GED Expansion Grant FY05

0048000 >Inactive
Advanced Placement Fee Program FY06

0048100 >Inactive
Work Force Readiness Skills Projects FY06

0048200 >Inactive
Tech Prep FY05

0048300 >Inactive
Delta Kappa Gamma FY05

0048400 >Inactive
Race to GED Fast Track FY05

0048500 >Inactive
Robin Hoods of Virginia Beach

0048600 >Inactive     High Schools That Work Kellam FY06

0048700 >Inactive     High Schools That Work Ocean Lakes FY06

0048800 >Inactive     High Schools That Work Virginia Operation FY05

0048900 >Inactive
National Science Foundation/VCU FY06

0049000 >Inactive
Title I Division Wide Improvement FY06

0049100 >Inactive
Race to GED Activities FY06

0049200 >Inactive
Assessment Funds FY06

0049300 >Inactive
Assistive Technology FY06

0049400 >Inactive
Sertoma FY06

0049500 >Inactive     Virginia Transitions Outcome Project FY06

0049600 >Inactive     Virginia Middle Teacher Corps FY06

0049700 >Inactive     GED Expansion Grant FY06

0049800 >Inactive     Race to GED-Bridge to HealthCare Careers FY06

0049900
Reserve for Contingency

0050000 >Inactive
Tech Prep FY06

0050100 >Inactive
Perkins FY05 Carryover

0050200 >Inactive
GED Test Out

0050300 >Inactive
Instructional Support Team FY06

0050400 >Inactive
Advanced Placement Fee Program FY07

0050500 >Inactive
Carl Perkins FY07

0050600 >Inactive
English Literacy Civics Education FY07

0050700 >Inactive
HSTW Bayside FY07

0050800 >Inactive
HSTW First Colonial FY07

0050900 >Inactive
HSTW Green Run FY07

0051000 >Inactive
HSTW Salem FY07

0051100 >Inactive
HSTW Tallwood FY07

0051200 >Inactive
HSTW Kellam FY07

0051300 >Inactive
HSTW Ocean Lakes FY07

0051400 >Inactive
McKinney Homeless FY07

0051500 >Inactive
Preschool Incentive FY07

0051600 >Inactive
Safe and Drug Free Schools FY07

0051700 >Inactive
Title I Part A FY07

0051800 >Inactive
Title I Division Wide Improvement FY07

0051900 >Inactive
Title I Part D FY07

0052000 >Inactive
Title II FY07

0052100 >Inactive
Title II Part D FY07

0052200 >Inactive
Title III FY07

0052300 >Inactive
Title V FY07

0052400 >Inactive
Title VI-B FY07

0052500 >Inactive
Algebra Readiness FY07

0052600 >Inactive
Early Reading Intervention FY07

0052700 >Inactive
ISAEP FY07

0052800 >Inactive
Jail Education Program FY07

0052900 >Inactive
Juvenile Detention Home FY07

0053000 >Inactive
New Teacher Mentor FY07

0053100 >Inactive
Technology Initiative FY07

0053200 >Inactive
VA Initiative At Risk Four Year Olds FY07

0053300 >Inactive
Race to GED FY07

0053400 >Inactive
Emergency Impact Aid for Displaced Students FY06

0053500 >Inactive     VCU Grant/Youth Violence Prevention FY05

0053600 >Inactive     Career Switcher Program

0053700 >Inactive     Industry Credentials for Students FY06

0053800 >Inactive     State Academic Achievement Grant

0053900 >Inactive     Tip Selection-JDC FY07

0054000 >Inactive     Assistive Technology FY07

0054300 >Inactive
Leaders Mentoring Leaders FY07

0054900
Allstate Foundation/Safe Teen Driving Program FY07

0055200 >Inactive
Title II Part B Mathematics and Science Partnerships FY07

0055300 >Inactive
Career Switcher Program Mentor Reimbursement FY07

0055400 >Inactive
Advanced Placement Fee Program FY08

0055500 >Inactive
Carl Perkins FY08

0055600 >Inactive
English Literacy Civics Education FY08

0055700 >Inactive
High Schools That Work - Bayside FY08

0055800 >Inactive
High Schools That Work - First Colonial FY08

0055900 >Inactive
High Schools That Work - Green Run FY08

0056000 >Inactive
High Schools That Work - Salem FY08

0056100 >Inactive
High Schools That Work - Tallwood FY08

0056200 >Inactive
High Schools That Work - Kellam FY08

0056300 >Inactive
High Schools That Work - Ocean Lakes FY08

0056400 >Inactive
McKinney Homeless FY08

0056500 >Inactive
Preschool Incentive FY08

0056600 >Inactive
Safe and Drug Free Schools FY08

0056700 >Inactive
Title I Part A FY08

0056800 >Inactive
Title I Part D FY08

0056900 >Inactive
Title II FY08

0057000 >Inactive
Title II Part D FY08

0057100 >Inactive
Title III FY08

0057200 >Inactive
Title V FY08

0057300 >Inactive
Title VI-B FY08

0057400 >Inactive
Algebra Readiness FY08

0057500 >Inactive
Early Reading Intervention FY08

0057600 >Inactive
ISAEP FY08

0057700 >Inactive
Jail Education Program FY08

0057800 >Inactive
Juvenile Detention Home FY08

0057900 >Inactive
New Teacher Mentor FY08

0058000 >Inactive
Technology Initiative FY08

0058100 >Inactive
VA Initiative At Risk Four Year Olds FY08

0058200 >Inactive
Race to GED FY08

0058300 >Inactive
Virginia Middle School Teacher Corps FY08

0058400 >Inactive
Leaders Mentoring Leaders FY08

0058500 >Inactive
GED Expansion Grant FY08

0058600 >Inactive
Project Lead the Way FY08

0058700 >Inactive
NSF/Mathematics Specialists Grant FY08

0058800 >Inactive 
NSF/Saint Joseph University FY08

0058900 >Inactive 
Virginia Beach Education Foundation/Tallwood HS FY08


0059000 >Inactive  
Ninth Grade Transition - Bayside HS FY08

0059100 >Inactive 
Ninth Grade Transition - Tallwood HS FY08

0059200 >Inactive 
Virginia Preschool Pilot Initiative FY08

0059300 >Inactive 
National Board Certified Teachers Stipends

0059400 >Inactive
Virtual Enterprise MOU FY08

0059500 >Inactive
Title I, Part D Subpart I FY08

0059600 >Inactive
Title III, Part A Immigrant and Youth State Grant

0059700 >Inactive 
National Network of Partnership Schools

0059800 >Inactive 
Career Switcher Program Mentor Reimbursement

0059900 >Inactive
Adult Basic Education Grant - ABE

0060000 >Inactive 
Virginia Commission for the Arts - Tallwood HS FY08

0060100 >Inactive
Advanced Placement Fee Program FY09

0060200 >Inactive
Carl Perkins FY09

0060300 >Inactive 
English Literacy Civics Education FY09

0060400 >Inactive 
High Schools That Work - Bayside - FY09

0060500 >Inactive 
High Schools That Work - First Colonial - FY09 

0060600 >Inactive 
High Schools That Work - Green Run - FY09 

0060700 >Inactive 
High Schools That Work - Salem - FY09

0060800 >Inactive 
High Schools That Work - Tallwood - FY09

0060900 >Inactive 
High Schools That Work - Cox - FY09

0061000 >Inactive
McKinney Homeless FY09

0061100 >Inactive 
Preschool Incentive FY09

0061200 >Inactive
Safe and Drug Free Schools FY09

0061300 >Inactive 
Title I Part A FY09

0061400 >Inactive 
Title I Part D FY09

0061500 >Inactive 
Title II FY09

0061600 >Inactive 
Title II Part D FY09

0061700 >Inactive 
Title III FY09

0061800 >Inactive 
Title VI-B FY09

0061900 >Inactive
Algebra Readiness FY09

0062000 >Inactive
Early Reading Intervention FY09

0062100 >Inactive 
ISAEP FY09

0062200 >Inactive 
Jail Education Program FY09

0062300 >Inactive 
Juvenile Detention Home FY09

0062400 >Inactive 
New Teacher Mentor FY09

0062500 >Inactive
Technology Initiative FY09

0062600 >Inactive 
VA Initiative At Risk Four Year Old FY09

0062700 >Inactive 
Race to GED FY09

0062800 >Inactive 
Virginia Middle School Teacher Corps FY09

0062900 >Inactive 
Leaders Mentoring Leaders FY09

0063000 >Inactive  
GED Expansion Grant FY09

0063100 >Inactive 
Virginia Teachers for Tomorrow FY08

0063200 >Inactive  
Bike Smart Grant FY08

0063300 >Inactive
Chesapeake Bay Restoration Grant

0063400 >Inactive
VCU – VDH Olweus Bullying Prevention FY08

0063500 >Inactive
Virtual Virginia Advanced Placement FY08

0063600 >Inactive
Safe Routes to School Program FY09

0063700 >Inactive
Industry Certification Examinations FY08

0063800 >Inactive
General Adult Education FY08

0063900 >Inactive
Title III Part A Immigrant and Youth Grant FY09

0064000 >Inactive
Virtual Enterprise MOU FY09

0064100 >Inactive  
National Board Certified Teachers Stipends FY09

0064200 >Inactive  
Title I Part D Subpart 1 FY 09

0064300 >Inactive  
Career Switcher Program Mentor Reimbursement FY09

0064400 >Inactive  
Industry Certification Examinations FY09


0064500 >Inactive  
Equipment Assistance Grant – ARRA FY10

0064600 >Inactive  
National Science Foundation/VCU FY09

0064700 >Inactive  
Carl Perkins FY10

0064800 >Inactive  
English Literacy Civics Education FY10

0064900 >Inactive  
High Schools That Work - Cox – FY10

0065000 >Inactive  
McKinney Homeless FY10

0065100 >Inactive
Preschool Incentive FY10

0065200 >Inactive
Preschool Incentive - ARRA FY10

0065300 >Inactive 
Safe and Drug Free Schools FY10

0065400 >Inactive  
Title I Part A FY10

0065500 >Inactive
Title I Part A - ARRA FY10

0065600 >Inactive  
Title I Part D, Subpart 2 FY10

0065700 >Inactive
Title I Part D – Subpart 2 ARRA FY10

0065800 >Inactive   
Title II Part A FY10

0065900 >Inactive
Title II Part D FY10

0066000 >Inactive
Title II Part D - ARRA FY10

0066100 >Inactive
Title III, Part A Language Acquisition FY10

0066200 >Inactive
Title III, Part A Immigrant and Youth FY10

0066300 >Inactive
Title VI-B FY10

0066400 >Inactive
Title VI-B ARRA FY10

0066500 >Inactive  
Algebra Readiness FY10

0066600 >Inactive
Early Reading Intervention FY10

0066700 >Inactive   
ISAEP FY10

0066800 >Inactive  
Jail Education Program FY10

0066900 >Inactive  
Juvenile Detention Home FY10

0067000 >Inactive  
New Teacher Mentor FY10

0067100 >Inactive  
Technology Initiative FY10

0067200 >Inactive   
VA Initiative At Risk Four Year Old FY10

0067300 >Inactive   
Race to GED FY10

0067400 >Inactive   
Virginia Middle School Teacher Corps FY10

0067500 >Inactive   
Leaders Mentoring Leaders FY10

0067600 >Inactive    
GED Expansion Grant FY10

0067700 >Inactive    
General Adult Education – GAE FY10

0067800 >Inactive  
National Board Teachers Stipends FY10

0067900 >Inactive  
Title I, Part D, Subpart 1 FY10

0068000 >Inactive  
STARTALK Elementary Chinese Academy FY09

0068100 >Inactive
Industry Certification Examinations FY10

0068200 >Inactive
Adult Basic Education Grant - ABE FY10

0068400 >Inactive
Title I Part A School Choice FY10

0068500 >Inactive  
Tech Prep Grant FY09

0068600  
Teaching American History (SAIL) FY10

0068700 >Inactive  
McKinney Homeless FY10 - ARRA

0068800 >Inactive  
MyCAA – LPN Program FY10

0068900 >Inactive
NJROTC FY10

0069000 >Inactive
STEM – Opp Inc. FY10

0069100 >Inactive  
State Academic Achievement Grant FY10

0069200 >Inactive  
MyCAA – ALC Courses FY10

0069300  
Virginia Beach Police Benevolent Association

0069400 >Inactive  
Advanced Placement Fee Program FY10

0069500 >Inactive  
Career Switcher Program Mentor Reimbursement FY10

0069600 >Inactive  
MARMA Idle Reduction Project Grant FY10

0069700 >Inactive  
STEM – Opp Inc. Green House Sustainability FY10

0069800 >Inactive
Virtual Enterprise MOU FY10


0069900 >Inactive 
STARTALK FY10

0070000 >Inactive  
ESRI – GeoCenter GIS Workshop Award FY10

0070100 >Inactive
Adult Basic Education Grant – ABE FY11

0070200 >Inactive
Carl Perkins FY11

0070300 >Inactive
English Literacy Civics Education FY11

0070400 >Inactive  
HSTW Cox FY11

0070500 >Inactive
McKinney Homeless FY11

0070600  
Preschool Incentive FY11

0070700 >Inactive  
Safe and Drug Free Schools FY11

0070800  
Title I Part A FY11

0070900  
Title I Part D Subpart 2-FY11

0071000  
Title II Part A FY11

0071100  
Title II Part D FY11

0071200  
Title III Part A Language Acquisition Grant FY11

0071300  
Title III Part A Immigrant and Youth Grant FY11

0071400  
Title VI-B FY11

0071500 >Inactive
Algebra Readiness FY11

0071600 >Inactive
Early Reading Intervention FY11

0071700 >Inactive
ISAEP FY11

0071800 >Inactive
Jail Education Program FY11

0071900 >Inactive
Juvenile Detention Home FY11

0072000 >Inactive
New Teacher Mentor FY11

0072100  
Technology Initiative FY11

0072200 >Inactive
VA Initiative AT Risk Four Year Old FY11

0072300 >Inactive
Race to GED FY11

0072400 >Inactive
Virginia Middle School Teacher Corps FY11

0072500 > Inactive
GED Expansion Grant FY11

0072600 >Inactive
General Adult Education – GAE FY11

0072700 >Inactive
National Board Teachers Stipends FY11

0072800  
Title I Part D Subpart 1 FY11

0072900 >Inactive
Industry Certification Examinations FY11

0073000  
Advanced Placement Fee Program FY11

0073100 >Inactive
Career Switcher Program Mentor Reimbursement FY11

0073200 >Inactive
Virtual Enterprise MOU FY11

0073300 >Inactive
 Chesapeake Bay Restoration (Learn & Serve) FY10

0073400 >Inactive
Adult Basic Education – ABE Incentive Grant FY10

0073500 >Inactive
VA Incentive Program for Speech – Language Pathologists FY10

0073600 >Inactive
 SFSF CIP College Park Project FY10

0073700 >Inactive
 Virtual Virginia Advanced Placement FY10

0073800 >Inactive
  NJROTC FY10


0073900 >Inactive
  Title I Distinguished Schools FY11

0074000 >Inactive
  VA Commission for the Arts – Bayside ES FY11

0074100
  VA Geographic Alliance FY11

0074200
   AFCEA Science Teaching Tools Grant FY11

0074300
   Asia Society Confucius  Classrooms Network  FY11
  



0074400 >Inactive
   MyCAA – LPN Program FY11

0074500 >Inactive
   MyCAA – ALC Courses FY11

0074600
   Youngsters Yearning for More – Thalia ES FY11

0074700 >Inactive
   School Improvement – Title I Part A – College Park FY11  

0074800 >New
ARRA Education Jobs Fund FY12

0074900 >Inactive
Startalk FY11

0075000 >Inactive
VA Incentive Program for Speech Language Pathologists FY11

0075100 >Inactive
NJROTC FY11

0075200 
Adult Basic Education Grant - ABE FY12

0075300 
Carl Perkins FY12

0075400 
English Literacy Civics Education FY12

0075500 
McKinney Homeless FY12

0075600 
Preschool Incentive FY12

0075700 
Title I Part A FY12

0075800 
Title I Part D Subpart 2-FY12

0075900 
Title II Part A FY12

0076000 
Title III Part A Language Acquisition Grant FY12

0076100 >Inactive
Title III Part A Immigrant and Youth Grant FY12

0076200 
Title VI-B FY12

0076300 
Algebra Readiness FY12

0076400 
Early Reading Intervention FY12

0076500  
ISAEP FY12

0076600 
Jail Education Program FY12

0076700 
Juvenile Detention Home FY12

0076800 
New Teacher Mentor FY12

0076900 
Technology Initiative FY12

0077000 
VA Initiative At Risk Four Year Old FY12

0077100 
Race to GED FY12

0077200 
Virginia Middle School Teacher Corps FY12

0077300 
GED Expansion Grant FY12

0077400 
General Adult Education - GAE FY12

0077500 
National Board Teachers Stipends FY12

0077600 
Title I Part D Subpart I FY12

0077700 
Industry Certification Examinations FY12

0077800 >New
Advanced Placement Fee Program FY12

0077900 
Career Switcher Program Mentor Reimbursement FY12

0078000 >Inactive
Virtual Enterprise MOU FY12

0078100 
MyCAA - LPN Program FY12

0078200 
MyCAA - ALC Courses FY12

0078300 
Startalk FY12

0078400 >New
NIST FY12
0078500 >New
Virtual Virginia Advanced Placement FY11

0078600 >New
NBC Learn Archives on Demand FY11
0078700 >New
National Space Foundation Grant-Summer of Innovation FY12

0078800 >New
GTC Grant FY12
0078900 >New
School Improvement-Title I, Part A-College Park FY12

0079000 >New
Title IV, Part B 21st Century Community Learning Centers FY12
0079100 >New
Opportunity Inc.-STEM Grant FY12

0079200 >New
Chesapeake Bay Restoration FY12 (Learn & Serve)
0079300 >New
Equipment Assistance Grant-Birdneck Elementary FY12
0079400 >New
COPS-Secure Our Schools FY12

0079500 >Inactive
Take one Grant FY12

0079600 >New
VA Commission for the Arts-Salem HS FY12

0079700 >New
VA Star Grant FY12

0079800 >New
JDC-Juvenile Detention Home FY12

0079900 >New
NJROTC FY12

0080000 >New
Adult Basic Education Grant – ABE FY13

0080100 >New
Carl Perkins FY13
0080200 >New
English Literacy Civics Education FY13

0080300 >New
McKinney Homeless FY13

0080400 >New
Preschool Incentive FY13

0080500 >New
Title I Part A FY13

0080600 >New
Title I Part D Subpart 2-FY13

0080700 >New
Title II Part A FY13

0080800 >New
Title III Part A Language Acquisition Grant FY13
0080900 >New
Title III Part A Immigrant and Youth Grant FY13
0081000 >New
Title VI-B FY13

0081100 >New
Algebra Readiness FY13

0081200 >New
Early Reading Intervention FY13

0081300 >New
ISAEP FY13

0081400 >New
Jail Education Program FY13

0081500 >New
Juvenile Detention Home FY13

0081600 >New
New Teacher Mentor FY13

0081700 >New
Technology Initiative FY13

0081800 >New
VA Initiative At Risk Four Year Old FY13

0081900 >New
Race to GED FY13

0082000 >New
Virginia Middle School Teacher Corps FY13

0082100 >New
GED Expansion Grant FY13

0082200 >New
General Adult Education – GAE FY13

0082300 >New
National Board Teachers Stipends FY13

0082400 >New
Title I Part D Subpart 1 FY13

0082500 >New
Industry Certification Examinations FY13

0082600 >New
Advanced Placement Fee Program FY13

0082700 >New
Career Switcher Program Mentor Reimbursement FY13

0082800 >New
MyCAA – LPN Program FY13

0082900 >New
MyCAA – ALC Courses FY13

0083000 >New
Startalk FY13
School Capital Projects Funds:

1000
Inspections and Support

2000
Design

3000
Site Acquisition

4000
Private Utility Adjustments

5000
Construction

6000
Street Lights

7000
Landscaping

8000
Furniture and Fixtures

9000
Contingencies

Schools:

0008
Kemps Landing Magnet

0013
Cooke Elem

0014
Virginia Beach Middle

0023
Creeds Elem

0025
School Plant

0028
Bayside Elem

0029
Seatack Elem

0030
Shelton Park Elem

0032
Princess Anne High

0033
Linkhorn Park Elem

0034
Princess Anne Elem

0035
Thalia Elem

0036
John B Dey Elem

0037 >Inactive
Center for Effective Learning

0038
Adult Learning Center

0039
Woodstock Elem

0040
Thoroughgood Elem

0041
Kempsville Meadows Elem

0042
King’s Grant Elem

0043
Cox High

0044
Kellam High
0045
Kempsville Elem

0046
Luxford Elem

0047
Williams Elem

0048 >Inactive
Plaza Elem

0049
Pembroke Elem

0050
Malibu Elem

0051
Trantwood Elem

0052
Lynnhaven Elem

0053
Bayside High

0054
Hermitage Elem

0055
Arrowhead Elem

0056
Windsor Woods Elem

0057
Old Donation Center

0058
Kingston Elem

0059
Alanton Elem

0060
Holland Elem

0061
First Colonial High

0062
Kempsville High

0063
Brookwood Elem

0064
Plaza Middle

0065
Tech and Career Education Center

0066
Pembroke Meadows Elem

0067
Windsor Oaks Elem

0068
Point O’View Elem

0069
Kempsville Middle

0070
Bayside Middle

0071
Newtown Road Elem

0072
College Park Elem

0073
Lynnhaven Middle

0074
Independence Middle

0075
Princess Anne Middle

0076
North Landing Elem

0077
Green Run Elem

0078
Fairfield Elem

0079
Brandon Middle

0080
Indian Lakes Elem

0081
Green Run High

0082
White Oaks Elem

0083 >Inactive
Virginia Beach Central Academy

0084
Providence Elem

0085
Rosemont Elem

0086
Great Neck Middle

0087
Centerville Elem

0088
Birdneck Elem

0089
Rosemont Forest Elem

0090
Salem Middle

0091
Parkway Elem

0092
Salem Elem

0093
Salem High

0094
Red Mill Elem

0095
Tallwood Elem

0096
Ocean Lakes Elem

0097
Glenwood Elem

0098
Strawbridge Elem

0099
Landstown Middle

0100
Three Oaks Elementary

0101
Corporate Landing Middle

0106
Diamond Springs Elementary

0110
Landstown Elem

0111
Tallwood High

0112 >Inactive
Open Campus High

0115 >Inactive
Bayside 6th Grade

0117
Corporate Landing Elem

0118
Larkspur Middle

0119
Ocean Lakes High
0120
Christopher Farms Elem

0121
Landstown High

0122
New Castle Elem
0125
Advanced Technology Center

0130 >Inactive
Princess Anne Center

0131
Juvenile Detention Center

0149
Renaissance Academy

0001
School Administration

0003
Custodial Services

0004
Media and Communications

0012
Administrative Support Services

0020
Department of Technology

0031
Transportation Services

0103 >New
Facilities Planning and Construction

0124
Laskin Road Annex

1200
Private Schools

School Capital Projects Funds:

0901
Elementary Schools

0902
Middle Schools

0903
High Schools

0904 >Inactive
Bayside HS/Kempsville HS

0905 >Inactive
Williams ES/Dey ES

0906 >Inactive
Kings Grant ES/Thoroughgood ES

0907 >Inactive
First Colonial HS/Kempsville HS

0908 >Inactive
Plaza MS/Independence MS

0909 >Inactive
Princess Anne ES

0910 >Inactive
Kingston ES/Green Run ES

0911 >Inactive
Holland ES/Alanton ES

0912 >Inactive
Bay6/GrtNeck/Kemps Mead/Herm


0913 >Inactive
Lynnhaven MS/Princess Anne MS

0914 >Inactive
Lynn/Mal/Plaza/ODC/Trant/Thalia

0915 >Inactive
Gar/Cooke/Hol/Alan/Brwd/Kemp

500015
Expenditure Reimbursements

500055 >New
Jet Crash Assistance
500101
School Allocations (Elem Classroom)

500118
Saturday Detention-Elementary Schools

500201
School Allocations (Sr High Classroom)

500218 
Saturday Detention-High Schools

500230 
Tutoring Program

500301
School Allocations (Tech&Career Classroom)

500401
School Allocations (Gifted and Magnet Educ)

500501
School Allocations (Special Education)

500801
School Allocations (Open Campus)

500818 
Saturday Detention-Open Campus

501001
School Allocations (Principal-Elem)

501010
Administrative Draw – Elementary Schools

501101
School Allocations (Principal-Sr. High) 

501111
Administrative Draw – High Schools

501201
School Allocations (Principal-Tech&Career )

501601
School Allocations (Instructional Technology)

502001
School Allocations (Media Services)

502002 
Distance Learning
502201
School Allocations (Middle School Classroom)

502218 
Saturday Detention-Middle Schools

502401
School Allocations (Principal-Middle School)

502424
Administrative Draw – Middle Schools

500302
Local Match - Vocational Education
500506
ESY/SS Program (Extended School Year/Summer School)

500605
Special Education (Summer School)

500651  
Trantwood ES Troupers Summer Camp

508105
Special Education

501501
Education Foundation
501702    
Distance Learning

501703 
Tapestry of Knowledge

506201
Field Trips

506202
Training

506206
Summer School (Transp-Bus Drivers)

506406
Summer School (Transp-Monitors)

507506
Summer School (Custodians)

500407
Controlled Assets – Admin Draw (Gifted)

500408
Controlled Assets – Instr Draw (Gifted)

500807
Controlled Assets – Admin Draw (Open Campus)

500808
Controlled Assets – Instr Draw (Open Campus)

500809
Staff Development Draw (Open Campus)

500402
Senior High School Education

500406
Summer School (Gifted)

500410
Elementary Education

500422
Middle School Education

500430 >New
Foreign Lang Academy – CFES



500431 >New
Math and Science Academy – LPES

500432 >New
Global Studies/World Lang Academy – THS


500433 >New
Health Sciences Academy - BHS

500434 >New
Legal Studies Academy – FCHS


500435 >New
Technology Academy – LHS



500436 >New
Visual/Performing Arts Academy - SHS

500437 >New
I/B Middle Years Program - PMS

500438 >New
Intl Baccalaureate Program – PAHS

500439 >New
Math and Science Academy - OLHS

500440 >New
Intl Baccalaureate Program - GRHS

500701
UAW-Ford Contract

500901
Support Personnel

500902
Officials

500903
Transportation - Forensics

500904
Admissions Tax

500905
Inspections

500906
Tournaments

500907
Middle School League/Tournaments

500908
PE Supplies

500909
Invitationals

500910
National Asso of Student Councils National Conference

501399 >New
Bullying Prevention Program

502299 >New
Bullying Prevention Program

505299 >New
Bullying Prevention Program

508199 >New
Bullying Prevention Program

501720 >Inactive  
SFSF Strategic Plan - Caskey

501721  
SFSF Strategic Plan - Cotton

501722  
SFSF Strategic Plan - Caldwell

501723  
SFSF Strategic Plan - O’Hara

501724  
SFSF Strategic Plan - Magula

501725  
SFSF Strategic Plan - OD

501726  
SFSF Strategic Plan - Tchr. Forum

501727  
SFSF Strategic Plan - Supt. Office

501728  
SFSF Strategic Plan - Board

501729
SFSF Strategic Plan - Reserve
503101
Leadership Academy

504101
Dan Edwards

504102 >Inactive
Arthur Tate

504104 >Inactive
Jane Brooks

504106 >Inactive
Dan Lowe

504109 >Inactive
Sandra Smith Jones

504110 >Inactive
Michael Stewart

504112
Board Reserve

504113 
Carolyn Weems

504114 
EM Davis

504115 >Inactive
Lois Williams

504117 
Virginia School Board Association (VSBA)

504118 >Inactive  
Rita Bellitto

504119 >Inactive
Edward Fissinger

504120
Legal Fees Above Cooperative Agreement


504121
Todd Davidson

504122 > Inactive
Pat Edmonson

504123 > Inactive
Lyndon Remias

504124   
William J. Brunke
504125              
Brent McKenzie
504126               
Patrick Salyer

504127
Scott Seery

504128               
Ashley McLeod

504129   
Dorothy Holtz
504130              
Sam Reid
504314
Hurricane Bonnie

504315
Hurricane Isabel

504317 
Business Services

504401 
Recruitment
504910
Prepaid Central Software Program

500552
Health Care Related Services

504316
Blood Born Pathogens

505011
Blood-Born Pathogens

505019
Trigon BC/BS PPO

505020
Sentara HMO

505021
Priority HMO

505022 
Optima PPO


505023
Optima Basic PPO

505025
Optima Point of Service (POS)
505026
Optima High Deductible Health Plan
505003
School Wellness

505004
City Wellness

505033
Wellness Program 

505044
City Benefits

508116
Blood Born Pathogens

507102
Asst Superintendent-Admin Support

507201
Music Program
507202
School Identified Projects

507203
TCC/ATC Contract

507204
Fire Alarm Systems

507209
Nor’easter 2009

507210
Storm 5/24/11

507211 >New
Hurricane Irene

507212 >New
Earthquake 8/23/11

507301
Warehoused Supplies

507503
TCC/ATC Contract

507507  
Light Bulbs

508401
DOT – Sale of Salvage Materials
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	Term
	Definition/Description
	Reference

	Academy and Advanced Academic Programs School Board Allocation Accounts (Restricted Accounts – Draw Only)
	Academy and Advanced Academic Program funds are allocated to schools that house an Academy or Advance Academic program. Academy Program School Allocation purchases must be approved by the Director of the Office of Academy and Advanced Academic Programs.  The Instructional allocation is for the purchase of non-capitalized (less than $5,000 per unit) instructional materials and supplies for the Academy or Advanced Academic Program.  The Office Supplies allocation is for the purchase of non-capitalized (less than $5,000 per unit) office supplies for the Academy or Advanced Academic Program. 


	Sections

8.12

	Account


	A record of transactions affecting a specific activity/fund.


	Sections 

5 & 7



	Accountability


	Being obliged to explain one’s actions, to justify what one does.  The responsibility of the school to justify that their actions in raising and spending funds during the school year have complied with School Board policies and regulations, administrative directives, Business Manual, and other authoritative documents.  See also Stewardship.


	Section 

1

	Accounting
	A system for providing financial information.  The recording and reporting of activities and events affecting the funds of the school and its activities.  Specifically, it is concerned with (1) determining what accounting records are to be maintained, how they will be maintained, and the procedures, methods, and forms to be used; (2) recording, classifying, and summarizing activities and events; (3) analyzing and interpreting recorded data; and (4) preparing reports and statements which reflect the school’s conditions as of a given date (e.g., end of month, end of fiscal year), the results of the school’s operations for a specific period (e.g., a month, a fiscal year), and the evaluation of status and results of the school’s operation in terms of established objectives.


	Section 

4

	Accounting Period
	A period of time at the end of which and for which financial statements are prepared (e.g., for the month of November, FY 2012-13).


	Section 18

	Accounting Procedures
	The arrangement of all processes, which discover, record, and summarize financial information to produce financial statements and reports, and to provide internal control.


	Section 

1

	Accounting System
	The total structure of records and procedures which discover, record, classify and report financial information.


	Section

4

	Accounts Payable
	Liabilities or amounts owed to individuals, vendors, central office, and similar parties (e.g., for goods and/or services received by a school, excess School Board Direct Allocations).


	Section 13

	Accounts Receivable
	Amounts claimed from or owed by students/parents, vendors, central office, and similar parties (e.g., services rendered, NSF checks, reimbursements due from central office, refunds due from vendor)


	Section 

9

	Accrual Basis of Accounting


	A basis of accounting in which transactions are recognized at the time they are incurred, regardless of when the cash is spent or received.  For example, expenses are recognized when incurred and revenues are recognized when earned, regardless of when the expenses are paid or the revenues are received.


	-

	Activity


	School or Departmental efforts that contribute to the achievement of a specific set of program objectives and is the smallest unit of a program budget.


	-

	Activity Funds/ Accounts


	See School Activity Funds and Chart of Accounts.
	Sections

1 & 7

	Adjustment


	A bookkeeping entry made to correct a posting error (or reclassify a previous posting) between activity fund accounts, or record a bank transaction or error to the cash account and an activity fund account.
	Section 11

	Administrative Accounts

(0001-0099)


	Accounts for receipts derived and/or funded with fundraising type and profit generating activities (e.g., that are carried out by the staff and student body).  Examples of these types of accounts are:  Concession and Vending Operations (Staff and Student), Interest, Pictures, and Supply Store.


	Section

7.2

	Administrative School Board Allocation Accounts

(0614/Draw)
	The Administrative allocation is for the purchase of non-capitalized (less than $5,000 per unit) administrative needs such as office supplies, computer supplies, office paper, postage, forms, printing, student activities, professional subscriptions, communication devices for school safety, and employee local travel reimbursements. In addition, disbursements for food and related products are permitted for a School Planning Council dinner/meeting, and as part of an event(s) recognizing the staff’s specific instructional achievement (e.g., SOL scores) and must not exceed $25/staff member in the aggregate for the school year.  Also, refreshments can be provided for staff meetings, and student and parent activities (e.g., SOL information and training night for 5th grade students and their parents, Parental Involvement Fair, Outdoor Classroom). Funds in this account may be transferred to another 0600/Draw account.


	Sections

7.8 & 8.6

	Affiliated Organizations


	See External Parent Organizations.
	Section

28

	Allocations


	The distribution of a limited quantity of resources over accounts/funds (e.g., vending, picture, fundraising, and interest receipts transferred to various accounts (e.g., 0400s)). See also Direct Appropriation (Allocation) Funds, Draw Accounts, and School Board Allocations; and Instructional, Special Education, Library, Capital Outlay, Administrative, Staff Development, Computer Supplies, Summer School, Field Trips, Athletic, and Academy and Advanced Academic Programs School Board Allocation Accounts.


	Sections

7.8 & 8

	Allot


	To divide an appropriation into amounts that may be encumbered or expended during an allotment period.


	-

	Appropriations


	An authorization granted by the School Board and formally appropriated by the City Council to issue purchase orders and make disbursements for a specific purpose.  An appropriation is limited in purpose, amount, and as to the time period when it may be expended.  See also Supplemental Appropriation.


	Sections 

8 & 16

	Annualize


	Taking certain year-to-date financial amounts and related trend information/changes that have occurred during a fiscal year and mathematically calculating/extending the total amounts for a full year, for financial analysis, preparation of an annual budget, and similar purposes.


	-

	Assessed Valuation


	The valuation set upon real estate and certain personal property by the local assessor as a basis for levying real estate and personal property taxes.


	-

	Assets


	Resources owned or held by a governmental entity, which have monetary value.  These resources include cash and investments, receivables, prepaid items, inventories (e.g., supplies, parts, food), tangible items (e.g., buildings, land, equipment, vehicles), and intangible items (e.g., software, building space rights).


	-

	Athletic Accounts

(0300-0399)


	Accounts for the disbursements and reimbursements for the operation of athletic events.
	Section

7.5

	Athletic School Board Allocation Account

(Restricted Account – Draw Only)


	The Athletic allocation is for non-capitalized athletic supplies and security support (police salary and FICA).
	Section

8.11

	Athletic Ticket Sales Control


	Guidelines and procedures on athletic ticket sales control.
	Section

30

	Attrition


	A method of achieving a reduction in personnel (and personnel related costs) by not refilling or deferring the filling of the positions vacated through resignation, reassignment, transfer, retirement, or means other than layoffs.


	-

	Audit
	An audit includes examining, on a test basis, evidence supporting the amounts in the financial statement.  An audit also includes assessing the accounting principles used as well as evaluating the overall financial statement presentation and internal controls.


	Section 20

	Audit Committee


	The Audit Committee is an oversight committee of the School Board.  The Audit Committee consists of three members: two members of the Board, with the third member from business or the community.  The objectives of the Audit Committee include the accumulation of pertinent information about the functioning of the Virginia Beach City Public Schools, about audits and related matters, and to make recommendations to the full School Board for improvements and other needed action. The Audit Committee shall monitor the internal and external audit functions in periodic meetings and receive and review such reports, as required.


	Section

20

	Audit Report
	At the conclusion of each audit, a report will be issued. The report will generally include:  (1) identification of the area audited, the period audited, and the objectives of the examination; (2) scope of the audit, concisely summarizing the extent of significant audit procedures applied; (3) audit results and recommendations for improvements; concluding on the objectives of the examination, including explanations of significant exceptions noted; (4) follow-up on recommendations of previous audits, specifying those which have been satisfactorily implemented and those which have not been satisfactorily implemented; (5) conclusion, summarizing the results of the audit and audit conference.  The first draft of the report will be issued to the individual(s) responsible for the audited area for review, response, and sign-off. 


	Section

20.7

	Audit Result(s)
	Published communication of an internal control weakness or instance of noncompliance in connection with an audit.  See also Negative Audit Results.


	Section

20.6

	Audit Scope
	The extent of audit procedures applied.


	Section

20.6



	Audit Suggestions for Improvement


	Suggestions for Improvement listed in the school activity funds audit reports, are intended to enhance operations or to strengthen and improve internal controls.  Audit suggestions for improvement are not included in the criteria for a negative audit result(s).


	Section

20.7

	Authorized Positions


	Employee positions, which are authorized in the adopted budget, to be filled during the fiscal year.
	-

	Bank Account
	Money deposited in a bank or other financial institution that is credited to and subject to withdrawal (drawn checks) by the school.  All bank accounts (e.g., checking, savings, certificates of deposit) must be accounted for separately in the Manatee system.

	Section 14

	Bank Reconciliation


	To compare and reconcile the bank statement balance to the checking account balance (considering outstanding checks, deposits in transit, interest earnings, various bank adjustments, and similar transactions) making sure they equal.  The bank reconciliation process is conducted in the Manatee system (Section A.11).


	Section 

14

	Bank Statement
	A document received once a month from a bank or other financial institution presenting beginning cash in bank, deposits, checks cleared, ending cash in bank, and other pertinent information relating to the school’s bank (checking) account. See also Bank Reconciliation.


	Section 

14



	Bar Code


	A bar code label is attached and provides an identification number for each capital asset and controlled asset.  All capital assets with a cost equal to or greater than $5,000 and controlled assets are bar coded and inventoried by a third-party vendor.  See also Capital assets and Controlled assets.


	Appendix 

D &

Section 17

	Bid List


	A listing on the VBCPS Intranet of centrally negotiated contracts by the Purchasing Office that must be used by the schools.

 
	Section

12.8

	Billing

Account


	An account established with a vendor for the purpose of invoicing the school for purchases.  See also Credit (Charge) Account.


	Section

19.3

	Bond


	An insurance contract in which an agency guarantees payment to a school in the event of an unforeseen financial loss through the actions of an employee.  For example, a surety bond that is a written promise to pay damages or to indemnify against losses caused by the party or parties named in the document, through nonperformance or through defalcation. Bookkeepers are bonded. The School Board governs the rules for the bonds.  Volunteers and students are not bonded and, therefore, must not be responsible for handling financial transactions.


	Sections

2 & 22

	Budget
	At the school level, a plan of financial operation embodying an estimate or proposed disbursement of school funds during a school year.

Central Office – A plan of financial activity for a specified period of time (e.g., fiscal year, biennium) indicating all estimated revenues (e.g., City of Virginia Beach, local sources, Sales Taxes, Commonwealth of Virginia, Federal Government) and appropriations (estimated expenditures) for the budget period.


	Section 16

	Budget Calendar


	The schedule of key dates that the governmental entity follows in the preparation and adoption of the budget.


	-

	Budgetary Basis


	This refers to the basis of accounting used to estimate financing sources and uses in the budget.  This generally takes one of three forms: GAAP (Generally Accepted Accounting Principles), cash, or modified accrual.


	Section

16

	Budgetary Control


	The control or management of a government in accordance with the approved budget for the purpose of keeping expenditures within the limitations of available appropriations and resources


	Section

16

	BuySpeed
	The software utilized by Purchasing Services and schools/central offices for processing Purchase Requisitions, the Receiving function, and Payment Requests.


	Section 12

	Capital Assets


	Land, buildings, vehicles, equipment, and other tangible or intangible assets that are used in the operations of the schools and that have initial useful lives extending beyond an accounting period. All capital assets with a cost equal to or greater than $5,000 and certain other assets (controlled) that the governmental entity has selected for tracking purposes are bar coded and inventoried by a third-party vendor.


	Appendix D &

Section 17

	Capital Budget


	The appropriation of bonds, construction grants, designated sources (e.g., state literary fund loans, lottery proceeds), local revenues, and other sources for improvements to facilities and other infrastructure.  See also Capital Improvements and Capital Improvements Program (CIP).


	Section

16

	Capital Improvements


	Expenditures related to the acquisition, expansion or rehabilitation of an element of the governmental entity’s physical plant (including infrastructure).  See also Capital Budget and Capital Improvements Program (CIP).


	-

	Capital Improvements Program (CIP)


	A plan for capital improvements and outlay to be incurred each year over a fixed number of years to meet capital needs arising from the governmental entity’s long-term needs and financed by bonds, capital grants, designated sources (e.g., state literary fund loans, lottery proceeds) local revenues, and other sources.  See also Capital Budget and Capital Improvements.


	-

	Capital Outlay


	Fixed assets that have a value of $5,000 or more and have a useful economic life of more than one year.  See also Capital Assets.


	Appendix

D &

Section 17



	Capital Outlay School Board Allocation Account

(Draw Only)


	The Capital Outlay allocation is for the purchase of new and replacement equipment (e.g., Copiers, Risographs).  Cost must be $5,000.00 or more per unit. Funds in this account may be transferred to another draw account.


	Section

8.5

	Capital Projects


	Major construction, acquisition, or renovation activities that add value to a government entity’s physical assets or significantly increases their useful life.  See also Capital Improvements Program.


	-

	Capital Projects Funds


	A self-balancing fiscal/accounting entity/record with assets, liability, equity, revenue, and expenditure accounts that account for the governmental entity’s capital projects.  See also Capital Projects.


	-

	Capitalization Threshold
	The dollar value at which the School Board elects to capitalize tangible and intangible assets that are used in school and central office operations and that have an initial useful life extending beyond an accounting period (i.e., one year).  In general, the current capitalization threshold is $5,000 for tangible items (e.g., equipment, vehicles), $150,000 for intangible items (e.g., software), and $1,000,000 for capital improvements (school modernization).


	Appendix

D &

Section 17

	Cash Basis of Accounting


	A basis of accounting in which revenues and expenditures are recognized in the accounting records only when cash is received or paid.


	-

	Cash Discount
	An allowance received or given, if payment is completed within a stated period of time.  See also Trade Discount.


	- 



	Cash in Bank
	All funds that are deposited with a bank, credit union, or savings and loan institution.


	Section

14

	Cash Receipts Journal


	Summarizes the daily receipts and is the official daily cash deposit reconciliation form.  A cash receipts journal must be printed for each day.  The cash receipts journal and the deposit slip must equal one another.
	Section

9.6

	Certificate of Achievement for Excellence in Financial Reporting Award
	An annual voluntary award program administered by the Government Finance Officers Association (GFOA).  The Certificate of Achievement is a prestigious national award recognizing conformance with the highest standards for preparation of a governmental entity financial report.  A governmental entity must publish an easily readable and efficiently organized Comprehensive Annual Financial Report (CAFR), whose contents conform to program standards.  A GFOA certificate is the highest form of recognition awarded in the field of governmental financial reporting and is valid for one year only.


	Section

18.7

	Certificate of Excellence in Financial Reporting


	An annual voluntary award program administered by the Association of School Business Officials International (ASBO).  ASBO sponsors the Certificate of Excellence program to foster excellence in the preparation and issuance of a school system’s Comprehensive Annual Financial Report.  This prestigious international certificate award is the highest form of recognition in school financial reporting and is valid for one year only.


	Section

18.7

	Change Fund


	A change fund is used to provide change for an event. A check for change needed for an event is made payable to the school employee responsible for the event. The account will have a negative balance until the change is returned to the Bookkeeper.


	Sections

7.10 & 10.10

	Chart of Accounts


	At the school level, a set of account numbers established for all of the schools.  The chart of accounts was established for consistency in financial reporting and to facilitate electronic consolidation.

For the central offices, a set of account numbers established for the central accounting system (InSITE)


	Section 

7

Appendix

G

	Check 
	A bill of exchange drawn on a bank and payable on demand; a written order on a bank to pay on demand a specified sum of money to a named person, to her/his order, or to bearer, out of money on deposit to the credit of the maker (school).


	Sections

10 & 14

	Claim 
	A bill (original) representing a demand for payment properly made out on required form, and filed with the school, itemizing items or services for which the claim is made and showing where, when, and by whom performed.  See also Invoice.


	Section

10

	Class Accounts

(0700-0724)
	Examples include: Alumni, Class of 20xx, and Class Names.  See also Class/Scholarship/Grant Accounts.

	Section

7.9

	Class/ Scholarship/ Grant Accounts

(0700-0799)


	Accounts for the receipts and disbursements of the various Class of “20xx”, scholarships, and grants (non-intergovernmental).  See also Class, Scholarship, and Grant Accounts.
	Section

7.9

	Clearing Accounts

(0800-0899)


	Clearing accounts are accounts in which funds flow in and out in equal amounts so that a zero balance is achieved over a period of time, usually the school year.  A balance can remain in a clearing account after the current school year for a valid reason (e.g., Bank Errors).  These accounts are normally temporary, and not defined or included in the above accounts.  They are generally dedicated for specific purposes and are not available for use in other school activities. Change funds, book orders, restitutions (for damage to school property), and charities (e.g., fundraisers for Joy Fund, Operation Smile, Hoops for Heart) are examples of clearing accounts.


	Section

7.10

	Club and Student Activity Accounts

(0200-0299)


	These accounts are established for student organizations and activities.  The student activity accounts may include assemblies, patrols, awards, recognition, and/or other activities. Clubs typically have a faculty sponsor, elected officers, and frequently have an umbrella national organization.  Receipts and disbursements are derived from the efforts of a distinct group of students and/or faculty. Club purchases are taxable, unless the purchase is for the school.


	Section

7.4

	Commingling of Funds


	The mixing of funds.  For example, school allocation funds and school activity funds cannot be commingled (e.g., transfers between 0600 and 0400 accounts).  Grant and Scholarship funds, for example, cannot be commingled with school activity funds.


	Sections

7 & 8

	Commission


	A fee charged for services in facilitating a business transaction.
	-

	Compliance


	Following the applicable rules, such as School Board Policies and Regulations, Business Manual, Administrative Directives, and other authoritative documents.


	Section

20

	Computer Supplies School Board Allocation Accounts

(Restricted Accounts – 0616/Draw)


	The Computer Supplies allocation is for non-capitalized (less than $5,000 per unit) administrative and instructional computer supplies (e.g., computers, printers, software). This is a restricted account. Funds from this account cannot be transferred to any other account, except for sub categories or extended accounts.


	Sections

7.8 & 8.8

	Consumer Price Index (CPI)


	An index of prices used to measure the change in the cost of basic goods and services in comparison with a fixed base period.

It is a statistical description of price levels provided by the U.S. Department of Labor.  The index is used as a measure of the increase in the cost of living (i.e., economic inflation).


	-

	Contingency


	A budgetary reserve set aside for emergencies and/or unforeseen expenditures not otherwise budgeted.


	Section

16.11

	Contract


	A legally enforceable agreement between two or more parties.  It is any agreement to which the School Board, School Administration, or an individual school is a named party.  The agreement must be signed “approved as to content” by the Principal and comply with School Board Policy 3-89, “General Contract Execution Policy.”


	Section

19

	Contractual Services


	Services rendered to an entity (e.g., school division) by private firms, individuals, or other governmental agencies.  Examples include utilities, rent, maintenance agreements, and professional services.


	-

	Control Accounts


	Examples include: Checking Account (account number $10), Savings and/or Certificates of Deposit Accounts (account numbers $20 - $59)). Extended accounts may be used for Certificates of Deposit accounts (e.g., $30.00 CD account may use $30.01 – CD matures in November, $30.02 CD matures in February.


	Section

7.11

	Controlled Assets


	Significant assets that the governmental entity has selected for tracking purposes that do not meet the capitalization threshold, but they are bar coded and included in the inventory by a third party vendor.


	Appendix

D &

Section 17

	Corrective Action (Audit)


	Correction of negative audit results and suggestions for improvement; implementation of audit recommendations.


	Section

20

	Cost-of-Living Adjustment (COLA)


	An increase in salaries to offset the adverse effect of inflation on compensation
	-

	Credit (Charge) Account


	An account established with a vendor that operates with a credit card and can accrue finance charges.  Schools are prohibited in establishing such accounts.  Schools can have procurement cards through the Procurement Card Program (contact the Purchasing Office).  See also Billing Accounts.


	Section

19.3

	Current Level Budget


	Cost of continuing the existing level of service(s) in the current fiscal year.
	-

	Debt Service


	The process/cost of paying principal and interest on borrowed money (e.g., charter bonds) according to a predetermined payment schedule.


	-

	Deficit


	The amount by which something, as a sum of money, falls short of the required or expected amount (shortage).  For example, the excess of an entity’s liabilities over its assets or the excess of expenditures (or expenses) over revenues during a single accounting period (normally one year).


	-

	Deficit Account Balance


	An account with a negative balance. Deficit accounts are to be avoided.  However, at the school level, specific times during the school year there may be a deficit in account(s) that must eventually be cleared by a reimbursement, upcoming fundraiser, or transfer of funds.  Transfers to self-supporting or profit generating activity accounts (e.g., yearbook, clubs, fundraisers) may mask a problem and are not permitted except at the end of the fiscal year (if necessary (e.g., remaining inventory will not generate adequate receipts)).

At the central office level (and school draw accounts level), the total expenditures and encumbrances exceed the appropriations for a line-item account within a budget unit.  Except for draw accounts, other line-item accounts (except for certain restricted accounts (e.g., school level – instructional draw account, central office level – capital outlay and salary/benefits line-item accounts) may compensate for this line-item account deficit.


	Section

10.11

Section

16

	Department


	The basic organizational unit of an entity that is functionally unique in its delivery of services.


	-

	Departmental Accounts

(0400-0499)


	Accounts for instructional program receipts and transfers from the administrative accounts, and related disbursements.
	Section

7.6

	Deposit
	Money placed with a bank, credit union, or other financial institution, either as a deposit subject to withdrawal by check or as a special deposit made for a particular purpose.


	Section

14

	Deposits Intact


	All deposits must be made in the original form of collection (i.e. cash or check) 
	Sections 9.1 & 14

	Direct Appropriation (Allocation) Funds


	Funds allocated to the schools from the school operating budget as approved by the School Board and appropriated by City Council.  These funds are receipted in the 0600 series of accounts at the school level and deposited in the school’s bank account. See also Draw Accounts, School Board Allocations, and School Board Allocation Accounts; and Instructional, Special Education, Library, Capital Outlay, Administrative, Staff Development, Computer Supplies, Summer School, Field Trips, Athletic, and Academy and Advanced Academic Programs School Board Allocation Accounts.


	Sections

7.8 & 8

	Directly vs. Indirectly Benefiting Students


	For example, instructional disbursements directly benefit the students.  The school environment indirectly benefits the students.
	-

	Disbursement


	A payment for documented goods and/or services.
	Section 10



	Distinguished Budget Presentation Awards Program


	A voluntary awards program administered by the Government Finance Officers Association to encourage governments to prepare effective budget documents.
	Section

16.4

	Draw Accounts


	Funds held and accounted for centrally that have been allocated to the schools from the school operating budget approved by the School Board and appropriated by City Council.  See also Direct Appropriation (Allocation) Funds, School Board Allocations, and School Board Allocation Accounts; and Instructional, Special Education, Library, Capital Outlay, Administrative, Staff Development, Computer Supplies, Summer School, Field Trips, Athletic, and Academy and Advanced Academic Programs School Board Allocation Accounts.

	Section 

8

	Effectiveness
	In connection with the evaluation of internal controls and performance measurements, the degree to which the school and school activities are successful at achieving its goals and objectives.


	-

	Efficiency
	In connection with the evaluation of internal controls and performance measurements, the degree to which the school and school activities are successful at achieving its goals and objectives with the least use of scarce resources.  Efficiency necessarily presupposes effectiveness.


	-

	Employee (or Fringe) Benefits
	Contributions made by a governmental entity to meet commitments or obligations for employee fringe benefits.  Included are the government’s share of costs for Social Security, and the various pension, medical, and life insurance plans (including the Virginia Retirement System and Health Care plan).


	-

	Encumbrances


	Obligations or commitments in the form of purchase orders and contracts issued and the reserving of the related school activity account or central office account code.  It is a commitment of school activity account cash or central office account code budget.  They cease to be encumbrances when paid and when the title to goods or services is received and the actual liability is created.  See also Prior-Year Encumbrances.


	-

	Entitlements
	Payments to which local governmental entities are entitled, pursuant to an allocation formula determined by the entity providing the funding (e.g., state, federal government).


	-

	Escheat (Unclaimed) Property


	The reversion of unclaimed property (e.g., outstanding checks) to the Commonwealth of Virginia in the absence of legal claimants or heirs.  A rightful owner or heir can reclaim escheat property in perpetuity, provided the claimant can establish her or his right to the property.


	Section

14.6

	Expenditure 
	The payment of cash on the transfer of property or services for the purpose of acquiring an asset, service or settling a loss.


	Section

10

	Expense
	Charges incurred (whether paid immediately or unpaid) for operations, maintenance, interest, or other charges


	Section

10

	External Parent Organizations (EPOs)
	EPOs are parent organizations such as PTAs, Band Parents Associations, Athletic Booster Clubs, and similar parent sponsored organizations. The EPOs’ business transactions (e.g., fundraisers, collection of receipts, disbursements, record keeping, bank accounts) must be independent of the school. The EPO must have a separate Federal Identification Number, bank account, and set of books.  Furthermore, they must have elected officers conducting the business operations of the EPOs. School personnel who are members (including elected officers) of EPOs, and are involved in the business transactions and operations of the EPOs, are acting in this involvement/capacity as members (i.e., individual citizens/volunteers) of the EPOs and not as School Board employees.

	Section

28

	FDIC


	Federal Depository Insurance Corporation. The FDIC insures bank account balances up to $250,000.  Bank balances in excess of $250,000 are protected under the Virginia Public Deposits Act.


	Section

14.1

	Field Trips School Board Allocation Account


	The Field Trips allocation is for the Bus Driver costs (when using a school division bus) for local field trips (for instructional purposes only).  A debit account process is used in lieu of a draw account (i.e., the Office of Transportation Services maintains an account and applicable balance for each school).


	Section

8.10

	Fiscal Policy


	A government’s policies with respect to revenues, spending, and debt management as these relate to government services, programs, and capital investment.  Fiscal policy provides an agreed-upon set of principles for the planning and programming of government budgets and their funding.


	-

	Fiscal Year


	A twelve-month period designated as the operating year for budgeting and accounting purposes in an organization.  VBCPS operates under a July 1 – June 30 fiscal year timeframe.


	-

	Fixed Assets


	See Capital Assets.


	Appendix

D &

Section 17



	Form W8-BEN


	Certificate of Foreign Status of Beneficial Owner for United States Tax Withholding required for each foreign vendor.

	Sections

13.5 & 13.6



	Form W-9


	Request for Taxpayer ID Number and Certification – required for each vendor that has been paid by the school pursuant to Section 6109 of the IRS tax code.


	Sections 13.4 & 13.6

	Full-Service Vending Machines


	The product supplier stocks the machines, collects the monies, and pays the school a commission.
	Section

17.10

	Full-Time Equivalent (FTE)


	The conversion of a part-time service level to a decimal equivalent of a full-time service level.  For example, a part-time employee working 20 hours a week compared to a full-time employee working the traditional 40 hours a week would be considered a .5 FTE employee; five special education students receiving services each day at a level of 20% of the traditional school day from a special education teacher would be considered the equivalent of 1.0 FTE student.


	-

	Fund


	A self-balancing, fiscal accounting tool, with asset, liability, equity, revenue, and expense accounts, which is segregated for a specific purpose or activity.


	-

	Fund Balance


	A fund’s excess of assets over its liabilities.
	-

	Fundraising
	The act of raising money for a particular purpose (e.g., educational).


	Section 15



	GAAP


	Generally Accepted Accounting Principles. A widely accepted set of rules, conventions, standards, and procedures for reporting financial information, as established by the Governmental Accounting Standards Board.


	-

	General Account


	A miscellaneous and non-specific account.  The general account is to be used for disbursements that are unusual in nature and cannot be charged to a specific category.    
	Section

7.2

	General Ledger


	A listing of all transactions posted to the various accounts on the chart of accounts.
	-

	Grant Accounts

(0725-0749)
	Accounts for non-governmental grants. Grant funds must be used in accordance with each grant agreement (e.g., grantor letter).  All non-governmental grants (e.g., non-profit entities, foundations, corporate enterprises) can be accounted for at the school level. Intergovernmental grants (i.e., from the Federal Government or Commonwealth of Virginia) must be accounted for by the Office of Business Services/Financial Management Division for audit purposes.  See also Class/Scholarship/Grant Accounts.


	Section

7.9

	Grants
	Receipts received for a specified purpose from a local entity, Commonwealth of Virginia, or Federal Government; and do not have to be repaid.  Reimbursement grants are qualified disbursement driven, and formula grants are based upon established criteria (other than the incurrence of qualifying disbursements). Intergovernmental grants (i.e., from the Federal Government or Commonwealth of Virginia) must be accounted for by the Office of Business Services/Financial Management Division for audit purposes.


	Section 23

	Inactive Accounts
	An account with no activity for more than one school year.  The account must be analyzed for possible closing.
	Section

10.15



	Incurred But Not Reported (IBNR) claims


	In connection with risk management, claims for insured events that have occurred but have not yet been reported to the governmental entity, public entity risk pool, insurer, or reinsurer, as of the date of the financial statements.  IBNR claims include (a) known loss events that are expected to be presented later as claims, (b) unknown loss events that are expected to become claims, and (c) expected future development on claims already reported.


	-

	Indirect Cost


	A cost necessary for the functioning of the organization as a whole, but which cannot be directly assigned to one service.


	-

	InSITE
	The school division’s central accounting system.
	Appendix C



	Instructional School Board Allocation Accounts (Restricted Accounts – 0610/Draw)


	The Instructional allocation is for the purchase of instructional materials and supplies for student use (e.g., instructional paper needs, science consumables, calculators for math, maps, art supplies, paperback books/novels, physical education items, health materials, program specific needs, tutors). This is a restricted account. Funds from this account cannot be transferred to any other account, except for sub categories or extended accounts (e.g., Science, Social Studies, Language, Art).


	Sections

7.8 & 8.2

	Insurance Certificate


	Documentation of insurance coverage (normally, when dealing with an external party, the School Board of the City of Virginia Beach is required to be named as additional insured).


	Section

24



	Internal Accounting Control Form

(VB-103)


	Forms used by employees to record and individually list amounts received for school purchases (e.g., field trips, paperback book sales, locker rentals, parking decals, gym uniforms, club dues).
	Section

9.6

	Internal Auditing
	An appraisal of the diverse operations and controls within the schools and school division to determine whether acceptable policies and procedures are followed, established standards are met, resources are used efficiently and economically, and the school and school division’s objectives are being achieved.  The term covers all forms of appraisal of activities undertaken by auditors working for and within the school division.  An appraisal activity within the schools which:  (1) determines the adequacy of the system of internal control, (2) verifies and safeguards assets, (3) determines the reliability of the accounting and reporting system, (4) ascertains compliance with established policies and procedures, and (5) appraises performance of activities and work programs.


	Section

20

	Internal Controls


	Procedures to be followed which require proper authorization by designated officials for all actions to be taken. A plan of organization under which employees’ duties are so arranged and records and procedures are so designed as to make it possible to provide effective safeguards and accounting control over assets, liabilities, revenues, and disbursements. Under such a system, the work of employees is subdivided so that no single employee performs a complete cycle of operations.  The basic standards of internal control as defined by the Business Manual are documentation, recording of transactions, execution of transactions, separation of duties, supervision, access to resources, competent personnel, reasonable assurance, and records.


	Section 

3

	Inventory


	Detailed listing of merchandise that has not yet been sold.  Also, an itemized listing of assets other than capital and controlled assets.  See also Perpetual Inventory.


	Section 17 &

Appendix D



	Invoice


	A bill (original) issued by one who has provided goods and/or services to a school.  See also Claim.
	Section

10

	Library School Board Allocation Accounts

(0612/Draw)
	The Library allocation is for the purchase of books, periodical subscriptions, reference materials, audio/video tapes, laser disks, and other library related materials and supplies.  Materials and supplies for the classroom (e.g., book collections, maps, globes), Accelerated Reading Program software and the related technical support, and equipment and furniture cannot be charged to this account.  Certain other disbursement restrictions may apply by the Office of Instructional Technology (consult the related library handbook).  Funds in this account may be transferred to another 0600/Draw account.


	Sections

7.8 & 8.4

	Manatee


	The bookkeeping software used to record the financial transactions of each school.
	Appendix

A

	Manual Check


	A check that is written rather than printed from a computer.  A manual check is used only in an emergency situation and the computer is inoperative (the Manatee system must be subsequently updated).  Prior authorization in writing from the principal and Director of Business Services is required.


	Appendix

A.6

	Match


	The process of comparing and assembling supporting documentation prior to disbursement.
	Section

10

	Negative Audit Results


	A category of audit findings that violate policies and/or procedures, and/or are considered improper management and/or improper internal controls over financial transactions, and may result in a government imposed penalty.


	Section

20.6

	Negative Disbursement


	Any receipts/reimbursements received from the central office or refunds received from vendors are recorded as a negative disbursement not as a receipt.
	Sections

7, 9.29-9.31, 9.46-9.48, & 11



	Notary Public


	A certifier of legal documents.  An individual who is legally authorized to certify the authenticity of signatures and documents.  Also known as a Notary.


	Section

10.38

	NSF Check
	A check issued to the school that is not honored by a bank or other financial institution.
	Sections

9.38 & 14.7



	Packing Slip


	An itemized listing of merchandise shipped that is included in the package received.
	Section

10.1

	Pay-As-You-Go Basis


	A term used to describe a financial policy by which capital outlays and other large expenditures are financed from current revenues rather than through borrowing.


	-

	Perpetual Inventory


	A system whereby the inventory of units of property at any date may be obtained directly from the records without resorting to an actual physical count.  A record is provided for each item or group of items to be inventoried and is so divided as to provide a running record of goods ordered, received, and withdrawn, and the balance on hand, in units and in cost.  However, periodic actual physical counts (minimum semi-annually) are required to verify the accuracy of the records.


	-

	Petty Cash Funds


	A small amount of cash kept on hand for incidental expenses.  Petty cash funds are not permitted.

 
	Section

10.9

	Point Of Collection Documents


	Internal accounting control forms, receipt books, and transmittal envelopes.  See also Internal Accounting Control Form, Receipt Book, and Transmittal Envelope.
	Section

9.6

	Police Report


	Required when reporting stolen or vandalized property to the Office of Safe Schools and Risk Management.
	Section

22.2

	Post

 
	To record a transaction in an account on the general ledger (i.e., Manatee system).


	Appendix A



	Pre-Approved Purchase Order


	Purchase order signed by the Principal prior to the purchase (or other pre-approval document (e.g., requisition, Principal’s request, purchase request, needs request) signed by the Principal and attached to the Purchase Order).


	Sections

10.1 & 12.1

	Prior-Year Encumbrances


	Encumbrances from previous fiscal years in the form of purchase orders, contracts, and similar obligations and commitments that is a part of the appropriation is reserved.  They cease to be encumbrances when the obligations are paid and when the title to goods or services is received and the actual liability is created, or the obligation is terminated.  See also Encumbrances.


	Section

16.6

	Procurement Card


	A form of payment for small dollar transactions and high volume repetitive payments. The p-card can be used with any merchant that accepts VISA as a form of payment.


	Sections 10.3 & 13.9

	Profit Analysis


	Analysis of changes in inventory in comparison to recorded receipts and disbursements.
	Section

17

	Purchase Order


	A written order to buy specified goods and/or services at a stipulated price.


	Section

12

	Reappropriation
	The inclusion of a balance from the prior year’s budget as part of the budget of the subsequent fiscal year.  Reappropriation is common for encumbrances outstanding at the end of a fiscal year that a school intends to honor in the subsequent fiscal year.


	Section

16.6

	Rebate


	An amount paid to the school/central office based on achieving a certain disbursement/expenditure total level over a certain period of time (e.g., fiscal year) and/or the procurement of a certain product(s)/service(s).


	Sections

9.31, 9.48, & 11

	Receipt Book

(VB-100)


	Carbon copy books used by an employee (e.g., a teacher) to generate an individual receipt to the paying party (e.g., a student).


	Section

9.6

	Receipts Retention Limit
	A restriction on the amount of money collected by a school during the school year that can be brought-forward into the following school year.


	Section

9.5



	Receiving Information


	Packing slip and receiving copy of purchase order.
	Sections

10.1 & 13.8


	Records Retention Guidelines


	Financial records must be maintained in accordance with regulations adopted by the Commonwealth of Virginia Board of Education.


	Section 21

	Refund


	An amount received by the school/central office from an external party (vendor) due to an overpayment by the school/central office to the external party.

An amount paid by the school/central office to an external party (e.g., parent) due to an overpayment by the external party to the school/central office.


	Sections

9.30, 9.47, & 11



	Reimbursement


	An amount paid to the school/central office by an external party (e.g., central office to school, grantor agency to central office) due to the school/central office filing proof of payment(s) for a qualified, documented disbursement(s)/expenditure(s) with the external party.

An amount paid by the school/central office to an internal/external party (e.g., employee, parent) due to the internal/external party filing proof of payment(s) for a qualified, documented disbursement(s)/expenditure(s) with the school/central office.


	Sections

9.29, 9.46, 11, 13.2, & 13.3

	Related Party Transaction
	A transaction that an informed observer might reasonably believe reflects considerations other than economic self-interest based upon the relationship that exists between the parties to the transaction.


	-

	Request To Principal Form


	A form completed by the employee that is submitted to the Principal requesting goods and/or services.  This form must be completed prior to purchase and be approved by the Principal.  See Also Pre-Approved Purchase Order.


	Section

10.1

	Requisition


	A written request to buy goods and/or services. See Also Pre-Approved Purchase Order.
	Section

10.1



	Restricted Accounts


	The transfer of funds from certain accounts is not allowed. See also School Board Allocations.


	Section 

8

	Risk Management


	The process of analyzing exposure to risk and determining how to best handle such exposure.
	Section 22

	Safeguarding of Assets


	Access to resources shall be limited to authorized personnel.  See also Internal Controls.
	Section 

3

	Sales Tax Exempt Status


	Elementary schools and secondary schools are exempt from paying sales tax on tangible personal property purchased for use, consumption, or sale at retail at the schools provided the net proceeds are contributed to the school or are used to purchase certified equipment for contribution directly to the school.  However, if items are picked-up by a School Board employee and not billed to the school/central office (i.e., paid for by a school or central office check), and paid at the business establishment by the School Board employee by personal means, then it is not sales tax-exempt (as the business establishment does not know the intended purpose (personal or school/central office use) for audit purposes by the Virginia Sales and Use Tax Division).

VBCPS is exempt from the sales tax on expenditures for educational purposes.  However, goods or services purchased from a hotel are not tax-exempt.  Catered food services are not tax-exempt.


	Sections

10.39 & 10.40

	Scholarship


	Financial aid awarded on behalf of an eligible student and paid directly to the student’s college, university, or other qualified post-secondary school.  See also Scholarship Accounts.


	Sections

7.9 & 10.13



	Scholarship Accounts

(0751-0799)


	Accounts for the receipts and disbursements of scholarships. Scholarship funds must be used in accordance with each donor agreement (e.g., donor letter).  There must be an application process with an appropriate committee that will judge the student applicants based on pre-established criteria.  All scholarship payments must be made directly to the recipient’s accredited post-secondary school, college or university (not the recipient).  See also Class/Scholarship/Grant Accounts and Scholarship.


	Sections

7.9 & 10.13

	School Activity Funds


	According to the Regulations of the Commonwealth of Virginia Board of Education, school activity funds are defined as, “All funds received from extracurricular school activities, such as entertainment, athletic contests, cafeteria, club dues, etc., and from any and all activities of the school involving personnel, students, or property…”


	Section

1

	School Board Allocation Accounts

(0600-0699)


	The direct allocations received from the central office are recorded in these accounts.  These funds cannot be commingled with other school activity funds, in accordance with School Board policy.  Any remaining unspent (cash) at the end of the fiscal year must be forwarded to the Office of Business Services along with the required report, in accordance with the Code of Virginia, as amended.  See also Direct Appropriation (Allocation) Funds, Draw Accounts, and School Board Allocations; and Instructional, Special Education, Library, Capital Outlay, Administrative, Staff Development, Computer Supplies, Summer School, Field Trips, Athletic, and Academy and Advanced Academic Programs School Board Allocation Accounts.


	Sections

7.8 & 8

	School Board Allocations


	Funds allocated to the schools from the school operating budget as approved by the School Board and appropriated by City Council.  See also Direct Appropriation (Allocation) Funds, Draw Accounts, and School Board Allocation Accounts; and Instructional, Special Education, Library, Capital Outlay, Administrative, Staff Development, Computer Supplies, Summer School, Field Trips, Athletic, and Academy and Advanced Academic Programs School Board Allocation Accounts.


	Section 

8

	School Business Assistant
	The School Business Assistant, under the supervision of the Director of Business Services, provides daily “how to” bookkeeping training and assistance to the school Bookkeepers.  In addition, the School Business Assistant provides the same training and assistance to the Bookkeeper back-up, substitute, and/or office staff (as determined by the Principal), in order for the business operations of the school to continue in the Bookkeeper’s absence. The School Business Assistant is not permitted to conduct any direct business transactions at the school level (due to internal control issues), except in an emergency or unusual situation (e.g., until a substitute can be employed and trained) and with the written approval of the Principal and Director of Business Services.

	Section

2.6

	School Facility Use


	School Board policies and regulations govern the application and approval process for all persons or organizations seeking to use any buildings and grounds that are maintained and operated by the School Board.


	Section 24

	School Generated


	A document issued at the school level (e.g., a school purchase order instead of a central purchase order).
	-

	School Supply Store


	Sells items associated with the school’s instructional program and items that contribute to the development of school spirit.


	Sections

17.2 & 17.7



	Self-Service Vending


	The school buys the goods, stocks the machines and collects the money.


	Section

17.10

	Separation/ Segregation of Duties


	The concept of determining responsibilities for employees working in various employee classifications. The work of employees is subdivided so that no single employee performs a complete cycle of operations. Key duties such as authorizing, approving and recording transactions, issuing or receiving assets, making payments, and reviewing or auditing such transactions shall be assigned to separate individuals to maximize the effectiveness of internal control and to minimize the risk of loss.


	Section

3

	Special Education School Board Allocation Accounts

(Restricted Accounts – Draw Only)
	The Special Education allocation is for the purchase of special education materials and supplies such as audiotapes, specialized science and math materials for the visually impaired, paper needs, supplementary learning materials, and any other materials and program specific needs designated for special education students. This is a restricted account. Funds from this account cannot be transferred to any other account, except for sub categories or extended accounts.


	Sections

7.8 & 8.3

	Split Purchase Order
	Schools are not allowed to split purchase orders in order to avoid submitting them to the Office of Business Services.  If the school purchase orders are to the same vendor for the same items and total more than $10,000, the orders must be submitted to the Office of Business Services.  The maximum purchasing authority of a school is $10,000 per purchase.  Orders over $10,000 may be processed using a school purchase order, if a bid number is recorded referencing the Purchasing Office bid price sheets.


	Section

12.2

	Staff Development School Board Allocation Account

(0615/Draw)
	The Staff Development allocation is for site-specific staff development and training (including books, materials and supplies) consistent with the school's and/or school division's strategic plan. Activities include workshops, training conferences, substitutes, and contracted training personnel.  These activities must qualify for recertification points and must be completed during the current fiscal year. Funds in this account may be transferred to another 0600/Draw account.


	Sections

7.8 & 8.7

	Staff Reimbursement


	Staff members are reimbursed for items purchased for the school or department provided that the pre-approval process was followed and supporting documentation (e.g., original receipts) is submitted.


	Sections
10.26 & 13.12

	Stale Dated Check


	A check that has been issued and is outstanding for a significant period of time (e.g., 6 months).  See also Escheat (Unclaimed) Property.


	Sections

14.5 &

14.6

	Stewardship


	The act of managing another’s (School Board’s) property, funds, and other assets.  See also Accountability.


	Section 

1

	Summer School Business Process


	Financial procedures relating to summer school.  See also Summer School School Board Allocation Account.
	Section 25



	Summer School School Board Allocation Account

(Restricted Account – 0650 Only)


	The Summer School allocation is for non-capitalized (less than $5,000 per unit) administrative and instructional materials and supplies relating to the summer school program. This is a restricted account. Funds from this account cannot be transferred to any other account, except for sub categories or extended accounts.


	Sections

7.8 & 8.9

	Supplemental Appropriation


	An additional appropriation made by a governing body after the budget year or biennium has started.  See also Appropriations.
	-

	Supporting Documentation


	Original documents supporting cash receipts and cash disbursements.
	Sections

9.1, 9.6, & 10.1



	Synergy
	School administrative student information system.  The system has a component to record and account for student obligations due to the school for various items (e.g., textbooks, uniforms, library books), and related payments and returns.


	Appendix 

E



	Tax-Deductible Contributions Determination


	The Internal Revenue Service (IRS) does not issue determination letters for cities, counties, school boards, and other political subdivisions in relation to the tax deductibility of contributions to these entities, due to these entities being addressed by Internal Revenue Code section 170 (c) (1), as follows: “For purposes of this section, the term “charitable contribution” means a contribution or gift to or for the use of – (1) A State, a possession of the United States, or any political subdivision of any of the foregoing…but only if the contribution or gift is made for exclusively public purposes.”  The School Board is a political subdivision and is declared a body corporate (Section 22.1-71 of the Code of Virginia, as amended) in the Commonwealth of Virginia.


	Section

15.12

	Terms and Conditions


	The specific details of an agreement reached between the parties of an agreement.  See also Contract.
	Section

19

	Textbook Comprehensive Plan


	Policies and procedures relating to the textbook comprehensive plan.
	Section

29

	Third Check Signer


	Required on a bank signature card. For example, the back-up signs when the Bookkeeper or Principal is absent.
	Sections

10.1 & 14.1

	Third Party Administrator (TPA)/Vendor


	An entity external to an organization.  For example, VBCPS contracted with a third party vendor to conduct an annual capital assets inventory.  
	-

	Trade Discount
	An allowance, usually varying in percent with the volume of transactions, made to those engaged in certain businesses and allowable without respect to the time when the account is paid.  These discounts are commonly considered as a reduction of the sales or purchase price.  See also Cash Discount.


	-

	Transfers


	A movement of funds from one account to another.
	Section

11



	Transmittal Envelope

(VB-102)


	Used to transmit the payments collected by an employee to the Bookkeeper with the carbon receipts and or internal accounting control forms enclosed.
	Section

9.6

	Unclaimed Property


	See Escheat (Unclaimed) Property.
	Section

14.6

	Unrestricted Accounts


	Transfers are permitted between these school allocation accounts.  See also School Board Allocations.
	Section 

8

	Validated Bank Deposit


	A deposit ticket stamped by the bank indicating the amount received.  A validated bank slip must be attached to the cash receipts journal and filed by month.
	Section

14.2

	VBCPS Accounts

(0500-0599)


	Accounts for the receipts and subsequent remittance to the Central Office.  Examples include: Driver’s Education, Summer School,  Virtual Virginia, Calculators/Heart Monitors (e.g., Lost, Damaged), and Textbooks (e.g., Lost, Damaged).
	Section

7.7

	Virginia High School League (VHSL) Accounts

(0100-0199)


	Accounts for projects such as Debate, Forensics, Yearbook, and Newspaper funds.  These accounts also apply to the middle schools.
	Section

7.3

	Voucher 
	A document, which authorizes the payment of money and indicates the accounts to be charged.


	-

	WISE
	Web Integrated System for Employees, which is the School Division’s central human resources and payroll system.


	Section 27

	Workers Compensation Program


	A system of compensation and/or medical payments for work-related injuries or death, paid for by the School Board’s third party administrator.
	Section

22.7
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