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STAFFING BUDGETS

Regular salaries and substitute classroom teachers are centrally funded (at approved levels) for each building.  
DISCRETIONARY (OTPS) BUDGETS

   *OTPS stands for Other Than Personnel Services

DISCRETIONARY or OTPS BUDGETS cover expenditures for supplies, equipment, purchased/contracted services (including repair and rental), additional hours and temporary/substitute wages (except substitutes for regular classroom teachers).

Q:
When are building administrators notified of allocations?

A:
Allocations are usually published during the month of May.  Budget Administrators are able to run budgets as of July 1st and are requested to run budgets at a minimum of once a month.
NON-GRANT OTPS BUDGETS

In order of appearance on monthly report:

A. Discretionary – Department #000
B. Co-Curricular  Pay – Department #013
C. Music Repair (grades 7-12 with music programs only) – Department #015



C.  SIT (School Improvement Team) – Department #169


D.  School Libraries – Department #209

E. Student Activity or Agency – Fund #71
CATEGORIES C THROUGH F ARE DESIGNATED FOR SPECIFIC PURPOSES OR PROGRAMS.  BUDGET CANNOT BE TRANSFERRED IN OR OUT OF THESE CATEGORIES.  

WHEN DISTRICT RESOURCES ALLOW FOR BUILDING CARRYOVER, IT WILL BE ADDED TO CATEGORY A IN MID-OCTOBER.  ALLOCATIONS FOR CATEGORY A ARE ALSO TYPICALLY ADJUSTED FOR ACTUAL ENROLLMENT AT ABOUT THE SAME TIME. 
Q:
What is the allowable spending period for non-grant funds?

A:
The District’s fiscal year starts on July 1st and runs through June 30th.  Goods and services must be physically received or rendered by June 30th to be counted in the current fiscal year.  Budgets are intended for use in the fiscal year for which the funds are allocated.

EXPLANATION OF CONTROL GROUP BUDGETING (As used for non-grant funds)

Control group budgeting, as used for non-grant funds, involves housing budget amounts on detail accounts while grouping accounts where all segments of the account code, except for the department code, remain the same.  When a detail account is charged, the available budget in the related control account is checked. 

Detail Account

Control Account

Object Code Range
Description
Object Code

1800 to 1890
Discretionary Salaries
1999

2100 to 2920
Fringe Benefits
2999

Sample Budget


Group of Accounts                        
Budget Amount       Expenditure Amount

Control Account:

1111100BB000000 29996150
$680.00
Detail Accounts:

Health 

1111100BB0000000 21306150
0.00

400.00

Retirement
 
1111100BB0000000 28206150
0.00

100.00

FICA 

1111100BB0000000 28306150
       0.00

180.00



              680.00

680.00


Expenditures may occur in any proportion among the three detail accounts as long as the total expenditures do not exceed $680.  Note all segments of the account numbers in this group are the same except for the 8 digit account code.

Note:  The use of group budgeting means that budget transfers are generally not            required. 
Control group budgeting is not used for purchased services, supplies/materials, equipment, etc. and each area may only be spent according to the posted budget.

GRANT OTPS BUDGETS 

Grants are usually given based on some application or proposal to an organization.  If an application process is involved, the resulting funds will most likely fall within the grant category.  All grants need to be accounted for separately from other District funds.  All grant applications must be reviewed by the Compliance Office and Accounting Department prior to submission.

Q:
Whom should I contact if I suspect grant funds are pending or have been received?  

A:
Contact the Accounting Department.

Q:
How are accounting transactions routed when funded with grant monies?

A:
The Accounting Department will process all (grant and non-grant), except the items listed below, which should be submitted directly to the indicted departments.



   -Timesheets - submit directly to the Payroll Department

          -Invoices to be paid on purchase order - submit directly to the 


     Purchasing & Accounts Payable Department

GRANT SPENDING TIMELINES  

Except for a very few mini-grants, grant funds must be expended within a specified time period.  All goods or services to be paid by that grant must be physically received within the grant spending period.  Just creating a purchase order will not suffice.  Items must be physically received at a Lansing School District facility before the grant ends.  Services must be completely performed before the grant ends.

Q:
How can I find out the allowable spending time period for a grant?

A:
The Compliance Office can answer this question for each grant.  

GRANT ACCOUNT NUMBERS

A grant account number is any one with a value other than “0000” in the 6th segment.

        Example Account Number:  1112500BB0001006 12400000
               Segment 4 (“BB”) should denote building number.

               Segment 6 of “1006” denotes Title I funds.
Q:
How can I find a grant account number to use on a transaction or tell how much of a grant has been expended?

A:
Reference your most current monthly report. Also, on-line look-up is available to view individual accounts for the most current information anytime of the month.  

EXPLANATION OF CONTROL GROUP BUDGETING (As used for grant funds)

Control group budgeting, as used for grant funds, involves housing budget amounts on detail accounts while grouping accounts where all segments of the account code, except for the grant number, remain the same.  When a detail account is charged, the available budget in the related control account is checked. 

Detail Account

Control Account

Object Code Range
Description
Object Code

2100 to 2920
Fringe Benefits
2999

Sample Budget


Group of Accounts                        
Budget Amount       Expenditure Amount

Control Account:

1112500BB0001006 29990000
$680.00
Detail Accounts:

Health 

1112500BB0001006 21300000
0.00

400.00

Retirement
 
1112500BB0001006 28200000
0.00

100.00

FICA 

1112500BB0001006 28300000
       0.00

180.00



              680.00

680.00


Expenditures may occur in any proportion among the three detail accounts as long as the total expenditures do not exceed $680.  Note all segments of the account numbers in this group are the same except for the 8 digit account code.

Note:  The use of group budgeting means that budget transfers are generally not            required. 
Control group budgeting is not used for wages, purchased services, supplies/materials, equipment, etc. as each area may only be spent according to the approved budget.

ACCOUNT CODE STRUCTURE 
ACCOUNT NUMBER SEGMENT MAP

Account Number Segments:

	ASN
	Account

	Fund
	Function
	Descriptive
	Building
	Department
	Grant
	Object
	Activity

	1
	2
	3
	4
	5
	6
	7
	8

	xx
	xxx
	xx
	xx
	xxx
	xxxx
	xxxx
	xxxx


1 - Fund (ex- “11” for General Fund or “71” for Agency Fund)

2 – Function (ex- “111” for Regular Elementary Education or “241” for principals’ office)

3 – Descriptive/Free Definition is used when necessary to differentiate two otherwise like accounts.

4 – School Building Number (ex- “05” for Eastern or “08” for Everett)
5 – Department Number (ex- “169” for School Improvement Team funds)

6 – Grant Code - Any value in the eighth segment indicates a grant (ex- “1006” for Title I or “0000” for non-grant)
7 - Below is an outline of the fourth segment or object codes in OTPS budgets.

Detail Account
                                                   

Object Code Range
Description


1810 to 1990*
Temporary and Additional Hour Salaries

3110 to 3990
Purchased Services (including mileage, conferences, 



field trip admissions)

4110 to 4900
Rentals & Repairs 

5110 to 5990
Supplies & Material


6110 to 6900
Capital Outlay or Equipment

*Only substitute classroom teachers due to either open positions or health related absences (object 3110) will be centrally funded, all other temporary salaries and additional hour wages will be paid with building discretionary funds.

8 – Activity - Any value in the ninth segment indicates a course or program (ex- “2200” for science)

NEW TRUST/AGENCY ACCOUNTS

New accounts can be created by filling out a “Request for New Agency or Trust Account Form” located on our website under the Finance Department.
BUDGET REPORTS

Budget reports can be generated at any point in time by a principal or administrator. Please see 5.1 eFinance guide for instructions on how to run reports.
BUILDING DEPOSITS

Deposits made by the building to be spent by the building will be posted to the account recorded on the deposit slip that is taken to the bank. (ex- 7129100BB0000000 5900####)
Please note that transfers from agency accounts will be handled in a similar fashion (7129100BB0000000 5900####)
PAYMENT & CASH PROCEDURES

CHECK REQUESTS

 Check request forms are available from the Accounting Department. 

Q:
How do I reimburse an employee?

A:
Per the Lansing School District board policy, personal reimbursements are not permitted. 

· For conference reimbursements, a fully approved conference request form must be filled out along with original, itemized receipts. This is given directly to the Accounts Payable department.  

· For mileage reimbursements, a mileage log must be filled out and signed by the designated supervisor with a valid account number. This is given directly to the Accounts Payable department.
· All other purchases must be made via purchase order or district credit card.
Note:  Employees will not be reimbursed for sales tax paid on purchase of goods.
Q:
How do I pay an invoice?

A:
On the occasion a purchase order is not utilized, the original invoice must be sent to accounts payable and a corresponding requisition must be submitted with the invoice number in the description.  Payments to vendors cannot be made with just statements or packaging slips.

Q:
How do I pay an independent contractor?

A:
For contracted services payments, a completed Contracted Services Agreement (see Appendix A) must be completed, signed, and submitted to the purchasing department along with a corresponding requisition.  Per IRS regulations, the independent contractor must provide his or her tax identification or social security number.

Q: 
How do I pay a sporting official (e.g., referee, umpire, or timekeeper)?

A:
Payments to officials are made via ArbiterPay or can be paid with a district check.  The check request must include the official's social security number and address.  

Note: Use the same process to create both grant-funded and non-grant purchase 

          requisitions. See Purchasing and Accounts Payable Department section.

Q:  Is there an annual deadline for placing orders?

A:  Yes, ordering deadlines will be published annually.

Q:
Whom should I contact if I receive a message that I am “not authorized to access this account”?

A:
Contact the Accounting Department to report a problem accessing an account.  Only District employees may utilize the online purchase requisition feature.
CONFERENCE REQUEST FORMS
The standard Conference Request Form may be obtained from the Lansing School District's Human Resources Department.

Q:
How do I request prepayment of conference fees?

A: 
If prepayment of a conference fee is requested, the completed registration form must be attached to the approved Conference Request form and sent to the accounts payable department.  A corresponding requisition should be entered the date a conference request form is submitted for approval.  Per district practice, payments for conference-related costs where a substitute is required cannot be made without authorization from Human Resources.

Q:
How do I know what my per diems are?

A:
For Per Diem rates, visit:


http://www.gsa.gov/portal/content/104877?utm_source=OGP&utm_medium=print-radio&utm_term=perdiem&utm_campaign=shortcuts 

These rates will vary by city.
Q:
How do I request reimbursement for costs incurred while attending a conference?

A:
The “Actual Expenses” section of the fully approved conference request form must be filled out along with original, itemized receipts. This is given directly to the Accounts Payable department.  
Note:  District guidelines for reimbursing travel expenses will remain in force even when 

           grant funds are being used.  

DISTICT PURCHASING CARDS
Q:
How do I request a credit card?

A:
Fill out a purchasing card application located on the Lansing School District’s website under the purchasing department. This must be approved by a designated supervisor and then submitted to the purchasing department for processing.
Q:
What do I do with receipts for purchases?

A:
Download you monthly credit card statement and fill out a purchasing card log to designate which accounts the expenses will be charged from. This form is located on the Lansing School District’s website under the purchasing department. This log needs to be signed by a designated supervisor. Attach original, itemized receipts and then send this to the purchasing department by the monthly purchasing card log deadline.
ADJUSTING JOURNAL ENTRIES
If an expenditure needs to be moved from one account to another, fill out an “Expense Transfer Form” located the Lansing School District’s website under the finance department and submit this form to the accounting department for processing.
If budget needs to be moved from one account to another, fill out a “Budget Transfer Form” located the Lansing School District’s website under the finance department and submit this form to the accounting department for processing.

DEPOSIT SLIPS

Prior to running out of deposit slips, the building administrator should contact the accounting department to order more slips.

Q:
How often should I make deposits?

A:
For elementary schools, deposits should be made no fewer than twice a week.   For secondary schools, deposits should be made no less than three times a week.  In no case should cash accumulate on school premises nor should cash be left over the weekend.  If cash is received at a rapid pace, daily deposits should be made.

Q:
How do I designate an account for the deposit?

A: 
Please write the account number you wish to have the money deposited directly on the deposit slip. This slip will be uploaded online by the bank and the accounting department will use this to make the deposit into the correct account.

Q:
What do I do after a deposit has been made?

A: 
Each time a deposit is made, the yellow copy of the deposit slip should be kept by the school for their personal records.  Deposit slips are no longer needed by the accounting department since this can be viewed electronically.
Q:
How soon will the funds be available for use?

A:
Deposits are generally posted to the account within five (5) business days.

COMPLIANCE & MONITORING

Semi-Annual Certifications – 100% federally funded staff must sign and return these forms twice a year – this is a requirement of NCLB compliance.

Personnel Activity Reports (PARs) – Staff who are partially federally funded must keep an “after-the-fact” log of activities.  This log will be compared quarterly to the staff member’s requisitioned percentage.

Purchases Made with Grant Funds – while certain grants have very specific planned expenditures, others allow for spending at the discretionary of the school building.  When planned expenditures of Title I and/or At Risk funds, please keep in mind that funded materials and/or services must be “supplemental” or beyond what is normally provided to the student.

FORMS

Please visit www.lansingschools.net for all current forms.
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