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FINANCIAL POLICIES
Financial Planning and Budgeting 
Financial Planning for any fiscal year or the remaining part of any fiscal year shall not deviate materially from the Board’s established goals and priorities, risk financial jeopardy, or fail to be derived from a multi-year plan. 
Accordingly the Board, Executive Director and Business Manager or board designee shall not allow: 
· Budgeting that contains too little information to enable credible projection of revenue and expenses, cash flow, and disclosure of planning assumptions. 
· Budgeting that plans for more expenditures in any fiscal year than are conservatively projected to be received in that period or saved from the previous years and approved for expenditure by the Compass Academy Board. 
· Budgeting that is in violation of TABOR or the school’s contract with the authorizer, Denver Public School. 
· Budgeting that is in violation of financing agreements and any other relevant contracts. 
· Budgeting that is not based on reasonable assumptions. 

Financial Conditions and Procedures 
With respect to the on-going financial activities and conditions of Compass Academy, the Business Manager or Board Designee, the Executive Director/Principals shall not operate outside the school’s budget or cause or allow the development of fiscal jeopardy or a material deviation of actual expenditures from Board priorities established in goal setting. 

Accordingly the Business Manager or Board Designee, the Executive Director/Principal shall not: 
· Allow purchases that are not consistent with Compass Academy goals, tenets, mission statement and core virtues. 
· Fail to inform and seek the approval of the Board on curricular purchases. 
· Expend more funds than are available and within budget. 
· Indebt the organization in an amount greater than can be repaid by certain, otherwise unencumbered revenues within ninety days. 
· Borrow any money without Board approval. 
· Use any long-term reserves without Board approval. 
· Expend money outside an approved budget line item without prior Board approval. 
· Fail to settle payroll and debts in a timely manner and according to applicable law. 
· Allow tax payments or other government ordered payments or filings to be overdue or inaccurately filed. 
· Acquire, encumber, or dispose of real property. 
· Fail to pursue receivables after a reasonable grace period. 
· Fail to properly accrue income and expenses in the proper fiscal year. 
· Fail to develop procedures, which are not compatible with a successful audit. 

Asset Protection 
The Business Manager or Board Designee, the Executive Director/Principals and Board shall not allow the assets to be unprotected, inadequately maintained or unnecessarily risked. 

Therefore the Business Manager or Board Designee, the Executive Director/Principal and Board may not: 
· Fail to adequately insure against theft and casualty losses. 
· Allow unbonded personnel access to material amounts of funds. 
· Subject the building to improper wear or insufficient maintenance. 
· Unnecessarily expose the organization, its Board, or Staff to claims of liability. 
· Fail to give the Board up-to-date list of persons who have check-writing authorization. 
· Fail to monitor purchases for budget consistency. 
· Fail to apply for and receive a Public Depository Protection Act number for the school.
· Fail to deposit funds in banking institutions that are federally insured under the Public Depository Protection Act (PDPA).
· Invest or hold operating capital in insecure instruments, including uninsured checking accounts and bonds of less than AAA rating, or in non-interest-bearing accounts except where necessary to facilitate ease in operational transactions or as otherwise required by applicable contracts. 

Board Responsibility 
The financial health of the school is the fiscal responsibility of the Compass Academy Board.   Therefore, there shall be no budget approved which spends money which cannot reasonably be expected to be real income by the school. The Board Officers will be responsible for approving all contracts which obligate the school to spend money for more than a single fiscal year and/or which obligates the school to spend more than $25,000; an exception does exist for recurring items. The initial budget for any fiscal year will be created with the input of the Board treasurer and the Executive Director and Business Manager or Board Designee and the first draft will be presented to the Board on the Board meeting closest to February 28th of the previous fiscal year. Final proposed budget will be approved no later than May 31st of the previous fiscal year. All TABOR requirements will be met. 

It is the responsibility of the Board to establish budget priorities that reflect the needs of the school in advance of the budgetary process. 


FINANCIAL PROCEDURES 

Request for Quotes (RFQs) 
Any purchase for goods or services over $5,000, not a recurring expense, should solicit three quotes. A contract must not obligate the school past the current fiscal year. 

Spending Limits 
Teacher –Each teacher may spend up to limit set annually by the Executive Director/Principal, of his or her own budget with prior approval from the Executive Director and/or Business Manager or Board Designee. 

Regardless of approval, the money must be in the budget of the person requesting the purchase. Under no circumstances will any sales tax paid by a teacher be refunded. No personal purchases may be made using the school’s or schools tax-exempt status. For all purchases, the signature of the Executive Director/Principal must be obtained on a Compass Academy “Request for Funds/Purchase Order” form. 

Executive Director and/or Business Manager or Board Designee – The Executive Director and/or the Business Manager or Board Designee may allocate funds in any manner so long as it remains in the correct budget line item approved by the Board. Any deviations from approved line-item expenditures must be brought and must be approved by the Board in advance. The Business Manager or Board Designee may authorize any expenditure that falls within the normal operating needs of the school;  however when such expenditure requires the approval of a contract not currently in place and extends over three months, Board Officer approval must be obtained before any contract is final. The Business Manager or Board Designee must inform any vendor whose contract s/he approves that final Board approval is required for long term obligation. This final approval requirement must become a written part of the contract with said vendor. 

Contracts 
The Executive Director is authorized to sign contracts, purchase agreements (non-recurring) with a total commitment amounts less than $50,000. This includes vendor services, Independent Contractors/ Consultants, and Authorize commitments on behalf of the school unless specified otherwise by the Executive Director and/or Board.  All multi-year agreements and purchases exceeding $50,000 must be approved by the Board of Directors. 


Conflict-of-Interest/Nepotism 
Board and Staff Members shall operate without conflict-of-interest complications. If any Board Member or spouse or family Member of a Board Member or Staff Member wishes to bid on services or goods for the school, proper procedures shall be followed to make sure that the school is avoiding any hint of nepotism or conflict-of interest. Should a Board Member or relative of Board or Staff be given a contract for goods or services for the school, proper records will be kept showing competing bids or sole source reasoning. 

Accounts Payable 
School Site Budgets – The school site will be given a budget at the beginning of the fiscal year. This amount will be a joint determination of the Business Manager or Board Designee and the Executive Director/Principal.   These funds are to be used for general school site expenditures and constitute the entire monies available for expenditures for the school site, absent any additional fundraising, grants or other contributions received.   The distribution of these funds is at the discretion of the Executive Director/Principal and may be spent according to the spending limits defined above. 

Reimbursements – A Staff Member may request a reimbursement for any properly authorized expenditure by attaching original receipts to a “Request For Reimbursement” form and properly filling out the program code (for purposes of this document “program code” refers to the instructional area defined in the Colorado Financial Policies and Procedures Manual and is designation for departments that may or may not be equivalent to instructional areas) and object code found in the chart of accounts information. These same forms are used to request purchases by purchase order (PO). A properly filled out requisition form is given to the School Office where school personnel fill out the PO and places the order. Teachers should keep a copy of the form for their reference. 

RFQ – At least three quotes should be obtained for any purchase of goods or services over $5,000 individually. Quotes may be as simple as clipping an advertised price or asking for a price over the phone. The person who is placing the order is responsible for obtaining the quotes. Quotes should be attached to and kept with the paid invoice of the item finally purchased. It will be available for the auditor. 

Purchase Order (PO) – A purchase order will be used to place orders. These will be created by the School Office from properly filled out “Request for Funds/Purchase Order” form. The number of the purchase order will be logged along with the date and the vendor. Proper authorizations should be on any PO given to the Business Manager or Board Designee. 

Package Check-in – The person who opens an order received by the school or a department shall check the items in the box against the packing list. If no packing list exists, then all items will be checked against the PO. If there is a discrepancy between the packing list and the actual goods, a note of it will be put on the packing list and the vendor will be called by the person in the office responsible for placing orders. The check-in person signs each packing list with his/her name and date to show that all items have been received. The packing list is attached to the PO and sent to the Business Office to await arrival of the invoice. 

Packing list to Invoice Match-up – The Business Office stores the packing list in a file until the invoice arrives. The Business Office shall check the invoice to see that the items billed match the items received. Any packing slip must have a check-in signature confirming the receipt of items. The Business Office recipient will then signs off on the invoice and ensure that the account and class codes are correct. No invoice should be paid unless there is proper documentation to confirm receipt of items. 

Coding Invoices-Invoices will be properly coded with class and account by the School Office and checked by the Business Office. This coding will be done either on the invoice directly or on the “Request for Funds/Purchase Order” form stapled to the invoice. The Business Manager or Board Designee will run a tape on each multiple receipt reimbursement to show total owed to Staff Member. They will also double check coding accuracy and change, if necessary. 

Entering Obligations-Bills will be entered into the computer upon receipt in order to properly accrue obligations. For auditing purposes, any item purchased before June 30th of any fiscal year, should be accrued in that fiscal year. Any item ordered before June 30th may be an obligation in that year, depending upon the intended use of the item. Items purchased on or after July 1 are obligations for the following fiscal year. All bills entered should be properly dated to avoid incorrect obligation of funds. 

A/P Payments – Accounts payable payments will be made weekly. Each paid bill will have properly executed and coded back-up and the date paid and check number written on the invoice OR the check voucher attached to the invoice. The Business Manager or Board Designee will review supporting documentation before checks are signed and initial the check register as evidence of such review. 

Check-writing – Checks will be generated by designated Business Office staff. There will be one signature required for each payment. Authorized signers shall be designated annually by board action and anytime during the year when there is a change of personnel. Proper segregation of duties shall be maintained. Individuals authorized to sign checks shall not prepare checks or reconcile bank accounts. 

Check register approval – The check register will be reviewed by the Compass Academy Board Treasurer who will then ask that the Board vote to accept the register and place that acceptance in the Board minutes. This will be done after monthly bank reconciliation is completed but no less than quarterly. No changes should be made to any reconciled account. (See Bank Reconciliation) 

Debit/Credit Cards
The school will not use Debit Cards.  On occasion, in the normal course of business, it may be necessary to use a credit card.  Credit Cards should only be used when the normal check writing process is not acceptable for the purpose.  The Executive Director is responsible for the proper management and documentation of credit card purchases.  Misuse of or incomplete documentation for any School Credit Card Purchase will result in immediate card termination and an investigation should be conducted to determine if additional disciplinary steps should be taken.



Borrowing of Funds
From time to time it may be necessary for the School to borrow funds from outside sources to fund operations and expansion. This will be necessary because of the seasonality of income from fees, donations, and other revenue, and due to major expansions or revisions of the School programs. 
Funds are to be borrowed only as required to meet these needs, and borrowing is to be consistent with sound fiscal and management practices. Borrowed funds are not intended to make up for inadequate planning or spending above budgeted levels. 

All borrowing must be approved by the Board of Directors at the time of borrowing, even if the borrowing is included in the current operating budget. 

Borrowing funds should be done within the following guidelines: 
· Borrowing should be within appropriate limits approved by the Board prior to the time of borrowing. 
· Amounts should be borrowed at the lowest available interest rates. 
· Most borrowing will be done at short-term conditions due to the seasonal nature of income. Long-term borrowing will be done only if rates are favorable and amounts for short-term would be at the same minimum level and the loan contains appropriate TABOR language.

Inventory 
School’s Staff will conduct a yearly inventory counting all items worth over $1,000 and report this inventory to the Business Office in a timely manner. Assets with a useful life of more than two years and a value of $5,000 or more will be capitalized. 

Accounts Receivable 
Miscellaneous -Occasionally, expenses will be recovered by billings to students and their parents or school staff. Such expenses include, but are not limited to, cost recovery for damage to property by a student, cheerleading uniforms, tuition for classes taken at post-secondary institutions and charges deemed to be for personal use rather than school business. 

Uncollectable Accounts – Established collection procedures must be followed when an account is not being paid. No accounts may be written off without approval of the Business Manager or Board Designee. 

Cash Receipts 
Individual receipts will be prepared for all cash collected at the school site or Business Office. Funds will be deposited whenever cash on hand exceeds $200 and on the last workday of each week and each month. Funds collected at the school site will be summarized by source of funding and properly coded by account and class and deposited at the bank. Copies of the deposit and checks will be sent to the business office where business office staff will verify the amount that was deposited and coding. 

Business Office staff will compare each deposit to the summary of funding sources and review the accuracy of the account and class codes before posting them to the accounting system. The bank validation slip along with the documentation from the school site and the deposit summary generated by the accounting system will be attached and filed where it can be accessed during bank reconciliations and annual audits. Someone independent of the cash collection, receipting and posting process will reconcile the deposits to the bank accounts. 

Payroll 
Payroll will be completed in-house using appropriate financial software to ensure compliance with all IRS and taxing regulations. Payroll will be generated for distribution on the last working day of the month for the work completed by the last day of the month for salaried employees and the 15th day of the month for hourly employees. 

Authorization – A Personnel Action Form (PAF) will be used to document changes to compensation and/or benefits. The Operations Manager or Board Designee will prepare PAF’s for changes to salaries and other compensation rates. An employee who wishes to be compensated for extra duties or extra hours will prepare a PAF as the request for payment and submit the form to his or her supervisor. The supervisor will review the form and verify that the extra time or extra duties have been performed. The form will then be sent to the Operations Manager or Board Designee who will verify pay rates and that extra time or extra duties are compensable under school policies. Approval or denial of the request will be documented and signed by the Operations Manager or Board Designee before it is sent to the Business Manager or Board Designee for approval. The Business Manager or Board Designee will compare the request to availability of budget and determine that it is consistent with Board polices, school goals and direction of Administration, primarily the Executive Director. 

Board approval will be required for any changes to compensation for the Executive Director and Business Manager or Board Designee and their immediate family. Any contracts negotiated with special benefits, including but not limited to, severance packages, compensation upon termination, buyout of other benefits must be approved by the Board. The Executive Director will have authority to approve compensation for other employees within the constraints of the approved budget. 

The Business Manager or Board Designee will sign off on all PAF’s before the forms are sent to Payroll for processing. Once compensation rates have been proper authorized and documented, timesheets and monthly paychecks may be processed using the approved rates. 

Accrual – Official accrual for these obligations is the last day of the fiscal year (June 30th) based on work completed as of that date. For auditing purposes it is imperative that correct payroll obligations be entered for the correct year and salary accruals are maintained for each respective year. 

Taxes and other Obligations – Any and all tax, PERA, and other obligations owed by the school will be paid in a timely manner. The employer’s obligation for PERA beginning January 1, 2015 will be 2.38% and will adjust January 1, 2016. Employee contribution remains at 8%.  PCOPS is estimated at 9.95% beginning on July 1, 2015.

Money Transfer – The Compass Academy Business Manager or Board Designee or his designee will maintain a calendar of dates required for tax payments, payroll disbursement, insurance payments and PERA contributions and will ensure that funds are available to pay these obligations. 

Bank Reconciliations – Someone who does not prepare or sign checks or handle cash receipts shall be designated to complete bank reconciliations after receiving a bank statement for any account. The reconciliation will be attached to the bank statement and stored for review. The cash amount on the month-end balance sheet should match the reconciled amount. This is most important on the June 30th statement, for auditing purposes. 


REPORTING 

District & State Reporting 
The Business Manager or Board Designee is responsible for reporting quarterly statements to Denver Public Schools or other appropriate chartering authority in a timely manner. Timely is defined as the last day of the month following the end of a quarter. The state occasionally changes reporting requirements. Budget and actual revenue and expenditure reports are due to the state by established due dates in prescribed formats. The Business Manager or Board Designee is responsible for monitoring changes to and ensuring compliance with all state reporting requirements. . 

Compass Academy Board Reporting 
In addition to meeting with the Treasurer and the Executive Director in a joint session once a month, the Business Manager or Board Designee will make available to the Board the following reports on a monthly or quarterly basis: 
Balance Sheet Compared to Prior Year -Quarterly
Income and Expense compared to Budget-Quarterly 
Cash Flow analysis when such a consideration is necessary 
Check Register -Quarterly 

Additionally, the schools Board of Directors will approve an annual report to the community to be released upon completion of the annual audit.

The Business Manager or Board Designee shall make available to the parent population, collapsed versions of the budget and actual expenses. (See the Compass Academy Financial Policies and Procedures CONFIDENTIALITY section below) Fiscal year Profit & Loss information and Fund 
Balances will be included in the annual “Report to the Community” brochure. 

Reporting to the Executive Director 
The Business Manager or Board Designee will make available to the Executive Director any and all budgeting and accounting information, including information that might be identified as confidential, that is needed to make reasonable decisions for the school site. 

Public School Financial Transparency Act Policy 
The Compass Academy Board of Directors shall comply with the Colorado Public School Financial Transparency Act Article 44 of Title 22, C. R. S. which requires that the school post certain financial documents on its website within 2 clicks of the home page and includes, but is not limited to the following:       
Required Financial Transparency
Colorado Revised Statutes, 22-44-304
(Commencing July 1, 2015)

· District Adopted Budget - Including Uniform Budget Summary (current and prior two years)
· District Financial Audit (current and prior two years)
· Quarterly Financial Statements (current and prior two years)
· Salary Schedules or Policies (current and prior two years)
· Accounts Payable Check Registers (current and prior two years)
· Credit, Debit and Purchase Card Statements (current and prior two years)
· Investment Performance Reports or Statements (current and prior two years)
· Other District-Specific Financial Information

CONFIDENTIALITY 
While all payroll information is private information, general budget and actual expense information is not. This is public information and must be made available to those who ask for it. Budgets and reports shall be generated (collapsed) which give the public information while protecting confidential information. Under no circumstances will the Business Manager or Board Designee, Business Office Staff, or the Executive Director violate anyone’s privacy. Records will be kept securely. 
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