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WwvNxe ewwxtfv Kwmrd mf K$axcx*&$xl

L4onitoring:

Review; Anxru*lly,
in ,fanuar5' tretty Cash,&ecomn€s

Deseriptor Cocle:

2.S81
issued Date:

1?l11tS3

6enerrtf

ln order to faeilltate refunds and rninor pxrch*s*s, the central offiee anri the indivielual scho*ls in the

systen"t rnay maintain petty eash funds,l Thcse funds will be used for the payrnent cf pennissiblc and
properly itenrizeel biils for materials, supplies, or serviees under ccnditicns c*rliing far immediate peyments"

The Board shall eieiermins the maximurn :i:lount t* be av*ilable in any fund.

Th* elir"*ctar of s*hools or hislhcr ciesignce shall b* r*sponsible fcr disbursing ar"rei aee*unting for rxoney
from the eentral affi*e fund" The prineipal in eaeh sehool shaXl l"lave ths same responsibilitv regarding
ineiividxal school funds.

Expenditures against these funeis rnusi be iternizcd ancl wiil be ehargeei to the applieabXe budget e*de.
After a bxdget itsm is exhausted, nc expenelitures agalnsl the ilem may i:s :nadn lrcm pelty eash.

I:emized expenditures frcm the inciividual school funds shall be maintained a:ld kept on file at eae h se l'rsoi.

Xxpenc"litr:r*s made from the esnra] cffie e fund shall be itemized and kept on file in the direelor of schcotrs'

*ffiee.

Legal Reference:

I . Ien*essee fnler,ral Sc&ooJ Uruf:n* Accr:wrlingr ftrolicy ,{.{*nxoli Section 5- t I & 19
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Mo|ritoring:

I{.eview: .4.nnually,
in January

l)*seriplor Tern:

$nlnry Xledl"retiruxxs

ssueci Date:

13l3Il{}3

Ali teae hers inust lrave on file in the off iee of the bnarel of eeiue alion a e uirent Withholding Tax Hxemprion
Certifie atc"

i

Ai! :"equesl f*r"rhange of stlttus for insuranee, elependents, ete., shali be made in wr"iting by all sehool
p*rson*el anrl fileel in the cffie* of the riirect*r of seircols.

|)ed*e tions for sc*ial see *rify, retir*n:ent, in$*ranee, withhnlding tax, and any cther it*ms of whieh rh*
BoarrJ has knswledge anrl ns authcria*d may be rnadc frsm eaeh emplcy**'s eheek.

Cri:ss ll,eferene*:

hrsurane* Management 3.{00
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jX.eview: Aruruaily,
in "|anu*ry

Deseliptcr Term:

Expenses and KeiNnhwrsexnexlts

ssued Date:

l?1111$3

Ce;'itretJ $$iee

Annuaily the Eoard shall revicw expen$e allowances and reirnbursement guideiines.

sce{$ox, pgKsCINNxx.

Sehonl personnel lvh* ineur exp*nses in earrying CIut their authoriz*d duties will be reimburssel upcn
sub:r:jssion of an *pproved vnueher and suppa$ing reeeipts"

Iixpenses for [ravel wi]l he reimlrursed when the t:av*l has th* aelvan*e authorisation sf t]',e direetor *f
sehocls' The clirecter *f sehcr.:ls rnay grant this auth*rization without prir:r i:oard aeticn when the travel
expen$e has been antieipateci and inecrp$r*asd inr* the operaricnal budget nf ti"re panieular progrem
involveel.

The B*aretr shall be responsibie fcr all exp*nse$ pert*ining to staff develcpment. St*dent activity funels
sh*li not b* used for this purpose"r

!}{}ARn MA&{8ARS

The members of rhe bcard shaii be paic* for transportaticn, lcdging, meals and ather pertinent expsnses
when lraveling on businoss for the Board.. $alary and other benefirs shail bc deter:nined by the tne*l
funding body. 2 Attendaneo at conventions or other edi:cati*natr n:eetings or trav*l for other seir**l
purposes shall be authorieed in advanec by the ISoarci. 3

Expens*s shali be s*bmitted to the eiir*ercr of seh*cis' cffiee within thir{y {3*) elays of the date cf
ecmpleti*n of suelr travei. The rate of payment shali bs the sanle as tl:e rate for mem6*rs of the
profession*i staff"

Legal llei'crelrces:

l, lci*lrsserr /'re'rr&/.fchr:oJ uilirtrnrr Arccair;furg Foljcy.4{*,rrai, s*eti*n 5-20
2, TC,{ 49-2.2S?{d)

l. TCA 49-2-2001{c)
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Wnyxae Ccsnty Board mf"Kduest&*xN

Morotwl&:

Review: &nnu*llyu
in JanuarS'

SlMiptsTm:

FuEehasimg

Desdiptm Code:

3"S$5!
lsud Sate:

$El[?/ffi

Rwind$:

3"Se5
Is*d:
1:ltn$13

Sene'6f

The school systern rvill purehase eor::petitiv*ly and seck maxixum edueafienal valuc f*r every dollar *xpe*ded.

A*thorization te purchase sh*ll be provided by the S*a:d" The dire*t*r cf seho*ls shall seme as pwehasing agent fbr

the system-wid* purehasing.: Prineipals shall serve as pur*hasing agents fbr i:rdividusl sehootrs.

Fpreheses made by &nyane:lnt authorized by the appropriate nf,fieials shall bee*me ttrre personal responsibility of the

p*rsorls maleing tire pwehase egre€msnt. The Scard will not, *:rd*r any sireumsten*€s" be respcnsible $or pn3ment ftn

any material or supplies pllreh*sed by unautharixed individuals or in an unpreseribed manner.

ldo ssh*ol sh*li be *i:ligatod to pey &r &ny expenditure made by a stxdent nr a teaeher or by any ather employec

unlsss s&e Srs{ reesivos a p"rittcn purchase order &a::: t}re proper affiee or unlsss prier *ritten permission or

elrangements nrs made vdth the prineipal.

Tlie Enard x{}l pwehase loeally whenever *ther enndifio&s {ir* e*mparnb}e.

fx*{lviefu;d,Se&**is

The direetor *f sehn*ls must approve:he faltrowing prlnehases:

1" A single piece of,eq*ipn:ent eosting mor* than ten thousand dollars $10,{}{}S.{}S;

2" On* th*t is to l:r* attaehed to *r *:ne that rcquires a]teratiax of the b*ilding; sr one that xdl beecme a

per:n*nent Sxtxrc.

fem;rufS$**

&.CIur${& pLlRfH.esx$

Routins purehases shnll inelude cxpenditrues for supplies, salaries, and routine expenditrres reqrdred for the

<lperation of,the sehoel system. These expenditures shall be antieipateel and Brovided for in the budget and will

ncrmally }:e aut&criaed by the ECIard at the beginning nf the Sseal year. T'trre direeteir of sehoals shall :xake altr routine

pwehases rvithout further E*ard authoriration; horvever, dre Xcard shaltr be pr*rxptly informed in eny substantial

variation {iem budgeted estimates beecmes neeessery"



2"S053Fe*rehnsrmg

t

x
4

5

6

?

&

p

1*
t:
!:

l3
i4

tr6

1?

:E
19

?*

A&

/\
&[;s-

"'c

26

2?

2E

29

3S

31

J/
33

34

-i3

36

JJ

3S

39

4*

SPXCn"dsl, PURCIL&S&S

Speeial purehascs are th*sc x'hich arc not reutine and whieh m€ry or may nct be specifierdly id*ntitied by li*e item in:hc

budget. Examples of speeial pur*nrases are all capital expenditwes sueh as for vehiele:, buildings, najor eonlraets,

pl*ehases eif,major eq*ipment, iiems for long-teiu use and supplies of an unusual quantify sr nature. All purehases in

this eateg*ry shall req*ire speeifie prior Br:;ird approval cn an itern-by-item basis. In its epprovai., the Snare} may pla*e

*onstraints cn lhe director of seh*ols roquiring Bcard evalxatieln andlor approval at various steps in lhe procurement

proe*ss. This wiy be dctennixed by the Bcard on a:l individual basis depending on the natnre of the proeuremenl action.

XMER.GKNCY PUKCK"ESKS

Xrnergeney purehas*s are those which are &eos$$&ry l$ avert hazards whieh tkreat*n he*lth or s*fe1y, to prnteet propei*y

&*,11 damage or i* avcid major dis:tpticn of eduea*oral aetivities" If rnithin budgetary liadts and deemed essential,

cln€rgeney Burehases may be maele by the elireetor of seh**ls. Xowev€r, if the purehasc ie of, sush signi$eant xragnituele

as tn impaet {he integrity of the budget, the eliairman s}ratr} eal} a speeial t:f emerge*cy :xeeting of the S*ard to dcai with

the lratt*r. In a*y ev*nt, the Board shall be advised promptly of a}l emergoncy purehases'

PTJRCKAS}NG SS' SUX.PX."US PRSPXKTY

T"hc dircctor of, sehools and other ernployees designaled by th* Board shall be a:rth*riaed to aet for the Board in aequiring

{bdc:al srxplus prcpsrty *r*xgk X}re Tenn*ssee &eneral Seniees Departrnent for surpl*s propertY a.nd in entering into

*grecm**ts, eerti$cations and eovenants cf eorxpliance e*neerning the uso *f fbd*ral surplus prCIWr"ty"

Furlher, the direetnr ofsehcq:ls is auxhorized lc purehnse any needed iterxs thrr:ugh suppliers approved cn the stato bid

msn.

CS *TK K.& T'}VX PEIRC$A $NNG

The Sr:ard, at its opticn, x.ill"join in ecoperative pwehasing with other sehnr:rl systems to taks adv;rntage o{'lewnr priccs

f*r bulk pgrchasing and to r*duee the east involved irr bidding x'l"lenever sueh buying appcars tc be tel tlis benefit ef, the

svst€$l.

Leg&l Refetss

i. TCA a9-?"?0{3)t TCA ii-36.1 1J
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Wxyrxe Cmumty K*nnS *f XduestX*nx

Monittrir$;

Rer*ew: Annux$y"
in "Ianuery

Dewbt$r?w:

Kids anc$ Quo{aticms
F&s€pttr Csle:

3"SS6!
lsrglg{re:
sSln?l{K

Reiftds:

3"8S6
i$B*
,21t1$3

{.rs$e}sJ

All pur*has*s of supplies, mat*rinls, eqxipment, and eonffaetual serviees in exeess of ten thousand dolXars i$lS,*S0)"

including th*se of ind"ividua] seh*ols, shal! b* !:ased sln eompetitive bids. Those bids shali be scli*ited by

advcrfiscment in a nex,sp*per *f g*neral eireu.lation within the seh$i)! systex. Xowevero snid :lewapaper

adve;tisem*nt may bc waived by the purehasing agent in &n emergeney" The p*rehasing agent shall advcrtisc f,or bids

and re*eive quotations" r Tke prineipal shell serve as pxreXrasing egent in each sehool.

A-* pnrehases cf,ten thousand dotrlars {$10"S00) or less, ine}uding those of,inelividual sehoo}s r*ay be made in the

open ;:rn:k*t with*ut nawspepsr n*tie*, trut shall, whenever passible, be bas*d *n nt least three {3} r:ompetitive bids.

The loN,est and best shall be a*eeptnd, provided ihe purehxer reserves the rig}:t to rejeet a:ry *r al! b;ds *r eny p*rt of

any bid and, ifappXieable, ta aeeept that bid n'hieh is best as evidensed by rcas*ns relative t* the pxrpnse q:fthe

prrchase. Any bid lnay i:c x{thdrar.rx prior to the seheduled time for the opening of bids. Any bid reeeived a&er the

time and date speeified shaltr nrt be eonsidered"

The bidd*r te whorx tke award is made rnay be roquired to enter into a nritten eontre€t.

The praetiee of splitting an order or dividixg items {c be purehase.d in order ts avoid the nse of biddimg or otlrer

purekasing pr*eedures is prohibitcd.

KX&MPTX}T{S FR.S]\,{ CO&{PKTTTTVK BISNXNS

ecn*"nets f*r iegal setviees, edueatlon*l c$nsultents, a;rd similar serwiees by profession*l p*rsons sr groulis of high

*&iesl st*nd$rds shall nclt be based upon oompstitive bids bxt shatrl b* alv*rdsd sn the basi* of reeog*ixed

as:npet€ne* and integrity. 3

The Ecard shall Bartieipa{e in TSBA's Risk &{anagement Frogram and u.i}X pure}rase i.nsura:ree tkrough the TSEA.

Ti-ust q.ithout bidding, as auth*riaed by law"'

l-{galRefw

l. 1e"{49-1-:0{a\3);llA,lst"2${c}OX"aXS};

?eA 49-?-206{bX?}

:. TC& lr.,t-t06

3. lru\ ?9"?&40?
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Wmyxxe Cexxxxlty Kqxmr$ mf KdxNcm*&q:m

Mouitoriug:

R.evierr: Annu:llNy,
im "fanuarrv

Kequisitions

Gexsrdll

Th* Rnarei shail design&te personnel to Lr* responsibls for making requisitions.

Ail approv*d requisili*ns will be submrlted to the purchasing ag*nt {direetor of sehi:eils cr prineipal} on
{brms provided by the pureh*sing agent.

The number of eaeh Burei"lase *rd*r shali be reenrd.ed nn the requisitinn"

After pr"*cessing, the *riginal eopy of the r*quisiticn wi]l be filsd in th* apprcpriate purchasing *ffi**.

Cross Rel'erence:

Purehase 0relers 2.808



t
2

3

4

5

s
?

E

I
l$
t1
l2
t3
t4
15

1S

l?
t8
l9
20
?l
??
J_t

l&

?5

:5
27

?8

?e

30
3t
3?
33

34
35

-: tl
37

JA

39
40
4t

WrmyxNe eelxxmty Kqxmrd etf K$nxcm&*mxN

Moni!oring:

Revicw: A.nnu*lly,
in January

FxNreXxase *rders sxnd Comtr"xets
121L1/t?3

GencrerJ

AII purehases made by the sehool system shall be by purehase orcler or fc:mal eonfraet, and no p*rehxse
shall be maele nor payrnent approved unless eoversd by an appr*ved purchase order.

Furehase orders will ineiueie the follcwing essentials:

t. A speeifieation whicir aeleq*ateiy eleseribes to tl:e supplier"thc charaeteristies anrt the quality
stanciards cf the item requirecl;

:" A firin, qu*ted, net delivered priee, wh*never pcssible; and

3. Signature of purehasing agent.

Ccniraets shall be rnade *n!y with responsil-rle suppliers r,viti'l the fnllowing eonsideraticns:

l" The supplier l"las the potential ability t* p*rfeiri:.1 sueeessfully under the terms and conditicns eif a
propesed pr*e*remeni;

?. A syst*m for eontr;ict administr"ation shall tre maintained to assi"ir$ supplier con{bxnanee rvith
[*rms, eonelitions, and speei{ieations of thc eontree | *r purchase ordetr, and to *ssure aeiequate *nd
timely foll*w-u;: *f all purehascs;

3. Cantracts shall eoniain sueh provisions cr eonditinns whieh will aiiow for adrn,inistr:itive, contraetual,
or i*g:rl remeelies in insianc*s where suppli*rs vioiate ar i:reaeh eontraet terms, ancl pravide fer
sueh saneti*ns anei pen:liries es mtly be :rppropriate.

4. All e ontracis, incluchng thnse cf individual scho*ls, will meet all requirerne.nts of state anci federal
laws, rules, and regulations"l

Legal Reterences:

I . TCA a9-2-2{i3(aX3}; Iennessee !nte rnal.!c&or:l Unir,i:r'm ;lccornrrng Foiiey M*nuai, Section 5- I i ; Te ,{ 4g-2-106{bx2)
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Monitoring:
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Descriptor Term:

Vendelx- KcX*tf*ns

lssued llat*:
j"?/x.11$3

Sci'le i'di'l

Ea*ir order"wili i:e pl*ced an the basis *f quality, price, anel deiivery. Fast serviee wi]1 be a faetorif all
cther ecnsiderations are equxl.

No persnr: cfficiaily eonnected la.'ith cr e.rnplcyed by the school system will be iin agent for, or have ;lny
finansia] ccmpensatinn or reward of any kind from any vend*r far thc sale of supplies, nlateri*is,
cquipm*nt cr servie*.:

lndlvldrucl Sc&oerfs

$e ho*ls shail *xce utc a written agrcement with vendors f*r all fund-raisers.z Ttre agreer:.leni shall inelude,
but not b* iimited t*, the following infnrmation:

t. The divisian e:f preifits tl"rat result fr*rn the ectivity;
2" Payrnent cf sales tax;
3" Delivery datc(s);
4. Faekage priees *r other eharges; anci

5. Seheduled dat*s of service.

Vendors visiting s*ptitate se hools shall eoniae t and secure the per"n:ission of eaeh prineipal's *ffice pnor
to visiting prertessional staff menrlr*rs. VendErrs' visilatieins to schocls sl'lall n*t be permittecl to int*rfsre
with the n*rn"l:rl i::struetional and lea:::ing pr*cess.

Legal Ret'erer:ce: Cross Ref'erences:

l. TCA 49-6-2003 Visirors ro rhe Schools 1.5$l
2. IrrtlesssE Jrrrrrnnl Schcol Unifur"tn Accoanring Follcy rlC****l; Adver"tising & Distributian r:f L4ateri*ls in S*hools 1.806

Section 4-2? Studenr Soiieitations/Fund-Raising 6.?01
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Moniterir':g:

I{eview: .4nnuai}y,
im Januany F*yrment Fr"*ce$wres

fex;rd?f S$re

The eiireet*r cf seh*ols shnll apprCIve all elaims for payment prinr tc their submission to the tsoard.1

As *peraling proeedure, ll":e dir*ctelr of schools shall present t* the Bcard eaeh mcnth a list of bills fa:
payment" ?he list wiil be sug:pnrted by invoiees and vouchers.

Jrudlvredxsl Se,&*ols

Se hocls may obiigate themselves fcr the purehase cf equiprnent, supplies" or *srvises, provided paym*nts
are eon:pleteci by June 3S of the eurrent sehnol year or a piar: tnr future payrnen{s has been madc by rne
principal anel approved by the Board"

Legal Rel'e:'enee:

l. TCA 49-?-20tr{bx3)
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WwyxNe C*wx*.fy K*mN-S mf' K$Nxem&*mxx

Keview: ,&nnualtry,
irl "fannary

Sfudent Ae*ivity Swmds
I\{axragemaem€

f&dlvrdx.rf "$e&ools

The aetivitv funds of each sehooi shali ineluele athletie and stucient organir.ati*n funds and any otherfund
belonging iCI any stueient group, elass, cr aetiv,ity.

Whalever th* source, aNl student activity funds shall be under the jurisdieti*n nf tire Board anei uneicr the
spee ifie e*ntroi af the sehcol prineipal. C*ntraels r"vitl: funei-raising ag*neies mu$t eomply with board
policy and be approved in rvriting by the rlireetor nf sehoals.

Prineipals and/or sponsors who knowingly ;ruthorieelailow unrlpproved funel-raising aetivities shall i:e
sui:jeet to eliseiplinary aerion.r

Stucient activity funcls shall i:e depcsited in respeetive sch**l ae:ivity accounts,
and disbilrscments shali be maintained in aeeordanee witl"r the fenruessee
Aeccr"rirf lng trsltcy "{dcnruclf. 

2

Rev*nxe raiseel fi:r speeifie purp*ses rnust be expended f*r tl':at puryose, r:nless othcrwise autSorized in
writing by both the aetivity group spsnsor anei th* prineipai.3

An annual *ueiit eif the aeeo*nt and reecrds *f all st*sieni ltetivity funds shall be eondueted as * pan cf
the audit *f all tthe:" elistrict funels.a

Any L:nencumi:ereel e l;rss or activity filnds alltomatieally re v*rt tc lhe gen*ra} activity filnd *f rhe seh**]
when a class graduates or an activity is disccntinued.

Funds cleriveei frew activities sponsored by parent-iea*irer
othcr support organizaticns are not subject til this poliey,
se hoal.5

Frnper reeords of ree*ipts
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