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FINANCIAL REGULATIONS 
 
Fitzgerald Public Schools uses the Michigan Public School Accounting Manual (Bulletin 1022) as its 
mandatory guide to uniform classification and recording of accounting transactions for Michigan school 
districts.  The Michigan Public School Accounting Manual (Bulletin 1022) was adopted in 1963 with 
major revisions in 1976, 1988 and 2004.  It conforms to the 2003 federal Financial Accounting for Local 
and State Schools Systems, to generally accepted accounting principles (GAAP), to the Governmental 
Accounting Standards Board (GASB) and to any changes in legislation related to State and Federal 
financial reporting.  Revisions are made to Bulletin 1022 any time there are any changes to GAAP, GASB 
or State and Federal financial reporting.   
 
FINANCIAL CONTROL AND ACCOUNTING ARRANGEMENTS 
 
The district’s financial accounting process includes analyzing, recording, summarizing and interpreting 
financial transactions.  The financial record system adequately records financial and related operational 
information for reporting purposes to all interested parties; the school board; the administration; the 
public; auditors;  local, state and federal authorities;  and school employees.  It is also designed to 
provide accuracy and a reasonable degree of internal control. 
 
The school district’s accounting system is organized and operated on a fund basis.  A fund is a fiscal and 
accounting entity with a self-balancing set of accounts.   Each fund contains its own designated assets, 
liabilities, fund equity, revenues and expenditures based upon the purpose of the fund.  The following 
procedures apply to all of the district’s funds except its activity funds.  Those funds have a separate set 
of procedural guidelines. 
 
INTERNAL FINANCIAL CONTROL AND DATA SECURITY  
 

 Procurement/Purchasing 
 Receipting of Revenues 
 Payments to Vendors 
 Monthly Reporting and Reconciliations  
 Payroll Procedures 
 Segregation of Duties 
 Computer Networks 
 Data and Employee Security 

 
Internal control in its broader sense is defined as a process affected by the district’s board of education, 
administration and other personnel and is designed to provide reasonable assurance regarding the 
achievement of objectives in the following categories: 
 

 Effectiveness and efficiency of operations 
 Reliability of reporting 
 Compliance with applicable rules, law and regulations 

 
A system of control activities includes: 
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 Requisitions for $200 or more are submitted using the on-line purchase order system. This 
system includes the approval levels required for each type of expenditure. Both the 
Superintendent and the Director of Business have single authority to approve purchase orders.  

 The accountant with accounts payable responsibility maintains control over checks and 
disbursements. Electronic funds transfers and other non-check disbursements are submitted by 
the accountant with accounts payable responsibility. 

 Checks are locked in the closet in the Business Office. 
 A check register is printed prior to the Finance committee meeting and release of the checks.  

The Board members submit items selected from the report to review at the finance committee 
meeting. Checks are generally released the day after the Board meeting. Certain payments, like 
utilities, employees, those that have penalties, and items that have firm due dates are issued as 
prepared. 

 The accountant processes cash receipts. Generally cash receipts are not significant. See the cash 
receipts documentation for additional instructions and the use of tamper evident bags. 

 Cash and checks received are locked in the same area of the Business Office as the checks. 
 Monthly closing process is managed by using a checklist of various procedures and journal 

entries.  
 Financial reports are submitted monthly and are reviewed by the Finance committee generally 

at the first meeting of the month. 
 Monthly bank statements are opened, reviewed and reconciled by the Accounting Supervisor.  
 Payroll is processed by the accountant responsible for payroll processing.  
 Principals and department heads review time sheets and approve prior submitting to the 

Business Office for processing. 
 The accountant responsible for payroll processing confirms that employee compensation 

amounts are consistent with the Master Agreements and individual contracts (salaries; hourly 
amounts and hours worked). 

 There is Board of Education approved policy in place for approved investments. 
 Approved investments that are made are reconciled to the General Ledger on a monthly basis. 
 The General Ledger system is supplied by the ISD and is password protected with access limited 

by use of separate user names and passwords. This includes tasking and account access.  
 The ISD has supplied an INTRAnet access using the graphic user interface. Only specific tasks 

may be done using the access, like purchase orders and approvals. 
 Computers and related hardware are catalogued and tracked by the Technology department: 

Destiny Library Manager is used to track these assets.  Non-consumable items are bar coded and 
“checked out” to different types of patrons.  The bar-code has “Title 1” on the label or – if an 
existing bar code on the device is used – a sticker with “Title 1” is applied to the item.   
 

• Patron types 
o Room 
o Student 
o Staff 
o Bus 
o Repair 
o Disposition 

 
A patron report lists where (room, student, staff, bus, out for repair, disposition etc.) each item 
is and lists all of the items that particular patron types has.  Note fields (do not appear on the 
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printed report) for each item are used to indicate details about repair status and/or disposition 
status (recycled, disposition details, etc.).  The notes can be queried online using the bar code 
from the report. 
 
Other funding sources are also tracked by adding the funding source (“SIG”, “31A”, etc.) to the 
cataloged item description.  The patron report is adjusted to include any combination of funding 
sources required. 

 The computer network is protected by a firewall and maintained by the Technology department 
for network security. 

 Physical security of computer network servers by housing them in multiple locked computer 
rooms. 

 Employee criminal background checks have been performed on all existing employees and are 
required for all applicants before they are hired. Volunteers are checked using ICHAT. 

 
FINANCIAL MANAGEMENT SYSTEMS 
 
Fitzgerald Public Schools currently uses Macomb County AS400 software for financial management of 
the district.  The software provides applications that allow for the completion of the accounting and 
payroll processes necessary to remain compliant with all State and Federal laws.   The software also 
conforms to the Michigan Public School Accounting Manual (Bulletin 1022) and the required reporting to 
the State of Michigan such as the Financial Infrastructure Database.  This software is used in consortium 
with the Macomb I.S.D. who provides support to the district.  The security of this system is explained in 
the section labeled INTERNAL FINANCIAL CONTROL AND DATA SECURITY. 
 
BUDGET MONITORING AND ADJUSTMENTS 
 
The Superintendent with the assistance of the Director of Business collects and assembles the necessary 
information to produce budgets that assist the Board of Education in the fiscal management of the 
school district.  The Board of Education works to maintain both short and long range projections based 
on the information they have been provided as well as the information they have also collected. 
 
The district’s operations and educational plan is reflected in the following budgets which are prepared 
and approved by the Board of Education at the function level each year prior to July 1st. 
 

 General Fund (which includes the Athletic Fund) 
 Sinking Funds 
 Debt Retirement Funds 
 Food Service Fund 
 Capital Projects Fund, when necessary 

 
Each budget is designed to carry out the district’s operations in a thorough and efficient manner, 
properly maintain district facilities and honor the continuing obligations of the Board of Education. 
The budgets will include the proposed revenue and expenditures in each financial category.  The budget 
after review and analysis by the Board of Education will be approved with an Appropriations Resolution 
that will be implemented and adhered to. 
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The Superintendent is authorized to proceed with making financial commitments, purchases and other 
expenditures within the limits provided in the budgets, board approved policies and Michigan State law.  
Monthly financial reports that provide the status of the budget and overall financial conditions are 
reviewed by the finance committee and reported to the full Board of Education. 
 
At any time during the fiscal year that it appears that actual revenues are less than estimated or 
expenditures are greater than estimated, the Superintendent shall present to the Board of Education 
recommended amendments to be approved. 
 
CONFLICTS OF INTEREST/PECUNIARY INTERESTS 
 
Fitzgerald Public Schools has an approved policy that the Board of Education shall not knowingly enter 
into a contract with any supplier of goods and/or services under which any Board member, officer, 
employee or agent of the school district has any pecuniary or beneficial interest either direct or indirect, 
unless the person has not solicited the contract or participated in the negotiations leading up to the 
contract.   
 
Board members and school personnel shall not accept any gifts or favors from vendors which might, in 
any way, influence their recommendations on the eventual purchase of equipment, supplies or services. 
 
Purchases made by the district do not show any favoritism toward any vendor.  Each order is placed in 
accordance with the policies of the Board on the basis of quality, price and delivery with past service a 
factor if all other considerations are equal. 
 
ALLOWABLE COSTS PAID FROM GRANT AWARDS 
 
The allowable costs from grant awards are reviewed by the Director of Curriculum, the Director of 
Business and the appropriate program director on an annual basis.  This information is attained from the 
State of Michigan if it is a state grant or a federal grant overseen by the State of Michigan.  Several 
grants are federal (See the Districts Schedule of Federal Awards (SEFA) for more information), but are 
routed through the various states and ISDs.  Fitzgerald Public Schools receives no federal grants directly 
at this time. 
 
Grants that require an application also require a budget to be prepared during the application process.  
Administrators review the allowable costs information prior to preparing the budget.  The grant 
expenditure plan is then devised so that it is compliant with the allowable costs and budgeted 
accordingly.  Throughout the grant period the expenditures are tied to the plan prescribed in the grant’s 
budget.  Any deviations from the original plan are addressed with a budget amendment to the grant 
application in accordance with the State or ISD timetable.  The Final Expenditure Report is filed in a 
timely manner upon completion of the grant and reflects the actual expenditures, which reconcile with 
the grant’s budget and are reported in the SEFA. 
 
SUSPENSION AND DEBARMENT 
 
Any vendor paid with Federal funds must be searched in the System for Award Management 
(www.SAM.gov) 
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GRANT FUNDS REQUESTS 
 
At the end of each month grant funds are requested by the Business Office.  The requests are based on 
the financial information provided by the accounting system following the completion of the previous 
month’s General Ledger.  Cash requests are not made until after the expenditures have occurred in 
accordance with current policy. 
 
FEDERAL TIMEKEEPING 
 
Fitzgerald Public Schools performs the following to meet federal timekeeping requirements.  Please also 
see the detailed procedures for time and effort keeping: 
 

 Any employee whose wage is being funded by a state or federal grant source completes 
a payroll time sheet each payroll period and identifies those components.  This time 
sheet is reviewed and approved by the Director of the program or the Principal. 

 Any employee whose time is split between a federal grant and another funding source 
completes a Personnel Activity Report monthly indicating how much time was spent 
performing the functions funded by each source.   The Director of the program or the 
Principal reviews the form and approves it. 

 Any employee whose time is funded 100% by a federal source completes a Time 
Certification Form twice a year (generally in December and June), which is reviewed and 
approved by the Director of the program or the Principal. 

 Any employee who is charged partially to a federal grant solely because that is all the 
funding available, and the remainder of their pay is from local dollars, and they do the 
same function all day long, regardless of their funding, completes a Blanket Time 
Certification Form twice a year.  This form is reviewed by the Director of the program or 
the Principal and approved. 

 
 
FINANCIAL REPORTING 
 
Each month following the completion of the month end processing, several reports are generated for 
review.  The Board of Education via the finance committee is provided with a report that details the 
financial position of the school district compared to the most recently approved or amended budget.   
 
The Financial Infrastructure Database is compiled and submitted by November 15th of each year.  This 
report contains every account balance of every fund of the district.  It is used by the Center for 
Education Performance to evaluate the District’s financial position. 
 
Several other financial reports are generated and submitted to the State of Michigan such as the 
Financial Expenditure Report for each grant award, as well as the Special Education Cost Report 
(SE4096) and the Transportation Expenditure Report (SE4094). 
 
CASH MANAGEMENT 
 
The Business Office is currently comprised of a Director of Business, an Accounting Supervisor and two 
accountants all of whom are formally trained.  The Director of Business holds a Master degree in 
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Business Administration and a Bachelor degree in Finance.  The Accounting Supervisor and the two 
accountants each hold a Bachelor degree in accounting.  Internal controls are in place to ensure 
separation of duties.  The Finance committee reviews all cash disbursements, certain bank 
reconciliations, and generally meets prior to the semi-monthly Board meetings to discuss the financial 
position of the District. 
 
RETENTION AND ACCESS REQUIREMENTS FOR RECORDS 
 
Records are retained in accordance with the Records Retention and Disposal Schedule for Michigan 
Public Schools as revised on December 7, 2010.  All Freedom of Information Act requests are acted upon 
through the Superintendent’s office as soon as possible and within appropriate timelines. 
 
TRAINING FOR FINANCIAL PROCEDURES 
 
All new employees are given proper training for financial procedures by existing, experienced staff 
members.  The length of training is commensurate with the amount of prior experience of the new 
employee.  Employees receive additional training as needed. 
 
CONSEQUENCES OF COMPLIANCE FAILURES 
 
All employees are instructed to follow the procedures that have been put in place to monitor all 
financial and accounting activities in the district.  Any employee who does not follow the procedures as 
instructed is disciplined in a progressive manner up to and including termination.   


