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Internal controls are vital to the financial success of the Calhoun County Board of 
Education.  An effective internal control process is necessary to achieve our mission to 
provide the best education for the children of Calhoun County while ensuring 
compliance with various state and federal laws and regulations, such as: 

• Policies set by the Calhoun County Board of Education 
• Generally Accepted Accounting Principles (GAAP) 
• Governmental Accounting Standards Board (GASB) standards 
• U. S. Office of Management & Budget (OBM) Circulars governing federal 

grants 
• Financial Management for Local Units of Administration (Blue Book) 

issued by the GA Department of Education 
• Various state laws 
• Guidance provided by the GA Department of Audits and Accounts 

The following procedures provide a framework for the Calhoun County Board of 
Education’s internal control over financial operations.  All employees of the Calhoun 
County School District should be familiar with and follow processes set forth in the 
internal control framework.  Exceptions, while unavoidable, should be kept to a 
minimum and require approval of the Superintendent and/or Finance Director. 

Receipts 

All funds received should be documented by a receipt.  The receipt should indicate 
the date of receipt, source of funds, amount received, and any other pertinent 
information.  Funds should be deposited in a timely manner.  If it is not possible to 
deposit funds the same day of receipts, funds should be kept in a secured location 
until deposit can be made. 

Separation of duties should be maintained between the receiving of funds, 
depositing of funds and receipting of funds into PCGenesis or Proscenium general 
ledgers.    

  



Calhoun County Board of Education 
 
Financial Accounting Procedures 
______________________________________________________________________ 
    
 

Page 2 of 6 

Purchasing 

 General Comments 

Adherence to the outlined procedures ensures that expenditures are incurred only 
for those items that have been budgeted, approved, received and necessary to the 
operations of the School District. 

Checks are processed twice monthly, on the 15th and last day of the month.  To 
allow adequate time for the verification of check requests and voucher packages and 
processing within PCGenesis, check requests should be made as soon as possible 
after the purchase is approved, completed and invoiced or can be reasonably 
estimated (such as for hotel expenses).  Check requests should be made no later 
than 5 business days prior to the 15th and last day of the month. 

In the instance of requests for checks prior to travel, please provide documentation 
of the hotel confirmation along with the check request as soon as possible after the 
reservation is made to ensure that a check is available when needed.   

Because the issuance of manual checks interrupts the standard payable process 
and therefore increases the risks of errors, the writing of manual checks is strongly 
discouraged and closely monitored. 

Calhoun County Board of Education purchases are exempt from sales tax therefore 
sales taxes are not an allowable cost.  Sales tax exemption forms should be used to 
avoid incurring these costs.  Forms can be obtained from the Central Office. 

Supplies   

In general, all purchases should be supported by a purchase order that has been 
approved by the Superintendent and/or Program Director.  APPROVAL SHOULD 
BE OBTAINED AND DOCUMENTED BEFORE A PURCHASE IS INITIATED.  
Exceptions to this process require approval of the Superintendent, Program Director 
or Finance Director. 

To make a purchase, the employee initiating a purchase should: 

1. Contact the Program Director or Principal who oversees the budget to 
which the purchase will be charged.  A preliminary discussion should be 
held to determine the availability of funding and the allowability of the 
purchase.   
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2. Contact the Accounts Payable Department, provide the vendor name and 
estimated cost for the accounting records and obtain a purchase order 
number.   
 

3. Complete the purchase order, providing all required information, including 
the purchase order number previously obtained.  The PO should state 
quantity, item number, cost, etc.  The PO should also indicate the source 
of funds to be used to pay for the purchase.  In general, Program Directors 
and Principals can provide the funding account information.  If not, contact 
the Finance Director for guidance. 

 
4. Submit the Purchase Order for review and approval documented by 

signature of the Program Director and/or Superintendent.  After approval 
is documented, proceed with purchase. 
 

5. Once the purchase is completed and items have been received, the 
employee receiving the purchase should sign and date the invoice and/or 
packing slip, indicating that the items invoiced have been received and the 
invoice is valid for payment.   
 

6. All documentation supporting the PO (invoice, packing slip, etc.) should 
be attached to the PO and forwarded to the Accounts Payable 
Department for payment. 

Travel  

Travel costs are reimbursement in accordance with State of Georgia travel 
guidelines.  Travel should be approved by the Supervisor responsible for funding the 
travel costs (Program Director, if grant funded, or Superintendent, if locally funded) 
Approval should be obtained prior to incurring the expense.   

Travel reimbursement requests should be documented with original hotel receipts 
and conference agendas, if applicable.  Reimbursements require approval by the 
Superintendent prior to payment. 

Professional Development 

Participation in professional development opportunities requiring Board of Education 
funding or leave from professional duties should be approved by the Curriculum 
Director and the Supervisor responsible for funding the costs (Program Director, if 
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grant funded, or Superintendent, if locally funded).  Approval should be obtained 
prior to incurring the expense.   

School Food Service Purchases 

All School Food Service purchases, including food purchases, require approval prior 
to purchase.  School Food Service Managers initiating the purchase should: 

1. Contact the School Food Service Director, provide explanation of the 
purchase requested and obtain approval before placing the order.  
 

2. Once the purchase is completed and items have been received, the 
employee receiving the purchase should sign and date the invoice and/or 
packing slip, indicating that the items invoiced have been received and the 
invoice is valid for payment.   
 

3. All documentation supporting the purchase (invoice, packing slip, etc.) 
should be attached together and forwarded to the Accounts Payable 
Department for payment. 

Employee Compensation 

 Employee compensation is based on the state salary scale and salary schedules 
adopted and approved by the Board of Education.  Amounts are calculated using 
various factors such as certificate level, years of experience, etc.  Local 
Supplements and other exceptions to the standard salary scales are approved by 
the Superintendent and/or the Board.  Timesheets and/or teacher schedules are 
required to document employee compensation and should show evidence of review 
and approval by a Supervisor. 

 Leave of absence for any reason should be documented in accordance with the 
Calhoun County Board of Education Employee Handbook.  Leave forms should be 
completed in their entirety and should include Supervisor approval.  Leave 
documentation should be forwarded to the Personnel and Payroll Department at the 
Central Office as soon as possible.  

Leave records are required to be maintained and are audited annually.  Additionally, 
because employee absence often results in payment to a substitute teacher, it is 
imperative that leave documentation be complete and submitted timely.  
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Federal and State Grants 

Budgets are approved by the federal grantor and input into PCGenesis.  Periodically, 
the Program Directors review actual expenditures for allowability and accuracy.  
Actual expenditures are also compared to the approved budget to ensure that 
budgeted amounts are not exceeded.  NOTE:  Expenditures incurred that are not in 
accordance with an approved state or federal grant budget or exceed the approved 
budget ARE NOT reimbursed by the grantor and therefore require the use of local 
funds. 

Bank Reconciliation 

 Bank reconciliations are performed for all accounts on a monthly basis.  Review and 
approval is performed by someone other than the bank reconciliation preparer. 

Risk Assessment 

 A risk assessment is performed annually to identify and assess financial risks.  The 
assessment includes an in-depth review of the internal control processes in place.  
The risk assessment documents who performs what duties, addresses segregation 
of duties and other processes in place to ensure that the accounting records are 
properly maintained and assets of the School District are protected against fraud 
and abuse.  

Oversight by the Board of Education 

 The financial statements of the General Fund (including a comparison to budgeted 
amounts), vendor payments and selected additional reports are presented at the 
regular monthly meeting of the Board.  The statements are reviewed and approved, 
with questions being addressed as needed. 

School activity account summaries, selected monthly detail ledgers, and monthly 
bank reconciliations are presented at the regular monthly meeting of the Board.  
These are reviewed and approved, with questions being addressed as needed. 

The results of the annual audit are presented to the Board upon release of the report 
by the GA Department of Audits and Accounts.  Deficiencies are addressed as 
necessary. 
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Independent Review 

 An independent financial audit is required annually.  The Finance Director prepares 
and submits financial statements to the GA Department of Audits and Accounts for 
audit.  The scope of the audit covers all financial activity of the Calhoun County 
School District, including school activity accounts.  Because of the significant 
amount of federal grant funds received, the School District also undergoes a “Single 
Audit” which focuses in depth on the operations of various federal grants.  The 
Single Audit is performed in conjunction with the financial audit.   

The annual audit report includes the School District’s financial statements and other 
supplemental information required by GASB and GAO.  Any findings that are 
significant to the financial operations of the School District, including issues identified 
with federal grant programs during the Single Audit, are reported in the annual audit 
report, along with the School District’s response and corrective action plan.   

 

  


