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Surety Bonds 
Encumbrance Clerk and Treasurer 

 

This must be executed BEFORE any duties are performed! 
 

“Blanket” or position bonds must list the amount for the 
 specific position. 
 

A financial officer must have a surety bond of not less than 
 $100,000.00 



Surety Bonds 
 

Encumbrance Clerk – 
  

 Not less than $1,000.00 
 

 Function 2511, Object 525 



Surety Bonds 
 

Treasurer – 
 

 Estimated amount on hand at any one time during year 
 

 Not greater than required by county treasurer of   
  resident county 
 

 Function 2313, Object 525 



Surety Bonds 
Minutes Clerk – 
 Not less than $1,000.00  
 Function 2312, Object 525 
 
County Treasurer – 
 Does not require an additional bond 



Treasurers 
All districts require a treasurer.  
 

Employed –  
 Function 2313, Object 100 & 200 Series  
 

Contracted (Independent Contractor) –  
 Function 2313, Object 310  

 
County Treasurer – Function 2313, Object 310 
 



Employee vs. Independent Contractor 
 
Regardless of the term or title you give an individual, the 
Internal Revenue Service (IRS states it is the relationship 
that will determine how they are classified.  If there is an 
employer-employee relationship, then it is an employee. 
 



Employee vs. Independent Contractor 
 
The specific rules and requirements can be found in the 
following IRS Publications: 
 Publication 15, Circular E:  Employer’s Tax Guide 
 Publication 15-A, Employer’s Supplemental Tax Guide  



Employee vs. Independent Contractor 
 Yes or No 

 

Does the contractor provide their own liability insurance?   
 No = Employee 
 
Does the contractor provide their own workers’ 
compensation?   
 No = Employee 



Employee vs. Independent Contractor 
 Yes or No 

 

Does the contractor have a separate tax identification 
number?  
 No = Employee 
 
Does the contractor provide a W-9 with tax information?  
 No = Employee 



Employee vs. Independent Contractor 
 Yes or No 

 

Does the contractor have control over the job? 
 No = Employee 
 

Does the district already pay wages to the contractor? 
 Yes and all the above questions are No = Employee 
 Yes and all the above questions are Yes = Contractor 
 



Employee vs. Independent Contractor 
 Yes or No 

 
The individual may own their own business “on the side” 
and be self- employed.  Further, the services being 
provided must be apart and different from their contract 
with the district.  Example:  teaching vs. lawn service 
 



Treasurers 
Must be a resident of the state. 
 

Cannot be employed as the encumbrance clerk of the 
 same school district. 
 

Cannot serve as a school board member of the same 
 school district. 
 

Can contract with more than one school district. 



Treasurers shall … 
 

Ensure that warrants shall show warrant number, fiscal 
year and fund against which the warrant is being drawn. 
 
Code all receipts using OCAS 



Treasurers shall … 
Keep the following computerized records based on the 
following format: 
 General Ledger Receipt Register 
 Cash Ledger Check Register 
 Investment Ledger Bond Register 
 Warrant Ledger  Deposit Books 
 Other records as may be deemed advisable or useful 



Treasurers shall … 
 

Maintain adequate files of: 
 

 Paid and Voided Warrants 
 

 Paid and Canceled Bonds and Coupons 
 

 Bank and fiscal agency statements 
  



Treasurers shall … 
Maintain adequate files of: 
 

 Directives from the County Clerk or County Excise Board  
  affecting the district’s appropriation balances 
 

 SBE allocations of State and Federal Aid 
 

 Board resolutions, letters, memos, or other supporting  
  data pertinent to the district or treasurer 



Temporary Appropriations 
 

Completed before July 1 
 

Must be approved by the county excise board. 
  

Anticipated General Fund and Building Fund revenue 
 

Basic operating budget until Estimate of Needs is approved 
  



Estimate of Needs (EON) 



Estimate of Needs (EON) 
 

Sent to SDE on or before October 1 – Excise Board approval 
not required 
 

 Financial Statements of the previous fiscal year 
 

 Appropriations for the current fiscal year  
 

 District Valuations 
 
 



Supplemental Appropriations 
 

Revenue not included in the original appropriation (EON) 
 S.A.&I. 307 – State Aid and/or Federal Money 
 S.A.&I. 308 – Cash Funds 
 S.A.&I. 150 – Local Money 
 

Should have approval before expended. 
 

May be filed until September 30 



How Many Bank Accounts ??? 
May establish separate accounts for revenue received for… 
 Live work 
 Resale items 
 Student financial aid 
 Tuitions 
 Other fees 
 Petty Cash   



Encumbrance Clerks … 
 

Must be a district employee. 
 

Cannot be employed as superintendent, principal, treasurer 
 or assistant treasurer, instructor, or teacher. 
 

Cannot be a board member 
 

May serve as minutes clerk 
 



Encumbrance Clerks 
Maintain Appropriation and Encumbrance Ledger 
 

Determine that encumbrances do not exceed appropriations 
 and are for purpose of appropriation charged 
 

May complete purchase orders 
 

Transmit warrants to vendor(s) 
 



Encumbrance Clerks should … 
 

Keep a supply of approved purchase order blanks and 
 warrant blanks 
 

Keep a copy of the district’s Temporary Appropriations 
 

Keep a copy of the district’s Estimate of Needs 
 

Keep a copy of the district’s Supplemental Appropriations 



Encumbrance Clerks should … 
Keep the following original documents for all purchases: 
 

 Purchase Request or Requisition 
 Purchase Order 
 Invoice 
 Billing Statement 
 Payment Information 
  



Audit Findings 
 

Invoice dated before the purchase order 
 

Invoice not signed confirming receipt of goods or services 
 

Backup documentation is missing 
 

Purchase order missing 
  



Audit Findings 
 

Purchase order not signed 
 

Purchase order not approved 
 

Paid from a statement rather than an invoice 
 

Math inaccurate 
  



Training Requirements 
 

New to position – 
 

Within nine (9) months of first day of employment every 
encumbrance clerk or treasurer shall complete at least 
twelve (12) hours of approved instruction that meets all of 
the requirements 
 



Training Requirements 
 

Continuing Education – 
 

Complete twelve (12) hours of approved continuing 
education instruction every three (3) years from the date of 
initial employment in the position. 
 



Training Requirements 
 

Subject requirements are as follows: 
 

 School Finance Laws of the State 
 Accounting 
 Ethics 
 Duties and responsibilities of the position 
 

 



Training Requirements 
 

Any course of instruction or workshop must be approved by 
 the State  Department of Education. 
 
Certificates of completion must be kept on file at the school 
 district. 
 



Child Nutrition 
 

Deposited in an appropriated fund – 
 General Fund (11) or Child Nutrition Fund (22) 
 
Cannot be a separate bank account – 
 Exception:  local collections in School Activity Fund (60) 
 



Child Nutrition Loan Agreement 
 

Between Child Nutrition Fund (22) and the General 
 Fund (11) 
 

Approved by local board 
 

Completed by July 1 or prior to funds being expended 
 

Repaid on or before June 30. 



Reference Publications 
OCAS Manual  
 Policies and Procedures 
 
CODED – Coding Obstacles Districts Encounter Daily 
 
Technical Assistance Document 
 



End of Year Reports 
1. District Review Sheet 
2. District Check Report 
3. District Expenditure Report 
4. District Revenue Report 
5. Superintendent SPR Comparison Report 
6. District Maintenance of Effort Special Ed 
7. Administrative Cost Details 
8. OCAS Compared to State Aid Allocations 
 



End of Year Reports 
1 

3 

4 

2 

5 

6 

7 

8 



Who Is Responsible ??? 

A. 

B. 

C. 

D. 



Possible Answers ??? 
Has the Revenue been uploaded? 
 

Have all Funds been uploaded? 
 

Is there a function 5600 for every source 5600? 
  

Every time a fund transfer, Function 5200, has been coded 
in the Expenditure, there a return of asset, Sources 5120-
5190, coded in the Revenue? 
 



Possible Answers ??? 
Returned cash or change is coded as a return of asset, not 
new revenue. 
 

Does every fund transfer and return of asset involving Child 
Nutrition have Program 700 attached? 
 

Did the district cross fiscal years? 
  



What do you mean ??? 
The district is told that the amount listed in the district’s 
revenue for County Four-Mill, Source 2100, does not match 
what the county has reported to the SDE. 
 
The district should compare the report on the State Aid 
page to the Revenue Report. 



Where do I look ??? 



Where do I look ??? 



Where do I look ??? 



What do you mean ??? 
The district is told that the amount they have expended in 
Title I, Project 511, does not equal the amount the Title I 
Program has reimbursed the district? 
 
The district should compare the Project 511 Expenditures 
to the Project 511 Revenue, Source 4210 



What do you mean ??? 
The district is told that the Beginning Fund Balance for FY 2015 
does not match the Ending Fund Balance for FY 2014 for the 
General Fund (11). 
 
The district should compare Source 6110 on the Revenue Report 
to the “Total Balance” column on the FY 2014 District Check 
Report and the “Cash Fund Balance June 30, 2014” line on Page 
6, Exhibit A, Schedule 1, in the Financial Statements section of 
the 2014-2015 Estimate of Needs. 



Where do I look ??? 



Where do I look ??? 
Revenue Report 



Where do I look ??? 
2014 District Check Report 



Where do I look ??? 
2014 – 2015 Estimate of Needs 



What do you mean ??? 
The district is told that Special Education Maintenance of Effort 
has not been met.  The total state and local expenditures for 
Special Education has decreased $28,821.24 and the amount of 
state and local dollars spent per student has decreased $180.00. 
 

The district can run comparison reports using the calculation for 
Special Ed Maintenance of Effort listed on Page 53 of the 
Policies and Procedures Section of the OCAS Manual. 



Where do I look ??? 



Where do I look ??? 



Financial Accounting/OCAS/Auditing 
405-521-2517 

Nancy Hughes, Executive Director 
Katherine Black, Audit Coordinator 
Kelly Freeman, Financial Specialist 

Pam Honeysuckle, Financial Specialist 
Iona Martin, Financial Specialist 

Amy Morgan, Administrative Assistant 
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