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SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Policy 6710

PURCHASING AUTHORITY

The Board of Education designates the Deputy Superintendent, Ann Vaccaro-Teich, for the
school district. The Board shall formally designate the individual named as purchasing agent at the
Annual Organizational Meeting, which will be recorded in the minutes of that meeting. If the
individual so names becomes unable to fulfill the duties during the course of the year, the Board will
designate another purchasing agent at the next board meeting. The Purchasing Agent will be
responsible for administering all purchasing activities and ensuring the quality and quantity of
purchases made by the district.

All purchases shall be made through the Purchasing Agent.

The Purchasing Agent is authorized to issue purchase orders without prior approval of the
Board when formal bidding procedures are not required by law and budget appropriations are
adequate to cover such obligations.
The Purchasing Agent shall be responsible for preparing all bid specifications and a statement of
general bidding conditions to be included in every notice or invitation to bid. If there are questions

concerning specifications, the Purchasing Agent will consult with the requisitioner to clarify the
matter so as to ensure that the appropriate goods or services are obtained.

Ref:  Education Law §1709(20-a)

Adopted: November 4, 2010



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Policy 6740

PURCHASING PROCEDURES

Only through the use of efficient purchasing procedures can the school district ensure that
needed goods and services are acquired in the most economical manner. The Board of Education
directs the Superintendent of Schools and the Purchasing Agent to develop administrative regulations
on how purchasing is to be done in the district.

All purchasing is to be done by the Purchasing Agent on an official pre-pressed, pre-numbered
purchase order. Checks are always to be voided manually and retained for audit.

The Purchasing Agent is authorized to issue purchase orders without prior approval of the

Board when formal bidding procedures are not required by law and budget appropriations are
adequate to cover such obligations.

Cross-ref: 6700, Purchasing
6720, Bidding Requirements

Ref:  Office of the State Comptroller-Financial Management Guide

Adopted: November 4, 2010



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Policy 6740
Regulation

PURCHASING PROCEDURES

The purchasing of material, equipment, or supplies shall be governed by the following list of

functions.

Function

Requisition

Specifications

Bids or Quotations

Contract or Purchase

Follow-Up

Receipt of Goods

Invoice

Invoice Approved

Policy adopted: November 4, 2010

Performed by

Initiated by user
Sent to proper official for approval
Copy retained by school

Prepared in detail by Purchasing Department after consultation
with requisitioner and made available to prospective contractors
or vendors.

Checked and tabulated by Purchasing Department and after
review with the requisitioner recommendations made to Board of
Education on formal bids.

Contracts signed by designated board officials; orders signed by
Purchasing Agent Order.

By Purchasing Department

Person other than requisitioner signs receiving copy of Purchase
Order and forwards same to Purchasing Department indicating
the quantity and quality of materials or services which have been
received and are satisfactory.

Checked for price and quantity by Purchasing Department.

By officer giving rise to the claim and auditor after receipt of
goods is acknowledged by requisitioner



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

PURCHASING PROCEDURES

It is imperative that we utilize State and local bids when formal bidding
procedures are not required by law. Whenever possible, purchases should be
processed utilizing bids awarded through Educational Data, New York State,
Rockland County, or BOCES. In addition, New York State permits “piggy-
backing” on contracts let by other states, local governments, school districts, and
national cooperatives. Purchasing through these bids will assure that we are
getting the best possible prices and quality available to us as well as conforming
to state purchasing regulations.

Please utilize the following websites to aid in the requisition/purchasing process.
NYS - www.ogs.state.ny.us/purchase/spg/lists/commodty.asp

Rockland County - www.co.rockland.ny.us/departments/purch/patable.htm

Educational Data — www.ed-data.com (print out the information required and
enter it into FM)

BOCES — www.swboces.org

Please make sure that you include all bid and contract numbers on your
requisitions to avoid disapproval by the business office. If the item that needs to
be purchased is a specialty item, that is only available through a vendor that is
not approved by any of the resources available to us, please contact the
purchasing supervisor for further instructions.

*See attached exhibit for purchasing limits


http://www.ogs.state.ny.us/purchase/spg/lists/commodty.asp
http://www.co.rockland.ny.us/departments/purch/patable.htm
http://www.ed-data.com/
http://www.swboces.org/

GENERAL GUIDELINES

Staff may never purchase items, contract services or encumber district
monies for school programs without receiving prior approval on an
authorized purchase order, signed by the district-purchasing agent.
Failure to do so will leave the staff person, not the district, personally liable
for such encumbrances. The Administrator will be notified of unauthorized
purchase as well as the Vendor.

ONLY THE PURCHASING AGENT MAY ENTER INTO OR SIGN A
CONTRACT TO PURCHASE SERVICES OR GOODS IN
ACCORDANCE WITH BOARD POLICIES. ALL PURCHASES MUST
FOLLOW THE DISTRICT'S PURCHASING POLICY LIMITS AS
DESCRIBED EARLIER.

Purchase orders may NOT be placed with vendors except through the
Business Office. THIS MEANS NO ORDERS BY PHONE OR FAX.

No purchase orders will be issued for under $20.00. Please use petty
cash for these occurrences.

Each Building is RESPONSIBLE to keep track of charges against any
given purchase order. If a purchase order needs to be increased, please
complete a Change of Purchase Order Form and await approval. Only the
Purchasing Agent is permitted to Authorize a change to a purchase
order. (see tab # 14)

New vendors will only be added after justification is made that a current
vendor does not supply the materials. If a purchase is desired from a
vendor not in the district’s vendor listing then it is incumbent upon the
purchaser to make sure the vendor will accept the district’'s purchase
order. (see tab # 12)

All requisitions must allow a two-week time period for review and
issuance of a Purchase Order.

We encourage all requisitions for the upcoming fiscal year to be submitted after

the approved budget vote at the end of May. We also request that all requisitions

for the current fiscal year be submitted by October 31st.

OCTOBER 31st is the deadline for June 30" year-end budgets (General
Fund, SEDCAR , Title Grants, School Lunch and Capital Fund).

NO purchase orders will be accepted after this date, except for
conferences/travel expenses (If the 31st is on a weekend or holiday, the
deadline will be the Friday before the 31st).

All purchases for spring must be completed at this time.

January 1°* is the deadline for all August 31 year-end grants.

NO purchase orders will be accepted after this date (except for
conferences/travel expenses).




Policy 6700 PURCHASING

The Board of Education views purchasing as serving the educational program by providing
necessary supplies, equipment and related services. Purchasing will be centralized in the
business office under the general supervision of the Purchasing Agent designated by the Board.

It is the goal of the Board to purchase competitively, without prejudice or favoritism, and to seek
the maximum educational value for every dollar expended. Competitive bids or quotations shall
be solicited in connection with purchases pursuant to law. The General Municipal Law requires
that purchase contracts for materials, equipment and supplies involving an estimated annual
expenditure exceeding $20,000 and public work contracts involving an expenditure of more than
$35,000 will be awarded only after responsible bids have been received in response to a public
advertisement soliciting formal bids. Purchases of the same commodity cannot be artificially
divided for the purpose of avoiding the threshold. Similar procurements to be made in a fiscal
year will be grouped together for the purpose of determining whether a particular item must be
bid.

The district's purchasing activity will strive to meet the following objectives:

1. to effectively supply all administrative units in the school system with needed materials,
supplies, and contracted services;

2. to obtain materials, supplies and contracted services at the lowest prices possible consistent
with the quality and standards needed as determined by the Purchasing Agent in conformance
with state law and regulation and in cooperation with the requisitioning authority. The
educational and physical welfare of the students is the foremost consideration in making any
purchase;

3. to ensure that all purchases fall within the framework of budgetary limitations and that they
are consistent with the educational goals and programs of the district;

4. to maintain an appropriate and comprehensive accounting and reporting system to record
and document all purchasing transactions; and

5. to ensure, through the use of proper internal controls, that loss and/or diversion of district
property is prevented.

Opportunities shall be provided to all responsible suppliers to do business with the school
district. Suppliers whose place of business is situated within the district may be given
preferential consideration only when bids or quotations on an item or service are identical as to
price, quality and other factors. Purchases will be made through available cooperative BOCES
bids, state contracts of the Office of General Services or county contracts whenever such
purchases are in the best interests of the district. In addition, the district will make purchases
from correctional institutions and severely disabled persons through charitable or non-profit-
making agencies, as provided by law.

In accordance with law, the district shall give a preference in the purchase of instructional
materials to vendors who agree to provide materials in alternative formats. The term “alternative
format” shall mean any medium or format for the presentation of instructional materials, other
than a traditional print textbook, that is needed as an accommodation for a disabled student
enrolled in the district (or program of a BOCES), including but not limited to Braille, large print,
open and closed captioned, audio, or an electronic file in a format compatible with alternative
format conversion software that is appropriate to meet the needs of the individual student.



The Board is also aware of the need to reduce exposure of students and staff to potentially
harmful chemicals and substances used in cleaning and maintenance. In accordance with law,
regulation and guidelines set forth by the Office of General Services (OGS), the district will
purchase and utilize environmentally sensitive cleaning and maintenance products in its facilities
whenever feasible. Cleansers purchased must, first and foremost, be effective so that the district
may continue to purchase non-green products as necessary. Environmentally sensitive cleaning
and maintenance products will be procured in accordance with standard purchasing procedures
as outlined in this policy and regulation.

In order to ensure that the district avails itself of advantageous purchasing opportunities, the
Board authorizes the Purchasing Agent to represent the district in applying for federal programs
designed to discount prices for goods and services. Specifically, the Purchasing Agent will abide
by the rules and regulations associated with applying for telecommunications service discounts
through the Universal Service Fund (E-Rate), in addition to complying with the local purchasing
policies set forth by the Board. As with all purchasing activity, appropriate documentation of the
application and purchase through any federal program will be maintained by the business office.

Competitive Bidding

Purchase contracts and public works contracts subject to competitive bidding will be awarded to
the lowest responsible bidder, however, the Board authorizes that purchase contracts may be
awarded on the basis of best value, as defined in State Finance Law §163.

In addition, the Board authorizes the receipt of sealed bids for purchase contracts in electronic
format, pursuant to the provisions of General Municipal Law 8§103(1) which addresses proper
documentation, authentication, security, and confidentiality of electronic bids.

The district shall comply with the requirements of General Municipal Law §103-g, which
prohibits, with few exceptions, competitive bidding contracts with entities that invest
significantly in the Iranian energy sector, as outlined in the accompanying regulation.

Competitive bidding, even if the dollar value of the purchase meets the threshold established
above, is not required in the following circumstances:

1. emergencies where time is a crucial factor;
2. procurements for which there is no possibility of competition (sole source items);

3. professional services that require special skill or training (see policy 6741 for guidance on
purchasing professional services); or

Purchasing when Competitive Bidding Not Required

Goods and services which are not required by law to be procured by the district through
competitive bidding will be procured in a manner so as to ensure the prudent and economical use
of public monies, in the best interests of the taxpayers, to facilitate the acquisition of goods and
services of maximum quality at the lowest possible cost under the circumstances, and to guard
against favoritism, improvidence, extravagance, fraud and corruption.

Alternative proposals or quotations will be secured by requests for proposals, written or verbal
quotations or any other appropriate method of procurement, except as permitted by state law for
procurements:

1. under a county contract;


http://policy.microscribepub.com/cgi-bin/my_redirect.dll/nylaw?type=LAWS&data=STF163
http://policy.microscribepub.com/cgi-bin/my_redirect.dll/nylaw?type=LAWS&data=GMU103
http://policy.microscribepub.com/cgi-bin/my_redirect.dll/nylaw?type=LAWS&data=GMU103-G
http://policy.microscribepub.com/cgi-bin/om_isapi.dll?clientID=213768201&infobase=south_orangetown.nfo&jump=6741&softpage=PL_frame#JUMPDEST_6741

2. under a state contract;
3. under a federal contract;
4. under a contract of another political subdivision;

5. of articles manufactured in state correctional institutions; or from agencies for the blind and
severely disabled.

The district will provide justification and documentation of any contract awarded to an offeror
other than the lowest responsible dollar offeror, setting forth the reasons why such award is in
the best interests of the district and otherwise furthers the purposes of section 104-b of the
General Municipal Law.

General Purchasing Provisions

The Superintendent of Schools, with the assistance of the Purchasing Agent, shall be responsible
for the establishment and implementation of the procedures and standard forms for use in all
purchasing and related activities in the district. Such procedures shall comply with all applicable
laws and regulations of the state and the Commissioner of Education.

No Board member, officer or employee of the school district shall have an interest in any
contract entered into by the Board or the district, as provided in Article 18 of the General
Municipal Law.

Comments will be solicited from those administrators involved in the procurement process
before enactment of the district’s policies regarding purchasing and from time to time thereafter.
The policies must then be adopted by Board resolution. All district policies regarding the
procurement processes will be reviewed by the Board at least annually.

The unintentional failure to fully comply with the provisions of section 104-b of the General
Municipal Law or the district’s policies regarding procurement will not be grounds to void
action taken nor give rise to a cause of action against the district or any officer or employee of
the district.

Cross-ref:

6710, Purchasing Authority

6741, Contracting for Professional Services
Ref:

Comprehensive Iran Sanctions, Accountability, and Divestment Act of 2010 (Public Law
111-195)

Education Law §8305(14); 409-i; 1604(29-a); 1709(4-a)(9)(14)(22); 2503(7-a); 2554(7-a)
General Municipal Law 88102; 103; 103-g; 104; 104-b; 109-a; 800 et seq.

State Finance Law 8897-9(3), (4), (5); 163; 163-b; 165-a

County Law 8408-a(2)

Adopted: November 4, 2010
Revised & Readopted: November 15, 2012
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SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

POLICY 6700
REGULATION

PURCHASING

The following sets forth the procedures for the procurement of goods and services by the district:

Definitions
Best value: optimizing quality, cost and efficiency. The basis for best value shall reflect,
whenever possible, objective and quantifiable analysis, and may also take into consideration
small businesses or certified minority- or women-owned businesses as defined in State Finance
Law 8163.

Purchase Contract: a contract involving the acquisition of commodities, materials, supplies or
equipment

Public Work Contract: a contract involving services, labor or construction

General Municipal Law

The General Municipal Law requires that purchase contracts for materials, equipment,
contracted services and supplies involving an estimated annual expenditure exceeding $20,000
and public work contracts involving an expenditure of more than $35,000 will be awarded only
after responsible bids have been received in response to a public advertisement soliciting
formal bids. Similar procurements to be made in a fiscal year will be grouped together for the
purpose of determining whether a particular item must be bid.

All purchases are encouraged to be from school, county cooperative or state bids regardless of
purchase price.

Competitive Bidding Required

A. Method of Determining Whether Procurement is Subject to Competitive Bidding

1.  The district will first determine if the proposed procurement is a purchase contract or
a contract for public work.

2. If the procurement is either a purchase contract or a contract for public work, the
district will then determine whether the amount of the procurement is above the
applicable monetary threshold as set forth above.

3.  The district will also determine whether any exceptions to the competitive bidding
requirements (as set forth below) exist.

4.  All advertised bids shall include the following statement required by General
Municipal Law 103-g: “By submission of this bid, each bidder and each person
signing on behalf of any bidder certifies, and in the case of a joint bid each party
thereto certifies as to its own organization, under penalty of perjury, that to the best of
its knowledge and belief that each bidder is not on the list created pursuant to
paragraph (b) of subdivision 3 of section 165-a of the state finance law.”



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

POLICY 6700
REGULATION

PURCHASING
B. Contract Combining Professional Services and Purchase

In the event that a contract combines the provision of professional services and a
purchase, the district, in determining the appropriate monetary threshold criteria to apply to
the contract, will determine whether the professional service or the purchase is the
predominant part of the transaction.

C. Opening and Recording Bids; Awarding Contracts

The Purchasing Agent will be authorized to open and record bids. Contracts will be
awarded to the lowest responsible bidder or a purchase contract bid of best value (as
recommended by the Purchasing

Agent), who has furnished the required security after responding to an advertisement for
sealed bids.

In order to be considered a responsible bidder, entities must certify that they are not on the
list created and maintained by the State Office of General Services cataloging significant
investment in the Iranian energy sector. Such statement may be submitted electronically
pursuant to General Municipal Law §103(1).

Entities that cannot make this certification may only be awarded the bid if:

1. The entity's investment activities in Iran were made before April 12, 2012; the
investment activities in Iran have not been expanded or renewed after that date; and
the entity has adopted, publicized, and is implementing a formal plan to cease the
investment activities in Iran and to refrain from engaging in any new investments in
Iran; or

2. The district makes a determination, in writing, that the goods or services are necessary
for the district to perform its functions and that, absent such an exemption, the district
would be unable to obtain the goods or services for which the contract is offered.

D. Documentation of Competitive Bids

The district will maintain proper written documentation which will set forth the method in
which it determined whether the procurement is a purchase or a public work contract

E. Purchase of Instructional Materials

In accordance with Education Law the district shall give a preference in the purchase of
instructional materials to vendors who agree to provide materials in alternative formats (i.e.,
any medium or format for the presentation of instructional materials, other than a traditional
print textbook, that is needed as a accommodation for a disabled student enrolled in the
district, including but not limited to Braille, large print, open and closed captioned, audio or
an electronic file in an approved format.)



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

POLICY 6700
REGULATION

PURCHASING

The district will establish and follow a plan to ensure that every student with a disability who
needs his or her instructional materials in an alternative format will receive those materials
at the same time that they are available to non-disabled students.

Leases of Personal Property

In addition to the above-mentioned competitive bidding requirements, section 1725 of the
Education Law requires that the district will be subject to competitive bidding requirements
for purchase contracts when it enters into a lease of personal property.

Documentation: The district will maintain written documentation such as quotes, cost-
benefit analysis of leasing versus purchasing, etc.

Environmentally-Sensitive Cleaning and Maintenance Products

The district will purchase and utilize environmentally sensitive cleaning and maintenance
products whenever feasible. The purchasing agent will consult with the Green Guidelines
provided by the Office of General Services.

Any legal issues regarding the applicability of competitive bidding requirements will be
presented to the school attorney for review.

Exceptions to Competitive Bidding Requirements

The district will not be subject to competitive bidding requirements when the Board of
Education, in its discretion, determines that one of the following situations exists:

1. emergency situations where:

a. the situation arises out of an accident or unforeseen occurrence or condition;

b. a district building, property, or the life, health, or safety of an individual on district
property is affected; or

c. the situation requires immediate action which cannot await competitive bidding.

However, when the Board passes a resolution that an emergency situation exists, the district
will make purchases at the lowest possible costs, seeking competition by informal solicitation
of quotes or otherwise, to the extent practicable under the circumstances.

Documentation: The district will maintain records of verbal (or written) quotes, as
appropriate;

2. when the district purchases surplus or second-hand supplies, materials or equipment
from the federal or state governments or from any other political subdivision or public
benefit corporation within the state.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

POLICY 6700
REGULATION

PURCHASING

Documentation: The district will maintain market price comparisons (verbal or written
guotes) and the name of the government entity;

3. when the Board separately purchases eggs, livestock, fish and dairy products (other
than milk), juice, grains and species of fresh fruits and vegetables directly from
producers or growers. The amount expended in any fiscal year by the district may not
exceed an amount equal to fifteen cents multiplied by the number of days in the school
year multiplied by the total enrollment of the district.

Documentation: The district will maintain documentation consistent with sections 114.3
of the Regulations of the Commissioner of Education;

4. when the Board separately purchases milk directly from licensed milk processors
employing less than forty (40) people. The amount expended in any fiscal year by the
district may not exceed an amount equal to twenty-five cents multiplied by the number of
days in the school year multiplied by the total enroliment of the district or exceed the
current market price.

Documentation: The district will maintain documentation consistent with section 114.4 of
the Regulations of the Commissioner of Education;

5. when the district purchases goods, supplies and services from municipal hospitals under
joint contracts and arrangements entered into pursuant to section 2803-a of the Public
Health Law.

Documentation: The district will maintain the legal authorization, Board authorization and
market price comparisons; or

6. when there is only one possible source from which to procure goods or services required
in the public interest.

Documentation: The district will maintain written documentation of the unique benefits of
the item or service purchased as compared to other items or services available in the
marketplace; that no other item or service provides substantially equivalent or similar
benefits; and that, considering the benefits received, the cost of the item or service is
reasonable, when compared to conventional methods. In addition, the documentation
will provide that there is no possibility of competition for the procurement of the goods.

7. when the district purchases professional services that require special skill or training,
such as but not limited to, audit, medical, legal or insurance services, or property
appraisals.

Documentation: The district will keep proper documentation in accordance with policy
6741.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

POLICY 6700
REGULATION

PURCHASING

V. Quotes When Competitive Bidding Not Required

Goods and services which are not required by law to be procured by the district through
competitive bidding will be procured in a manner so as to ensure the prudent and economical
use of public monies in the best interests of the taxpayers. Alternative proposals or
guotations will be secured by requests for proposals, written or verbal quotations or any other
appropriate method of procurement, as set forth below.

A.

Methods of Documentation

1.

Verbal Quotations: the telephone log or other record will set forth, at a minimum,
the date, item or service desired, price quoted, name of vendor, name of vendor’s
representative;

Written Quotations: vendors will provide, at a minimum, the date, description of
the item or details of service to be provided, price quoted, name of contact. For
example, with regard to insurance, the district will maintain documentation that will
include bid advertisements, specifications and the awarding resolution.
Alternatively, written or verbal quotation forms will serve as documentation if
formal bidding is not required.

Requests for Proposals/Quotations: The district will utilize RFP/RFQ’s to engage
professional services providers in accordance with policy 6741.

Purchases/Public Work: Methods of Competition to be Used for Non-Bid

Procurements; Documentation to be Maintained

The district will require the following methods of competition be used and sources of
documentation maintained when soliciting non-bid procurements in the most cost-
effective manner possible:

1.

2.

Purchase Contracts up to $20,000

a. Contracts from $1000 to $3,000: Verbal quotes, submitted with requisition to
Purchasing Department on Quotation form (6700E-1)

b. Contracts in excess of $3,000 to $20,000: Written quotes from vendors
submitted with requisition to the Purchasing Department with the Quotation
form (6700 E-1)

Public Work Contracts up to $35,000

a. Contracts from $3,000 to $7,000: Verbal quotes, submitted with requisition to
Purchasing Department on Quotation form (6700E-1)

b. Contracts in excess of $7,000 to $35,000: Written quotes from vendors
submitted with requisition to the Purchasing Department with the Quotation
form (6700 E-1)
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VI.

VII.

VIII.

POLICY 6700
REGULATION

PURCHASING

Quotes Not Required When Competitive Bidding Not Required

The district will not be required to secure alternative proposals or quotations for those
procurements as permitted by law:

under a county contract;

under a state contract;

under a federal contract;

under a contract of another political subdivision;

of articles manufactured in state correctional institutions; or
from agencies for the blind and severely disabled.
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Procurements from Other than the “Lowest Responsible Dollar Offeror”

The district will provide justification and documentation of any contract awarded to an offeror
other than the lowest responsible dollar offeror, setting forth the reasons why such award is
in the best interests of the district and otherwise furthers the purposes of section 104-b of the
General Municipal Law.

Internal Control

The Board authorizes the Superintendent of Schools, with the assistance of the Purchasing
Agent, to establish and maintain an internal control structure to ensure, to the best of their
ability, that the district's assets will be safeguarded against loss from unauthorized use or
disposition, that transactions will be executed in accordance with the law and district policies
and regulations, and recorded properly in the financial records of the district.

Comments will be solicited from those administrators involved in the procurement process
before enactment of the district’s regulations regarding purchasing and from time to time
thereafter. The regulations must then be adopted by Board resolution. All district regulations
regarding the procurement processes will be reviewed by the Board at least annually.

The unintentional failure to fully comply with the provisions of section 104-b of the General
Municipal Law or the district’s regulations regarding procurement will not be grounds to void
action taken or give rise to a cause of action against the district or any officer or employee of
the district.

Policy adopted: November 15, 2012
Regulation revised: June 23, 2014
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SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

QUOTATION FORM

[ ] Purchase Contracts up to $20,000 [ ] Public Work Contracts up to $35,000 -
Contracts involving the acquisition of commodities, materials, Contracts relating to projects for construction, reconstruction, or maintenance
supplies, equipment or non-consultant services done on behalf of a public agency (labor & materials)
[ ] Contracts from $1000 to $3,000: Verbal quotes — (3) [ ]Contracts from $3,000 to $7,000: Verbal quotes — (3)
Complete form below Complete form below

[] Contracts in excess of $3,000 to $20,000: Written quotes - (3) [ Contracts in excess of $7,000 to $35,000: Written quotes —(3)
Complete form below and attach vendor’s written quotation Complete form below and attach vendor’s written quotation

Requestor: Date:

Item/Service to be provided:

Quotation form, written quotes (if applicable), and all backup documentation to be submitted to the Purchasing Department with Requisition

Vendor Contact Phone Email Price Notes

7/8/2014
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Policy 6700
Exhibit Il
Explanations of Other Methods of Competition to Be Used
For
Non-Bid Procurements

Emergencies: Informal solicitation of quotes or otherwise, to the extent practicable under the
circumstances

Second-Hand Equipment from Federal and State Governments: Section 103(6) of the General
Municipal Law provides a statutory exception to the competitive bidding requirement by permitting
the purchase of surplus and second-hand supplies, materials or equipment without competitive
bidding from the federal or state governments or from any other political subdivision or public benefit
corporation with the state.

Certain Food and Milk Purchases: Section 103(a) and (10) of the General Municipal Law provides a
statutory exception to the competitive bidding requirement by permitting a Board of Education to
separately purchase eggs, livestock, fish and dairy products (including milk), juice, grains and
species of fresh fruits and vegetables directly from producers, growers or certain processors without
bidding.

Sole Source: Section 103 of the General Municipal Law provides a statutory exception to the
competitive bidding requirement in limited situations where there is only one possible source from
which to procure goods or services required in the public interest (such as in the case of certain
patented goods or services or public utility services).

Policy adopted: November 4, 2010
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POLICY 6741
CONTRACTING FOR PROFESSIONAL SERVICES

The Board of Education will make certain that professional services are secured in a manner that
protects the integrity of the process, ensures the prudent use of taxpayer dollars and provides a high
guality standard of service, in accordance with law and regulation. Professional services are defined
as services requiring special skill and/or training, such as legal services, medical services, auditing
services, property appraisals or insurance.

Purchasing professional services does not require competitive bidding. The Board directs the
Purchasing Agent, working with the administrator making the request for service, to take measures
to ensure that a highly qualified professional is secured through the prudent and economical use of
public money, which may include:

1. reviewing trade journals;
2. checking professional listings; and/or
3. inquiring of other districts or other appropriate sources.

In consultation with the Superintendent and Purchasing Agent, the designated district staff will
prepare either an RFQ (Request for Quotation) to obtain the cost of a particular service or
comprehensive written request for proposals (RFP), which will contain critical details of the services
sought. The District will not be required to secure alternative proposals or quotations for those
procurements as permitted by law under a county, state, or federal contract of another political
subdivision (i.e., BOCES).

The RFQ shall include, at a minimum, the date of service, details of the services to be provided,
price to be quoted, and name of contact.

The RFP will specify that the proposal include the structure of the relationship between the district
and the provider, including, if applicable, the terms of the retainer, the hourly fees and other
associated costs.

In reviewing the RFPs, the district will consider, at a minimum, the following factors:

the suitability of the individual/firm for the district's needs;

the special knowledge or expertise of the individual/firm;

the credentials and applicable certifications of the individual/firm;

the quality of the service provided by the individual/firm;

cost;

the staffing available from the firm or the time available from the individual;

ogprwNE

The district will periodically, as directed by the Board of Education or by statue or regulation, issue
professional service RFQs or RFPs and may conduct interviews as part of the RFP process. The
written quotes and proposals submitted by applicants shall be maintained for at least six years.
RFPs can be solicited via public advertisement or a comprehensive list of potential vendors can be
compiled with vendors contracted directly and provided with the RFP. RFQs generally do not
require public advertising but can be solicited through the District’'s website, bidnet, etc.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
POLICY 6741
CONTRACTING FOR PROFESSIONAL SERVICES

The Superintendent, after a thorough review of the quotes or proposals, in consultation with the
Purchasing Agent and the administrator making the request for service, will recommend the
professional service provider best suited to the district to the Board of Education for its approval for
services in excess of $3000 in a fiscal year.

Regardless of when during the year the professional service provider was engaged by the Board, at
the annual organizational meeting the Board will appoint the attorney, physician, external auditor, or
other professional, as applicable. Professional service providers selected and appointed in this
manner will not be considered employees of the district.

The Superintendent is charged with developing administrative procedures and evaluating services to
implement this policy.

Cross-Ref: 2210, Board Annual Organizational Meeting
9500, Compensation and Benefits

Ref:  General Municipal Law 8§ 104-b
2 NYCRR 88 315.2, 315.3
Trane Co. v Broome County, 76 A.D.2d 1015
Appeal of Lombardo, 38 Educ. Dept. Rep. 730
Opn. St. Comp. 92-33

Adopted: November 4, 2010
Revised & Re-adopted: July 1, 2014
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POLICY 6741
REGULATION
Contracting for Professional Services
Definitions:
Pedagogical Services - include consultants that provide staff development, testing, student
evaluations, scoring, etc.
Administrative Services — insurance services, employee benefit services, cooperative bid

management services, pupil transportation management services, web-site design/development,
software licenses and maintenance, food service management consultant, human resources search
firms, property appraisals, etc.

Professional Services — legal, fiscal advisors, bond counsel, actuarial, auditing, architect,
construction management, health services, physicians, etc.

Professional Services Purchased Under Government/Municipal Contracts — the district will not
be required to secure alternative proposals or quotations for those procurements as permitted by law:

Under a county contract;

Under a state contract;

Under a federal contract;

Under a contract of another political subdivision (i.e. BOCES);
Of articles manufactured in state correctional institutions; or
From agencies for the blind and severely disabled.

Request for Quotation and Request for Proposal (RFP) — A proposal or quotation process is used
to ensure that professional services are procured with the most favorable terms and conditions.

o Request for Quotations (RFQ) - This type of solicitation is often used to determine current
market pricing. RFQ’s generally do not require public advertising.

e Request for Proposal (RFP) — generally is a document that provides detailed information
concerning the type of service to be provided including minimum requirements and, where
applicable the evaluation criteria that will govern the contract award. Potential service
providers typically are supplied with copies of the RFP and are requested to submit proposals
by a specified date. Proposals can be solicited via public advertisement, or a comprehensive
list of potential vendors can be complied with vendors contracted directly and provided with the
RFP.
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After a discussion between the administrator and the Purchasing Agent, a decision will be made as to
which process should be used, RFQ or RFP.

Instruction for Completing RFQs and RFPs:

Request for Quotation (RFQ) — RFQ form (6741-E1) to be completed by Administrator whenever
there is a need for pricing for a specific service or a continuation of existing services.

o Define the service to be provided (i.e. math consultant, type of software, evaluators, etc.)

o Describe in detail the scope of services to be performed



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
POLICY 6741
REGULATION
Contracting for Professional Services

e List any required qualifications of service provider (i.e. licenses, certifications, etc.)

¢ Identify the deadline for the submission of quote

e Completed form is to be reviewed with Purchasing Department prior to disseminating to
potential vendors. Administrator should make every attempt to obtain at least three quotes.

e Vendor completes, signs and dates bottom of form stating their fee structure.

e Quotes received by the submission deadline will be reviewed. If applicable, vendor will submit
a draft contract. Otherwise, the district’s independent contractor service agreement will be
completed (6741 E-4).

e A requisition is completed and a copy is sent to the Purchasing Agent with a copy of the
contract or district’'s agreement.

e Consultant will be submitted to the Human Resource Department. The department will
complete the independent contractor certification form (6741 E-3).

¢ The Human Resources Department will include the consultant on the personnel agenda for
Board of Education approval if accumulated services in a fiscal year are greater than $3,000.

e All documentation will be attached to the requisition and submitted to the Purchasing
Department.

Request for Proposal (RFP) — RFP template (6741 E-2) is completed by the Purchasing Supervisor
and the Administrator

e The following information must be provided to the Purchasing Department to draft the Request
for Proposal

0 Detailed scope of services to be provided
0 Weighting criteria
0 Submission date
o Proposal will be written and reviewed with administrator

o Proposal will be disseminated via public advertisement or a comprehensive list of potential
vendors

e Proposals received by submission date will be reviewed and weighted by the administrator
and the Purchasing Agent.

o If applicable, vendor will submit a draft contract. Otherwise, the district will use the RFP as the
contractual terms and agreement.

e Arrequisition is completed and a copy is sent to the Purchasing Agent.

e A resolution is prepared for the Board of Education’s approval, if accumulated services for the
fiscal year are greater than $3,000.



POLICY 6741
EXHIBIT |

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
REQUEST FOR QUOTATION (RFQ)

To be completed by Administrator

The South Orangetown Central School District (the “District”) in Blauvelt, New York, is issuing this
Request for Quotation (“RFQ”) for companies or individuals to provide the following service(s):

Scope of Services to include:

Qualifications:

Fees: (Description of Service): $

(Description of Service): $

(Description of Service): $

The District reserves the right to solicit multiple or additional RFQs based on the review and evaluation of
responses. PLEASE SUBMIT ALL QUOTATIONS BY , AT _:00 _.M. EST
TO: (845) 680- , @SOCSD.ORG

Quotes shall be submitted by the designated deadline. Quotes may be withdrawn prior to the opening
date and time, upon written request of the respective firm(s). If it becomes necessary to revise any part of
this RFQ, or if additional data or information is necessary to clarify any of its provisions, an addendum will
be provided.

Any questions pertaining to this RFQ shall be directed to , before
, 201 _. No telephone or conference call discussions will be conducted without prior
arrangement.
Vendor: Contact:
Phone: Email:

Signature: Date:




Instructions for the

Requester of Form W-9

(Rev. January 2011)

Department of the Treasury
Internal Revenue Service

Request for Taxpayer Identification Number

and Certification

Section references are to the Internal Revenue Code unless
otherwise noted.

What’s New

New checkboxes. Generally, for any sale of a covered
security acquired by an S corporation (other than a
financial institution) after December 31, 2011, brokers will
be required to report gross proceeds and basis
information to S corporations and may not treat them as
exempt recipients. New tax classification checkboxes
have been added for S corporation and Trust/estate. The
Form W-9 is revised to allow S corporations sufficient
time to provide new certifications to brokers indicating
their non-exempt status. Also, disregarded entity was
removed as a tax classification for limited liability
companies.

Reminders

® The backup withholding rate is 28% for reportable
payments.

e The IRS website offers TIN Matching e-services for
certain payers to validate name and TIN combinations.
See Taxpayer Identification Number (TIN) Matching
on page 4.

How Do | Know When To Use
Form W-9?

Use Form W-9 to request the taxpayer identification
number (TIN) of a U.S. person (including a resident alien)
and to request certain certifications and claims for
exemption. (See Purpose of Form on Form W-9.)
Withholding agents may require signed Forms W-9 from
U.S. exempt recipients to overcome any presumptions of
foreign status. For federal purposes, a U.S. person
includes but is not limited to:

® An individual who is a U.S. citizen or U.S. resident
alien,

® A partnership, corporation, company, or association
created or organized in the United States or under the
laws of the United States,

® Any estate (other than a foreign estate), or

e A domestic trust (as defined in Regulations section
301.7701-7).

A partnership may require a signed Form W-9 from its
U.S. partners to overcome any presumptions of foreign
status and to avoid withholding on the partner’s allocable
share of the partnership’s effectively connected income.
For more information, see Regulations section 1.1446-1.

Advise foreign persons to use the appropriate
Form W-8. See Pub. 515, Withholding of Tax on
Nonresident Aliens and Foreign Entities, for more
information and a list of the W-8 forms.

Also, a nonresident alien individual may, under certain
circumstances, claim treaty benefits on scholarships and
fellowship grant income. See Pub. 515 or Pub. 519, U.S.
Tax Guide for Aliens, for more information.

Electronic Submission of Forms W-9

Requesters may establish a system for payees and
payees’ agents to submit Forms W-9 electronically,
including by fax. A requester is anyone required to file an
information return. A payee is anyone required to provide
a taxpayer identification number (TIN) to the requester.

Payee’s agent. A payee’s agent can be an investment
advisor (corporation, partnership, or individual) or an
introducing broker. An investment advisor must be
registered with the Securities and Exchange Commission
(SEC) under the Investment Advisers Act of 1940. The
introducing broker is a broker-dealer that is regulated by
the SEC and the National Association of Securities
Dealers, Inc., and that is not a payer. Except for a broker
who acts as a payee’s agent for “readily tradable
instruments,” the advisor or broker must show in writing
to the payer that the payee authorized the advisor or
broker to transmit the Form W-9 to the payer.

Electronic system. Generally, the electronic system
must:

e Ensure the information received is the information
sent, and document all occasions of user access that
result in the submission;

e Make reasonably certain that the person accessing the
system and submitting the form is the person identified
on Form W-9, the investment advisor, or the introducing
broker;

e Provide the same information as the paper Form W-9;
e Be able to supply a hard copy of the electronic Form
W-9 if the Internal Revenue Service requests it; and

® Require as the final entry in the submission an
electronic signature by the payee whose name is on
Form W-9 that authenticates and verifies the submission.
The electronic signature must be under penalties of
perjury and the perjury statement must contain the
language of the paper Form W-9.

For Forms W-9 that are not required to be signed,
@ the electronic system need not provide for an
electronic signature or a perjury statement.

For more details, see the following.
e Announcement 98-27, which is on page 30 of Internal
Revenue Bulletin 1998-15 at www.irs.gov/pub/irs-irbs/
irb98-15.pdf.
e Announcement 2001-91, which is on page 221 of
Internal Revenue Bulletin 2001-36 at www.irs.gov/pub/
irs-irbs/irb01-36.pdf.

Cat. No. 20479P
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Individual Taxpayer Identification
Number (ITIN)

Form W-9 (or an acceptable substitute) is used by
persons required to file information returns with the IRS
to get the payee’s (or other person’s) correct name and
TIN. For individuals, the TIN is generally a social security
number (SSN).

However, in some cases, individuals who become U.S.
resident aliens for tax purposes are not eligible to obtain
an SSN. This includes certain resident aliens who must
receive information returns but who cannot obtain
an SSN.

These individuals must apply for an ITIN on Form W-7,
Application for IRS Individual Taxpayer Identification
Number, unless they have an application pending for an
SSN. Individuals who have an ITIN must provide it on
Form W-9.

Substitute Form W-9

You may develop and use your own Form W-9 (a
substitute Form W-9) if its content is substantially similar
to the official IRS Form W-9 and it satisfies certain
certification requirements.

You may incorporate a substitute Form W-9 into other
business forms you customarily use, such as account
signature cards. However, the certifications on the
substitute Form W-9 must clearly state (as shown on the
official Form W-9) that under penalties of perjury:

1. The payee’s TIN is correct,

2. The payee is not subject to backup withholding due
to failure to report interest and dividend income, and

3. The payee is a U.S. person.

You may not:

1. Use a substitute Form W-9 that requires the payee,
by signing, to agree to provisions unrelated to the
required certifications, or

2. Imply that a payee may be subject to backup
withholding unless the payee agrees to provisions on the
substitute form that are unrelated to the required
certifications.

A substitute Form W-9 that contains a separate
signature line just for the certifications satisfies the
requirement that the certifications be clearly stated.

If a single signature line is used for the required
certifications and other provisions, the certifications must
be highlighted, boxed, printed in bold-face type, or
presented in some other manner that causes the
language to stand out from all other information
contained on the substitute form. Additionally, the
following statement must be presented to stand out in the
same manner as described above and must appear
immediately above the single signature line:

“The Internal Revenue Service does not require your
consent to any provision of this document other than the
certifications required to avoid backup withholding.”

If you use a substitute form, you are required to
provide the Form W-9 instructions to the payee only if he
or she requests them. However, if the IRS has notified
the payee that backup withholding applies, then you must
instruct the payee to strike out the language in the
certification that relates to underreporting. This instruction
can be given orally or in writing. See item 2 of the
Certification on Form W-9. You can replace “defined

below” with “defined in the instructions” in item 3 of the
Certification on Form W-9 when the instructions will not
be provided to the payee except upon request. For more
information, see Rev. Proc. 83-89,1983-2 C.B. 613;
amplified by Rev. Proc. 96-26, which is on page 22 of
Internal Revenue Bulletin 1996-8 at www.irs.gov/pub/
irs-irbs/irb96-08.pdf.

TIN Applied for

For interest and dividend payments and certain payments
with respect to readily tradable instruments, the payee
may return a properly completed, signed Form W-9 to
you with “Applied For” written in Part I. This is an
“awaiting-TIN” certificate. The payee has 60 calendar
days, from the date you receive this certificate, to provide
a TIN. If you do not receive the payee’s TIN at that time,
you must begin backup withholding on payments.

Reserve rule. You must backup withhold on any
reportable payments made during the 60-day period if a
payee withdraws more than $500 at one time, unless the
payee reserves an amount equal to the current year's
backup withholding rate on all reportable payments made
to the account.

Alternative rule. You may also elect to backup withhold
during this 60-day period, after a 7-day grace period,
under one of the two alternative rules discussed below.

Option 1. Backup withhold on any reportable
payments if the payee makes a withdrawal from the
account after the close of 7 business days after you
receive the awaiting-TIN certificate. Treat as reportable
payments all cash withdrawals in an amount up to the
reportable payments made from the day after you receive
the awaiting-TIN certificate to the day of withdrawal.

Option 2. Backup withhold on any reportable
payments made to the payee’s account, regardless of
whether the payee makes any withdrawals, beginning no
later than 7 business days after you receive the
awaiting-TIN certificate.

The 60-day exemption from backup withholding
does not apply to any payment other than
I jnterest, dividends, and certain payments relating
to readily tradable instruments. Any other reportable
payment, such as nonemployee compensation, is subject
to backup withholding immediately, even if the payee has
applied for and is awaiting a TIN.

Even if the payee gives you an awaiting-TIN
certificate, you must backup withhold on reportable
interest and dividend payments if the payee does not
certify, under penalties of perjury, that the payee is not
subject to backup withholding.

If you do not collect backup withholding from affected
payees as required, you may become liable for any
uncollected amount.

Payees Exempt From Backup
Withholding

Even if the payee does not provide a TIN in the manner
required, you are not required to backup withhold on any
payments you make if the payee is:

1. An organization exempt from tax under
section 501(a), any IRA, or a custodial account under
section 403(b)(7) if the account satisfies the requirements
of section 401(f)(2);

Instr. for Req. of Form W-9 (Rev. 1-2011)
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2. The United States or any of its agencies or
instrumentalities;

3. A state, the District of Columbia, a possession of
the United States, or any of their political subdivisions,
agencies, or instrumentalities;

4. A foreign government or any of its political
subdivisions, agencies, or instrumentalities; or

5. An international organization or any of its agencies
or instrumentalities.

Other payees that may be exempt from backup
withholding include:

6. A corporation;

7. A foreign central bank of issue;

8. A dealer in securities or commodities required to
register in the United States, the District of Columbia, or
a possession of the United States;

9. A futures commission merchant registered with the
Commodity Futures Trading Commission;

10. A real estate investment trust;

11. An entity registered at all times during the tax year
under the Investment Company Act of 1940;

12. A common trust fund operated by a bank under
section 584(a);

13. A financial institution;

14. A middleman known in the investment community
as a nominee or custodian; or

15. A trust exempt from tax under section 664 or
described in section 4947.

The following types of payments are exempt from
backup withholding as indicated for items 1 through 15
above.

Interest and dividend payments. All listed payees are
exempt except the payee in item 9.

Broker transactions. All payees listed in items 1
through 5 and 7 through 13 are exempt. Also, C
corporations are exempt. A person registered under the
Investment Advisers Act of 1940 who regularly acts as a
broker is also exempt.

Barter exchange transactions and patronage
dividends. Only payees listed in items 1 through 5 are
exempt.

Payments reportable under sections 6041 and 6041A.

Only payees listed in items 1 through 7 are generally
exempt.

However, the following payments made to a
corporation (including gross proceeds paid to an attorney
under section 6045(f), even if the attorney is a
corporation) and reportable on Form 1099-MISC,
Miscellaneous Income, are not exempt from backup
withholding.

e Medical and health care payments.

e Attorneys’ fees.

e Payments for services paid by a federal executive
agency. (See Rev. Rul. 2003-66, which is on page 1115
of Intenal Revenue Bulletin 2003-26 at www.irs.gov/pub/
irs-irbs/irb03-26.pdf.)

Payments Exempt From Backup
Withholding

Payments that are not subject to information reporting
also are not subject to backup withholding. For details,
see sections 6041, 6041A, 6042, 6044, 6045, 6049,
6050A, and 6050N, and their regulations. The following
payments are generally exempt from backup withholding.

Instr. for Req. of Form W-9 (Rev. 1-2011)

Dividends and patronage dividends

e Payments to nonresident aliens subject to withholding
under section 1441.

® Payments to partnerships not engaged in a trade or
business in the United States and that have at least one
nonresident alien partner.

e Payments of patronage dividends not paid in money.
e Payments made by certain foreign organizations.

e Section 404(k) distributions made by an ESOP.

Interest payments

e Payments of interest on obligations issued by
individuals. However, if you pay $600 or more of interest
in the course of your trade or business to a payee, you
must report the payment. Backup withholding applies to
the reportable payment if the payee has not provided a
TIN or has provided an incorrect TIN.

e Payments described in section 6049(b)(5) to
nonresident aliens.

e Payments on tax-free covenant bonds under

section 1451.

e Payments made by certain foreign organizations.

® Mortgage or student loan interest paid to you.

Other types of payment

e Wages.

e Distributions from a pension, annuity, profit-sharing or
stock bonus plan, any IRA, an owner-employee plan, or
other deferred compensation plan.

e Distributions from a medical or health savings account
and long-term care benefits.

e Certain surrenders of life insurance contracts.

e Distribution from qualified tuition programs or
Coverdell ESAs.

e Gambling winnings if regular gambling winnings
withholding is required under section 3402(q). However,
if regular gambling winnings withholding is not required
under section 3402(q), backup withholding applies if the
payee fails to furnish a TIN.

e Real estate transactions reportable under

section 6045(e).

e Cancelled debts reportable under section 6050P.

e Fish purchases for cash reportable under

section 6050R.

After 2011, backup withholding will apply to
certain payment card transactions by a qualified
I payment card agent under section 6050W.

Joint Foreign Payees

If the first payee listed on an account gives you a
Form W-8 or a similar statement signed under penalties
of perjury, backup withholding applies unless:

1. Every joint payee provides the statement regarding
foreign status, or

2. Any one of the joint payees who has not
established foreign status gives you a TIN.

If any one of the joint payees who has not established
foreign status gives you a TIN, use that number for
purposes of backup withholding and information
reporting.

For more information on foreign payees, see the
Instructions for the Requester of Forms W-8BEN,
W-8ECI, W-8EXP, and W-8IMY.


http://www.irs.gov/pub/irs-irbs/irb03-26.pdf
http://www.irs.gov/pub/irs-irbs/irb03-26.pdf

Names and TINs To Use

for Information Reporting

Show the full name and address as provided on Form
W-9 on the information return filed with the IRS and on
the copy furnished to the payee. If you made payments to
more than one payee or the account is in more than one
name, enter on the first name line of the information
return only the name of the payee whose TIN is shown
on Form W-9. You may show the names of any other
individual payees in the area below the first name line on

the information return.
use for information reporting, see section J of the

-E General Instructions for Certain Information

Returns.

Notices From the IRS

The IRS will send you a notice if the payee’s name and
TIN on the information return you filed do not match the
IRS’s records. (See Taxpayer Identification Number (TIN)
Matching, later.) You may have to send a “B” notice to

For more information on the names and TINs to

the payee to solicit another TIN. Pub. 1281, Backup
Withholding for Missing and Incorrect Name/TIN(s),
contains copies of the two types of “B” notices.

Taxpayer Identification Number (TIN)
Matching

TIN Matching allows a payer or authorized agent who is
required to file Forms 1099-B, DIV, INT, K, MISC, OID,
and/or PATR to match TIN and name combinations with
IRS records before submitting the forms to the IRS. TIN
Matching is one of the e-services products that is offered
and is accessible through the IRS website. Go to IRS.gov
and enter e-services in the search box. It is anticipated
that payers who validate the TIN and name combinations
before filing information returns will receive fewer backup
withholding (CP2100) notices and penalty notices.

Additional Information

For more information on backup withholding, see Pub.
1281.

Instr. for Req. of Form W-9 (Rev. 1-2011)
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Department of the Treasury
Internal Revenue Service

Request for Taxpayer
Identification Number and Certification

Give Form to the
requester. Do not
send to the IRS.

Name (as shown on your income tax return)

Business name/disregarded entity name, if different from above

Check appropriate box for federal tax classification:

[ Individual/sole proprietor [] ¢ Corporation

Print or type

|:| Other (see instructions) »

|:| S Corporation |:| Partnership |:| Trust/estate

|:| Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) »

|:| Exempt payee

Address (number, street, and apt. or suite no.)

Requester’s name and address (optional)

City, state, and ZIP code

See Specific Instructions on page 2.

List account number(s) here (optional)

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Name” line
to avoid backup withholding. For individuals, this is your social security number (SSN). However, for a

resident alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other - -
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a

TIN on page 3.

Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose

number to enter.

| Social security number

| Employer identification number

Part i Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me), and

2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding, and

3. lam a U.S. citizen or other U.S. person (defined below).

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the

instructions on page 4.

Slgn Signature of
Here U.S. person »

Date >

General Instructions

Section references are to the Internal Revenue Code unless otherwise
noted.

Purpose of Form

A person who is required to file an information return with the IRS must
obtain your correct taxpayer identification number (TIN) to report, for
example, income paid to you, real estate transactions, mortgage interest
you paid, acquisition or abandonment of secured property, cancellation
of debt, or contributions you made to an IRA.

Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your correct TIN to the person requesting it (the
requester) and, when applicable, to:

1. Certify that the TIN you are giving is correct (or you are waiting for a
number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt
payee. If applicable, you are also certifying that as a U.S. person, your
allocable share of any partnership income from a U.S. trade or business
is not subject to the withholding tax on foreign partners’ share of
effectively connected income.

Note. If a requester gives you a form other than Form W-9 to request
your TIN, you must use the requester’s form if it is substantially similar
to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are:

e An individual who is a U.S. citizen or U.S. resident alien,

¢ A partnership, corporation, company, or association created or
organized in the United States or under the laws of the United States,

¢ An estate (other than a foreign estate), or
e A domestic trust (as defined in Regulations section 301.7701-7).

Special rules for partnerships. Partnerships that conduct a trade or
business in the United States are generally required to pay a withholding
tax on any foreign partners’ share of income from such business.
Further, in certain cases where a Form W-9 has not been received, a
partnership is required to presume that a partner is a foreign person,
and pay the withholding tax. Therefore, if you are a U.S. person that is a
partner in a partnership conducting a trade or business in the United
States, provide Form W-9 to the partnership to establish your U.S.
status and avoid withholding on your share of partnership income.

Cat. No. 10231X

Form W=9 (Rev. 12-2011)
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The person who gives Form W-9 to the partnership for purposes of
establishing its U.S. status and avoiding withholding on its allocable
share of net income from the partnership conducting a trade or business
in the United States is in the following cases:

* The U.S. owner of a disregarded entity and not the entity,

* The U.S. grantor or other owner of a grantor trust and not the trust,
and

* The U.S. trust (other than a grantor trust) and not the beneficiaries of
the trust.

Foreign person. If you are a foreign person, do not use Form W-9.
Instead, use the appropriate Form W-8 (see Publication 515,
Withholding of Tax on Nonresident Aliens and Foreign Entities).

Nonresident alien who becomes a resident alien. Generally, only a
nonresident alien individual may use the terms of a tax treaty to reduce
or eliminate U.S. tax on certain types of income. However, most tax
treaties contain a provision known as a “saving clause.” Exceptions
specified in the saving clause may permit an exemption from tax to
continue for certain types of income even after the payee has otherwise
become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception
contained in the saving clause of a tax treaty to claim an exemption
from U.S. tax on certain types of income, you must attach a statement
to Form W-9 that specifies the following five items:

1. The treaty country. Generally, this must be the same treaty under
which you claimed exemption from tax as a nonresident alien.

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that contains the
saving clause and its exceptions.

4. The type and amount of income that qualifies for the exemption
from tax.

5. Sufficient facts to justify the exemption from tax under the terms of
the treaty article.

Example. Article 20 of the U.S.-China income tax treaty allows an
exemption from tax for scholarship income received by a Chinese
student temporarily present in the United States. Under U.S. law, this
student will become a resident alien for tax purposes if his or her stay in
the United States exceeds 5 calendar years. However, paragraph 2 of
the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows
the provisions of Article 20 to continue to apply even after the Chinese
student becomes a resident alien of the United States. A Chinese
student who qualifies for this exception (under paragraph 2 of the first
protocol) and is relying on this exception to claim an exemption from tax
on his or her scholarship or fellowship income would attach to Form
W-9 a statement that includes the information described above to
support that exemption.

If you are a nonresident alien or a foreign entity not subject to backup
withholding, give the requester the appropriate completed Form W-8.

What is backup withholding? Persons making certain payments to you
must under certain conditions withhold and pay to the IRS a percentage
of such payments. This is called “backup withholding.” Payments that
may be subject to backup withholding include interest, tax-exempt
interest, dividends, broker and barter exchange transactions, rents,
royalties, nonemployee pay, and certain payments from fishing boat
operators. Real estate transactions are not subject to backup
withholding.

You will not be subject to backup withholding on payments you
receive if you give the requester your correct TIN, make the proper
certifications, and report all your taxable interest and dividends on your
tax return.

Payments you receive will be subject to backup
withholding if:
1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the Part Il
instructions on page 3 for details),

3. The IRS tells the requester that you furnished an incorrect TIN,

4. The IRS tells you that you are subject to backup withholding
because you did not report all your interest and dividends on your tax
return (for reportable interest and dividends only), or

5. You do not certify to the requester that you are not subject to
backup withholding under 4 above (for reportable interest and dividend
accounts opened after 1983 only).

Certain payees and payments are exempt from backup withholding.
See the instructions below and the separate Instructions for the
Requester of Form W-9.

Also see Special rules for partnerships on page 1.

Updating Your Information

You must provide updated information to any person to whom you
claimed to be an exempt payee if you are no longer an exempt payee
and anticipate receiving reportable payments in the future from this
person. For example, you may need to provide updated information if
you are a C corporation that elects to be an S corporation, or if you no
longer are tax exempt. In addition, you must furnish a new Form W-9 if
the name or TIN changes for the account, for example, if the grantor of a
grantor trust dies.

Penalties

Failure to furnish TIN. If you fail to furnish your correct TIN to a
requester, you are subject to a penalty of $50 for each such failure
unless your failure is due to reasonable cause and not to willful neglect.

Civil penalty for false information with respect to withholding. If you
make a false statement with no reasonable basis that results in no
backup withholding, you are subject to a $500 penalty.

Criminal penalty for falsifying information. Willfully falsifying
certifications or affirmations may subject you to criminal penalties
including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TINs in violation of
federal law, the requester may be subject to civil and criminal penalties.

Specific Instructions
Name

If you are an individual, you must generally enter the name shown on
your income tax return. However, if you have changed your last name,
for instance, due to marriage without informing the Social Security
Administration of the name change, enter your first name, the last name
shown on your social security card, and your new last name.

If the account is in joint names, list first, and then circle, the name of
the person or entity whose number you entered in Part | of the form.

Sole proprietor. Enter your individual name as shown on your income
tax return on the “Name” line. You may enter your business, trade, or
“doing business as (DBA)” name on the “Business name/disregarded
entity name” line.

Partnership, C Corporation, or S Corporation. Enter the entity's name
on the “Name” line and any business, trade, or “doing business as
(DBA) name” on the “Business name/disregarded entity name” line.

Disregarded entity. Enter the owner's name on the “Name” line. The
name of the entity entered on the “Name” line should never be a
disregarded entity. The name on the “Name” line must be the name
shown on the income tax return on which the income will be reported.
For example, if a foreign LLC that is treated as a disregarded entity for
U.S. federal tax purposes has a domestic owner, the domestic owner's
name is required to be provided on the “Name” line. If the direct owner
of the entity is also a disregarded entity, enter the first owner that is not
disregarded for federal tax purposes. Enter the disregarded entity's
name on the “Business name/disregarded entity name” line. If the owner
of the disregarded entity is a foreign person, you must complete an
appropriate Form W-8.

Note. Check the appropriate box for the federal tax classification of the
person whose name is entered on the “Name” line (Individual/sole
proprietor, Partnership, C Corporation, S Corporation, Trust/estate).

Limited Liability Company (LLC). If the person identified on the
“Name” line is an LLC, check the “Limited liability company” box only
and enter the appropriate code for the tax classification in the space
provided. If you are an LLC that is treated as a partnership for federal
tax purposes, enter “P” for partnership. If you are an LLC that has filed a
Form 8832 or a Form 2553 to be taxed as a corporation, enter “C” for
C corporation or “S” for S corporation. If you are an LLC that is
disregarded as an entity separate from its owner under Regulation
section 301.7701-3 (except for employment and excise tax), do not
check the LLC box unless the owner of the LLC (required to be
identified on the “Name” line) is another LLC that is not disregarded for
federal tax purposes. If the LLC is disregarded as an entity separate
from its owner, enter the appropriate tax classification of the owner
identified on the “Name” line.
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Other entities. Enter your business name as shown on required federal
tax documents on the “Name” line. This name should match the name
shown on the charter or other legal document creating the entity. You
may enter any business, trade, or DBA name on the “Business name/
disregarded entity name” line.

Exempt Payee

If you are exempt from backup withholding, enter your name as
described above and check the appropriate box for your status, then
check the “Exempt payee” box in the line following the “Business name/
disregarded entity name,” sign and date the form.

Generally, individuals (including sole proprietors) are not exempt from
backup withholding. Corporations are exempt from backup withholding
for certain payments, such as interest and dividends.

Note. If you are exempt from backup withholding, you should still
complete this form to avoid possible erroneous backup withholding.

The following payees are exempt from backup withholding:

1. An organization exempt from tax under section 501(a), any IRA, or a
custodial account under section 403(b)(7) if the account satisfies the
requirements of section 401()(2),

2. The United States or any of its agencies or instrumentalities,

3. A state, the District of Columbia, a possession of the United States,
or any of their political subdivisions or instrumentalities,

4. A foreign government or any of its political subdivisions, agencies,
or instrumentalities, or

5. An international organization or any of its agencies or
instrumentalities.

Other payees that may be exempt from backup withholding include:
6. A corporation,
7. A foreign central bank of issue,

8. A dealer in securities or commodities required to register in the
United States, the District of Columbia, or a possession of the United
States,

9. A futures commission merchant registered with the Commodity
Futures Trading Commission,

10. A real estate investment trust,

11. An entity registered at all times during the tax year under the
Investment Company Act of 1940,

12. A common trust fund operated by a bank under section 584(a),
13. A financial institution,

14. A middleman known in the investment community as a nominee or
custodian, or

15. A trust exempt from tax under section 664 or described in section
4947.

The following chart shows types of payments that may be exempt
from backup withholding. The chart applies to the exempt payees listed
above, 1 through 15.

IF the payment is for . .. THEN the payment is exempt

for...

Interest and dividend payments All exempt payees except

for 9

Broker transactions Exempt payees 1 through 5 and 7

through 13. Also, C corporations.

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 5

Payments over $600 required to be | Generally, exempt payees
reported and direct sales over 1 through 7
$5,000 '

'See Form 1099-MISC, Miscellaneous Income, and its instructions.

*However, the following payments made to a corporation and reportable on Form
1099-MISC are not exempt from backup withholding: medical and health care
payments, attorneys' fees, gross proceeds paid to an attorney, and payments for
services paid by a federal executive agency.

Part I. Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. If you are a resident alien and
you do not have and are not eligible to get an SSN, your TIN is your IRS
individual taxpayer identification number (ITIN). Enter it in the social
security number box. If you do not have an ITIN, see How to get a TIN
below.

If you are a sole proprietor and you have an EIN, you may enter either
your SSN or EIN. However, the IRS prefers that you use your SSN.

If you are a single-member LLC that is disregarded as an entity
separate from its owner (see Limited Liability Company (LLC) on page 2),
enter the owner’s SSN (or EIN, if the owner has one). Do not enter the
disregarded entity’s EIN. If the LLC is classified as a corporation or
partnership, enter the entity’s EIN.

Note. See the chart on page 4 for further clarification of name and TIN
combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately.
To apply for an SSN, get Form SS-5, Application for a Social Security
Card, from your local Social Security Administration office or get this
form online at www.ssa.gov. You may also get this form by calling
1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer
Identification Number, to apply for an ITIN, or Form SS-4, Application for
Employer Identification Number, to apply for an EIN. You can apply for
an EIN online by accessing the IRS website at www.irs.gov/businesses
and clicking on Employer Identification Number (EIN) under Starting a
Business. You can get Forms W-7 and SS-4 from the IRS by visiting
IRS.gov or by calling 1-800-TAX-FORM (1-800-829-3676).

If you are asked to complete Form W-9 but do not have a TIN, write
“Applied For” in the space for the TIN, sign and date the form, and give
it to the requester. For interest and dividend payments, and certain
payments made with respect to readily tradable instruments, generally
you will have 60 days to get a TIN and give it to the requester before you
are subject to backup withholding on payments. The 60-day rule does
not apply to other types of payments. You will be subject to backup
withholding on all such payments until you provide your TIN to the
requester.

Note. Entering “Applied For” means that you have already applied for a
TIN or that you intend to apply for one soon.

Caution: A disregarded domestic entity that has a foreign owner must
use the appropriate Form W-8.

Part Il. Certification

To establish to the withholding agent that you are a U.S. person, or
resident alien, sign Form W-9. You may be requested to sign by the
withholding agent even if item 1, below, and items 4 and 5 on page 4
indicate otherwise.

For a joint account, only the person whose TIN is shown in Part |
should sign (when required). In the case of a disregarded entity, the
person identified on the “Name” line must sign. Exempt payees, see
Exempt Payee on page 3.

Signature requirements. Complete the certification as indicated in
items 1 through 3, below, and items 4 and 5 on page 4.

1. Interest, dividend, and barter exchange accounts opened
before 1984 and broker accounts considered active during 1983.
You must give your correct TIN, but you do not have to sign the
certification.

2. Interest, dividend, broker, and barter exchange accounts
opened after 1983 and broker accounts considered inactive during
1983. You must sign the certification or backup withholding will apply. If
you are subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross out item 2 in the
certification before signing the form.

3. Real estate transactions. You must sign the certification. You may
cross out item 2 of the certification.
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4, Other payments. You must give your correct TIN, but you do not
have to sign the certification unless you have been notified that you
have previously given an incorrect TIN. “Other payments” include
payments made in the course of the requester’s trade or business for
rents, royalties, goods (other than bills for merchandise), medical and
health care services (including payments to corporations), payments to
a nonemployee for services, payments to certain fishing boat crew
members and fishermen, and gross proceeds paid to attorneys
(including payments to corporations).

5. Mortgage interest paid by you, acquisition or abandonment of
secured property, cancellation of debt, qualified tuition program
payments (under section 529), IRA, Coverdell ESA, Archer MSA or
HSA contributions or distributions, and pension distributions. You
must give your correct TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester

For this type of account: Give name and SSN of:

1. Individual The individual
2. Two or more individuals (joint The actual owner of the account or,
account) if combined funds, the first

individual on the account '

3. Custodian account of a minor
(Uniform Gift to Minors Act)

4. a. The usual revocable savings
trust (grantor is also trustee)
b. So-called trust account that is
not a legal or valid trust under
state law

5. Sole proprietorship or disregarded
entity owned by an individual

6. Grantor trust filing under Optional
Form 1099 Filing Method 1 (see
Regulation section 1.671-4(b)(2)(i)(A))

The minor *
The grantor-trustee '

The actual owner '

The owner °

The grantor*

For this type of account: Give name and EIN of:

7. Disregarded entity not owned by an | The owner
individual

. A valid trust, estate, or pension trust | Legal entity *

Corporation or LLC electing

corporate status on Form 8832 or

Form 2553

10. Association, club, religious,
charitable, educational, or other
tax-exempt organization

11. Partnership or multi-member LLC

12. A broker or registered nominee

© ®

The corporation

The organization

The partnership
The broker or nominee

13. Account with the Department of
Agriculture in the name of a public
entity (such as a state or local
government, school district, or
prison) that receives agricultural
program payments

14. Grantor trust filing under the Form
1041 Filing Method or the Optional
Form 1099 Filing Method 2 (see
Regulation section 1.671-4(b)(2)(i)(B))

The public entity

The trust

" List first and circle the name of the person whose number you furnish. If only one personon a
joint account has an SSN, that person’s number must be furnished.

? Gircle the minor’s name and furnish the minor's SSN.

3You must show your individual name and you may also enter your business or “DBA” name on
the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you
have one), but the IRS encourages you to use your SSN.

4 List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the
personal representative or trustee unless the legal entity itself is not designated in the account
title.) Also see Special rules for partnerships on page 1.

*Note. Grantor also must provide a Form W-9 to trustee of trust.

Note. If no name is circled when more than one name is listed, the
number will be considered to be that of the first name listed.

Secure Your Tax Records from Identity Theft

Identity theft occurs when someone uses your personal information
such as your name, social security number (SSN), or other identifying
information, without your permission, to commit fraud or other crimes.
An identity thief may use your SSN to get a job or may file a tax return
using your SSN to receive a refund.

To reduce your risk:
* Protect your SSN,
® Ensure your employer is protecting your SSN, and
* Be careful when choosing a tax preparer.

If your tax records are affected by identity theft and you receive a
notice from the IRS, respond right away to the name and phone number
printed on the IRS notice or letter.

If your tax records are not currently affected by identity theft but you
think you are at risk due to a lost or stolen purse or wallet, questionable
credit card activity or credit report, contact the IRS Identity Theft Hotline
at 1-800-908-4490 or submit Form 14039.

For more information, see Publication 4535, Identity Theft Prevention
and Victim Assistance.

Victims of identity theft who are experiencing economic harm or a
system problem, or are seeking help in resolving tax problems that have
not been resolved through normal channels, may be eligible for
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD
1-800-829-4059.

Protect yourself from suspicious emails or phishing schemes.
Phishing is the creation and use of email and websites designed to
mimic legitimate business emails and websites. The most common act
is sending an email to a user falsely claiming to be an established
legitimate enterprise in an attempt to scam the user into surrendering
private information that will be used for identity theft.

The IRS does not initiate contacts with taxpayers via emails. Also, the
IRS does not request personal detailed information through email or ask
taxpayers for the PIN numbers, passwords, or similar secret access
information for their credit card, bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS,
forward this message to phishing@irs.gov. You may also report misuse
of the IRS name, logo, or other IRS property to the Treasury Inspector
General for Tax Administration at 1-800-366-4484. You can forward
suspicious emails to the Federal Trade Commission at: spam@uce.gov
or contact them at www.ftc.gov/idtheft or 1-877-IDTHEFT
(1-877-438-4338).

Visit IRS.gov to learn more about identity theft and how to reduce
your risk.

Privacy Act Notice

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons (including federal agencies) who are required to file information returns with
the IRS to report interest, dividends, or certain other income paid to you; mortgage interest you paid; the acquisition or abandonment of secured property; the cancellation
of debt; or contributions you made to an IRA, Archer MSA, or HSA. The person collecting this form uses the information on the form to file information returns with the IRS,
reporting the above information. Routine uses of this information include giving it to the Department of Justice for civil and criminal litigation and to cities, states, the District
of Columbia, and U.S. possessions for use in administering their laws. The information also may be disclosed to other countries under a treaty, to federal and state agencies
to enforce civil and criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism. You must provide your TIN whether or not you are required to
file a tax return. Under section 3406, payers must generally withhold a percentage of taxable interest, dividend, and certain other payments to a payee who does not give a
TIN to the payer. Certain penalties may also apply for providing false or fraudulent information.
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General Information and Conditions

1. Proposals must be presented in a sealed envelope addressed as follows:

Candace B. Perkins - Purchasing Supervisor
South Orangetown Central District
160 Van Wyck Road
Blauvelt, NY 10913
Request for Proposal

2. Requests for Proposals will be received until day, , 201_
at __:00 _.m. at the South Orangetown Central School District, Blauvelt, New York.

3. Notice of Interest form must be filled out and returned to the address above or to
cperkins@socsd.org within 5 days of receiving this Request for Proposal.

4. There is no expressed or implied obligation for the South Orangetown Central School
District to reimburse responding persons for any expenses in preparing proposals in
response to this request.

5. During the evaluation process, the South Orangetown Central School District reserves
the right, where it may serve the District, to request additional information or
clarifications from proposers, or to allow corrections or omissions. At the discretion of
the District, proposers may be requested to make oral presentations as part of the
evaluation process.

6. The South Orangetown Central School District reserves the right to retain all proposals
submitted and to use any ideas in a proposal regardless of whether that proposal was
selected. Submission of a proposal indicates acceptance of the conditions contained in
this request for proposal, unless clearly and specifically noted in the proposal
submitted in the contract between the District and the selected consultant.

7. Proposals must include original copy, and an electronic copy (sent to
cperkins@socsd.org ) of all pages of the RFP with each page initialed by the
contractor. All proposals must be submitted on and in accordance with the forms
included in this document. The proposal sheets are not to be removed from the
document.

8. Where so indicated by the makeup of the Proposal Form, sums shall be expressed in
both words and figures. In a case of discrepancy between the two, the written amount
will govern.
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9.

10.

11.

12.

13.

14.

15.

16.

A proposer shall not make any stipulations on the Proposal Forms or qualify its
proposal in any manner. No proposal will be considered which purports to qualify,
limit, amend or omit any requirement of the Request for Proposal.

A proposal shall include the legal name of the proposer and a statement whether the
proposer is a sole proprietor, a partnership, a corporation or other legal entity, and
shall be signed by the person or persons legally authorized to bind the proposer to a
contract. All required signatures shall be handwritten in ink with the full name of the
person executing same. |Initials, stamps, photocopies or other copies, or company
names may not be used in lieu of any required signature. A proposal by a corporation
shall also give the State of Incorporation and have the corporate seal affixed on the
signature pages of each Form of Proposal. A proposal submitted by an agent shall have
a current Power of Attorney attached certifying the agent’s authority to bind the
proposer.

Proposals will provide, along with the completed proposal package, evidence
demonstrating an ability to provide the requested services, including, a list of at least
three (3) school districts which substantiate the proposer's capacity and
qualifications.

All information received in response to this RFP shall become the property of the
District. The District will treat such information in a confidential manner.

Upon selection, these specifications and the successful proposal will become
incorporated into and form the contract between both parties. The form of contract
may not be modified by the proposer, and any exception to any provision in the
attached form of contract or requested deviation therein (addition, deletion,
modification) must be submitted with the proposal in the form of a backline hard copy
contract edit. An electronic copy of the contract form shall be made available for this
purpose by contacting Candace Perkins at the number indicated below. The final
contract form may only be modified by the District in its sole discretion, and will be
subject to the approval of the Board of Education of the South Orangetown Central
School District.

For questions regarding the Specifications contact Candace B. Perkins, Purchasing
Supervisor at (845) 680-1039, South Orangetown Central School District.

Prices and information required, except signature of proposer, should be
typewritten for legibility. Illegible or vague proposals may be rejected. All
signatures must be written. Facsimile, printed, or typewritten signatures are not
acceptable.

All proposals received after the time stated in the Notice to Proposers will not be
considered. The proposer assumes the risk of any delay in the mail or by means of
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17.

18.

19.

personal delivery, the proposer assumes responsibility for having his/her proposal
deposited on time at the place specified. HOWEVER, THE BOARD OF EDUCATION OF
THE SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT RESERVES THE RIGHT TO
WAIVE WHAT IS DEEMED TO BE PROPOSAL OR SPECIFICATION INFORMALITIES
RELATING TO A SPECIFIC PROPOSAL, TO REJECT ANY AND ALL PROPOSALS, TO RE-
ADVERTISE AND INVITE NEW PROPOSALS, OR TO ACCEPT THE WHOLE OR A PART
OF A PROPOSAL FROM MORE THAN ONE PROPOSER AS IN THE BOARDS’
JUDGEMENT, IS IN THE BEST INTEREST OF THE SCHOOL DISTRICT.

The submission of a proposal will be construed to mean that the proposer is fully
informed as to the extent and character of the services, supplies, materials, or
equipment satisfactorily in complete compliance with specifications.

Copies of Professional Licenses held by the proposer as well as a complete business
profile/resume must be submitted

Agree to the following Non-Discrimination Clause:

a. That in the hiring of employees for the performance of work under this
contract or any subcontract hereunder, no contractor, subcontractor, nor
any person acting on behalf of such contractor or subcontractor, shall by
reason of race, creed, color, sex, sexual orientation, age, disability or national
origin discriminate against any person who is qualified and available to
perform the work to which the employment relates; and

b. That no contractor, subcontractor, nor any person on his behalf shall, in any
manner, discriminate against or intimidate any employee hired for the
performance of work under this contract on account of race, creed, color,
sex, sexual orientation, or age.
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Request for Proposal

Scope of Services: (Administrator to Complete)

EVALUATION OF PROPOSALS

The District will evaluate the responses based upon the information supplied by the
consultant. Criteria for evaluations will include: (to be completed by Administrator in
consultation with Purchasing Agent)

Category Weight
1
2
3
4
5
6

TOTAL 100

Notwithstanding the provisions of any general, special, or local law or charter, a
board of education or a trustee of a district may award a contract for the school
vending services subsequent to an evaluation of proposals submitted in response to
a request for proposals prepared by or for the Board of Education or trustee of a
district.

Any public notice soliciting the proposals for services as well as any instructions
provided to potential respondents to a request for proposal, shall specify all of the
criteria to be used in evaluating such proposals and shall specify the weights the
District has assigned to each criterion for the purpose of evaluating proposals
submitted in response to the request for proposals. For this purpose no single
criterion shall be weighted in excess of 50% of the total weight of all criteria to be
used.

Pg5 Proposer’s Initials:



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT 6741 Exhibit 2

PROPOSER’S CHECKLIST

The fol

lowing check list is provided for the convenience of the proposers and is not part

of the contract documents. Each proposer is encouraged to ensure their complete
compliance with all requirements of the proposal documents. Compliance with the

a

Pro

proposal requirements is the sole responsibility of the Proposer.

Notice of Interest Form completed, signed and retuned

Quotation Form completed

List of References of at least three School Districts proposer has served
W-9 Form completed

Affidavit completed and signed

Conflict of Interest Certification completed and signed

Non-Collusive Certification completed and signed

Hold Harmless Agreement completed and signed

Iran Divestment Act of 2012 certification form completed and signed
All Proposal Forms completed and appropriately signed

All Proposal Document Pages initialed and included in this package

posals to be submitted by:

DATE: ,201_

AT:

__:00 _.m.

PLACE: South Orangetown Central School District

Pg 6

School Business Office
160 Van Wyck Road
Blauvelt, New York 10913
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NOTICE OF INTEREST

RFP —

Please complete and return this confirmation form within 5 working days of receiving
proposal package to:

Mrs. Candace Perkins
Purchasing Supervisor
South Orangetown Central School District
160 Van Wyck Road
Blauvelt, NY 10913
Telephone:  845-680-1039
Fax: 845-680-1901
E-Mail: cperkins@socsd.org

Failure to return this form may result in no further communication or addenda
regarding this Proposal.

Company Name:

Address:

City, State, Zip:

Contact Person:

Phone Number: Fax:

E-Mail Address:

| have received a copy of the above noted proposal.

We will be submitting a proposal.

We will not be submitting a proposal.

If you are responding that you are not submitting a proposal, please explain:
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REQUEST FOR PROPOSALS

QUOTATION SHEET
(Use a separate sheet for each proposal being submitted by Provider)

Proposer:

Contact Name and Title:

Address:

Telephone #: Fax #:

Website/Email:

Fees:
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REFERENCES
Vendor :
EXPERIENCE:
School District/ Dates of Service | Contact Name | Telephone# | E-mail
Private School
Other Entities Dates of Service | Contact Name | Telephone# | E-mail
Signature Date

** Use additional pages if necessary
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AFFIDAVIT
THIS FORM MUST BE SIGNED AND NOTARIZED

, being duly sworn, deposes and says, that as an

Owner/operator of :

| hereby further represent to the South Orangetown Central School District that (check
any that apply)
(A) The criminal history check will reveal that the owners/officers of this
corporation have no criminal history.

(B) The criminal history check will indicate that any of the
owners/officers have been convicted of a crime.

(C) The criminal history check will indicate that any of the
owners/officers have a pending criminal charge

(D) The corporation and or officers/owners have had any lawsuits filed
against them

(E) The corporation and or officers/owners have any pending lawsuits
filed against them

If any of the above (B-C) were checked, | hereby provide the following details explaining
my answer. Include at the minimum, the date(s) of conviction(s) and /or charge(s); for
what crime(s) you were convicted or charged with; the jurisdiction(s) by which you were
convicted or charged.

If any of the above (D-E) were checked, | hereby provide the following details explaining
my answer. Include at the minimum, the date(s) the lawsuit(s) was filed; the reason for
the lawsuit(s); the jurisdiction(s) where the lawsuit(s) was filed and the outcome(s) of
the lawsuit(s).
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| understand that my completion and submission of this Affidavit is just one part of the
proposal process. | certify that my statements in this Affidavit and in any explanatory
enclosures are, to the best of my knowledge and belief, true and correct, and that any
omission and/or misstatement of any material fact(s) may cause the District to: (A)
reject the submission of this proposal, (B) revoke any award of contract from the Board
of Education; and/or terminate the contract and any fees pending.

Subscribed and sworn to before me

this day of ,201

(Person, Firm, or corporation)

Notary Public (Authorized Signature)
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Name of Proposer

CONFLICT OF INTEREST CERTIFICATION
THIS FORM MUST BE SIGNED AND NOTARIZED

Business Address

Telephone Number Date of Proposal

The proposer above mentioned declares and certifies:

First

Second

Third

Fourth

Fifth

Sixth

That the said proposer is of lawful age and the only one interested in this
proposal, and that no one other than said proposer has any interest
herein.

That this proposal is made without any previous understanding,
agreement or connection with any other person, firm, or corporation
making a proposal for the same purpose, and is in all respects fair and
without collusion or fraud.

That no member of the Board of Education of the South Orangetown
Central School District nor any officer or employee or person whose
salary is payable as a whole or in part from the treasury of said Board of
Education is directly or indirectly interested in this proposal or in the
supplies, materials, equipment, work, or services to which it relates, or in
any portion of the profits thereof.

That said proposer has carefully examined the instructions, schedules,
and specifications prepared under the direction of the board of
Education, and will, if successful in this proposal, furnish and deliver at
the prices proposed and within the time stated, all materials, supplies,
apparatus, goods, wares, merchandise, services, or labor for which this
proposal is made.

That the prices quoted are net and exclusive of all federal, state, and
municipal sales and excise taxes.

The following non-collusive proposal certification applies to this proposal.

Subscribed and sworn to before me

this day of ,201_

(Person, Firm, or corporation)

Notary Public

Pg 12
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NON-COLLUSIVE PROPOSAL CERTIFICATION
THIS FORM MUST BE SIGNED AND NOTARIZED

By Chapter 675 of the Laws of 1966, Section 103-D, Statement of Non-Collusion in
proposals and request for proposals to political subdivision of the State: Every proposal
made to a political subdivision of the state or any public department, agency or official
thereof where competitive proposals are required by statute, rule, regulation or local
law, for work or services performed or to be performed or goods sold or to be sold, shall
contain the following statement subscribed by the proposer, and affirmed by such
proposer as true under the penalties of perjury: Non-collusive proposal certification.
a) By submission of this proposal, each proposer and each person signing on behalf of any
proposer certifies and in the case of a joint proposal each party thereto certifies as to its own
organization, under penalty of perjury, that to the best of knowledge and belief:
1) The prices in this proposal have been arrived at independently without collusion,
consultation, communication or agreement, for the purpose of restricting competition,
as to any matter relating to such prices with any other proposer or with any competitor,
or potential competitor.
2) Unless otherwise required by law, the prices which have been quoted on this
proposal have not been knowingly disclosed by the proposer prior to opening, directly
or indirectly, to any other proposer or to any competitor or potential competitor, and
3) No attempt has been made or will be made by the proposer to induce any other
person, partnership or corporation to submit or not to submit a proposal for the
purpose of restricting competition.
b) Any proposal made by a corporate proposer shall be deemed to have been authorized by the
board of directors of the proposer, and such authorization shall be deemed to include the signing

and submission of the proposal and the including therein of the certificate as to non-collusion as
the act and deed of the corporation.

Furthermore, that the proposer is legally competent and authorized to submit a
proposal; that said proposer has carefully examined the instructions, schedules and
specifications and if successful will furnish and deliver, at the prices proposed and within
the time stipulated, all the materials, supplies, apparatus, goods, service and labor for
which this proposal is made; that in the event of the failure of the undersigned proposer
to perform the services contained in the proposal the Board of Education of the South
Orangetown CSD will implement the controls as outlined in the performance bond; that
the proposer agrees to comply with applicable labor and other laws as detailed in the
request for proposal.

Subscribed and sworn to before me

this day of ,201

(Person, Firm, or corporation)

Notary Public (Authorized Signature

Commission Expires
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HOLD HARMLESS AGREEMENT
THIS FORM MUST BE SIGNED AND NOTARIZED

IT IS HEREBY AGREED AND UNDERSTOOD THAT THE PROPOSER AGREES TO HOLD HARMLESS AND
INDEMNIFY THE SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT, THEIR BOARD OF EDUCATION, ANY
OFFICER, AGENT, SERVANT, OR EMPLOYEE OF THE SCHOOL DISTRICT FROM ANY LAWSUIT, ACTION,
PROCEEDING, LIABILITY, JUDGMENT, CLAIM, OR DEMAND WHICH MAY ARISE OUT OF:

ANY INJURY TO PERSON OR PROPERTY SUSTAINED BY THE PROPOSER, ITS AGENTS, SERVANTS, OR
EMPLOYEES, OR ANY PERSON, FIRM, OR CORPORATION EMPLOYED DIRECTLY OR INDIRECTLY BY THEM
UPON OR IN CONNECTION WITH THEIR PERFORMANCE UNDER THE CONTRACT.

HOWEVER CAUSED, ANY INJURY TO PERSON OR PROPERTY SUSTAINED BY ANY PERSON, FIRM, OR
CORPORATION, CAUSED BY ANY ACT, DEFAULT, ERROR, OR OMISSION OF THE CONTRACTOR, ITS AGENTS,
OR EMPLOYEES OR ANY PERSON, FIRM, OR CORPORATION, DIRECTLY OR INDIRECTLY EMPLOYED BY THEM
UPON OR IN CONNECTION WITH PERFORMANCE UNDER THE CONTRACT.

THE ASSUMPTION OR INDEMNITY, LIABILITY, AND LOSS HEREUNDER SHALL SURVIVE CONTRACTOR’S
COMPLETION OF SERVICE OR OTHER PERFORMANCE HEREUNDER AND ANY TERMINATION OF THIS
CONTRACT.

THE CONTRACTOR AT ITS OWN EXPENSE AND RISK SHALL DEFEND ANY SUCH LEGAL PROCEEDINGS THAT
MAY BE BROUGHT AGAINST THE SCHOOL DISTRICT, THE BOARD OF EDUCATION, OR ANY OFFICER, AGENT,
SERVANT, OR EMPLOYEE OF THE SCHOOL DISTRICT ON ANY CLAIM OR DEMAND, AND SHALL SATISFY ANY
JUDGMENT THAT MAY BE RENDERED AGAINST THE SCHOOL DISTRICT, THE BOARD OF EDUCATION, OR
ANY OFFICER, AGENT, SERVANT, OR EMPLOYEE OF THE SCHOOL DISTRICT.

THIS INDEMNIFICATION, DEFENSE, AND HOLD HARMLESS AGREEMENT SHALL APPLY TO ANY LAWSUIT,
ACTION, PROCEEDING, LIABILITY, JUDGMENT, CLAIM, OR DEMAND, OR WHATEVER NAME OR NATURE,
NOTWITHSTANDING THAT CONTRACTOR MAY DEEM THE SAME TO BE FRIVOLOUS OR WITHOUT MERIT.
IT IS INTENDED THAT THIS AGREEMENT BE INTERPRETED IN THE BROADEST MANNER POSSIBLE SO AS TO
INSULATE ALL OF THE ENTITIES, PARTIES, AND INDIVIDUALS NAMED

ABOVE FROM ANY LIABILITY, COST, OR JUDGMENT, MONETARY OR OTHERWISE, AS THE SAME MAY
RELATE TO THE PERSONNEL AND SERVICES PROVIDED BY THE CONTRACTOR.

Subscribed and sworn to before me

this day of ,201

(Person, Firm, or corporation)

Notary Public (Authorized Signature)
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IRAN DIVESTMENT ACT OF 2012 CERTIFICATION FORM
THIS FORM MUST BE SIGNED AND NOTARIZED

In order to be considered a responsible proposer, entities must certify that they are not
on the list created and maintained by the State Office of General Services cataloging
significant investment in the Iranian energy sector. Such statement may be submitted
electronically pursuant to General Municipal Law §103(1).

Entities that cannot make this certification may only be awarded the proposal if:

1. The entity’s investment activities in Iran were made before April 12, 2012; the
investment activities in Iran have not been expanded or renewed after that date;
and the entity has adopted, publicized, and is implementing a formal plan to
cease the investment activities in Iran and to refrain from engaging in any new
investments in lran; or

2. The district makes a determination, in writing, that the goods or services are
necessary for the district to perform its functions and that, absent such an
exemption, the district would be unable to obtain the goods or services for
which the contract is offered.

By submission of this proposal, each proposer and each person signing on behalf of any
proposer certifies, and in the case of a joint proposal each party thereto certifies as to
its own organization, under penalty of perjury, that to the best of its knowledge and
belief that each proposer is not on the list created pursuant to paragraph (b) of
subdivision 3 of section 165-a of the state finance law.

Subscribed and sworn to before me

this day of ,201

(Person, Firm, or corporation)

Notary Public (Authorized Signature

Commission Expires
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Instructions for the

Requester of Form W-9

(Rev. January 2011)

Department of the Treasury
Internal Revenue Service

Request for Taxpayer Identification Number

and Certification

Section references are to the Internal Revenue Code unless
otherwise noted.

What’s New

New checkboxes. Generally, for any sale of a covered
security acquired by an S corporation (other than a
financial institution) after December 31, 2011, brokers will
be required to report gross proceeds and basis
information to S corporations and may not treat them as
exempt recipients. New tax classification checkboxes
have been added for S corporation and Trust/estate. The
Form W-9 is revised to allow S corporations sufficient
time to provide new certifications to brokers indicating
their non-exempt status. Also, disregarded entity was
removed as a tax classification for limited liability
companies.

Reminders

® The backup withholding rate is 28% for reportable
payments.

e The IRS website offers TIN Matching e-services for
certain payers to validate name and TIN combinations.
See Taxpayer Identification Number (TIN) Matching
on page 4.

How Do | Know When To Use
Form W-9?

Use Form W-9 to request the taxpayer identification
number (TIN) of a U.S. person (including a resident alien)
and to request certain certifications and claims for
exemption. (See Purpose of Form on Form W-9.)
Withholding agents may require signed Forms W-9 from
U.S. exempt recipients to overcome any presumptions of
foreign status. For federal purposes, a U.S. person
includes but is not limited to:

® An individual who is a U.S. citizen or U.S. resident
alien,

® A partnership, corporation, company, or association
created or organized in the United States or under the
laws of the United States,

® Any estate (other than a foreign estate), or

e A domestic trust (as defined in Regulations section
301.7701-7).

A partnership may require a signed Form W-9 from its
U.S. partners to overcome any presumptions of foreign
status and to avoid withholding on the partner’s allocable
share of the partnership’s effectively connected income.
For more information, see Regulations section 1.1446-1.

Advise foreign persons to use the appropriate
Form W-8. See Pub. 515, Withholding of Tax on
Nonresident Aliens and Foreign Entities, for more
information and a list of the W-8 forms.

Also, a nonresident alien individual may, under certain
circumstances, claim treaty benefits on scholarships and
fellowship grant income. See Pub. 515 or Pub. 519, U.S.
Tax Guide for Aliens, for more information.

Electronic Submission of Forms W-9

Requesters may establish a system for payees and
payees’ agents to submit Forms W-9 electronically,
including by fax. A requester is anyone required to file an
information return. A payee is anyone required to provide
a taxpayer identification number (TIN) to the requester.

Payee’s agent. A payee’s agent can be an investment
advisor (corporation, partnership, or individual) or an
introducing broker. An investment advisor must be
registered with the Securities and Exchange Commission
(SEC) under the Investment Advisers Act of 1940. The
introducing broker is a broker-dealer that is regulated by
the SEC and the National Association of Securities
Dealers, Inc., and that is not a payer. Except for a broker
who acts as a payee’s agent for “readily tradable
instruments,” the advisor or broker must show in writing
to the payer that the payee authorized the advisor or
broker to transmit the Form W-9 to the payer.

Electronic system. Generally, the electronic system
must:

e Ensure the information received is the information
sent, and document all occasions of user access that
result in the submission;

e Make reasonably certain that the person accessing the
system and submitting the form is the person identified
on Form W-9, the investment advisor, or the introducing
broker;

e Provide the same information as the paper Form W-9;
e Be able to supply a hard copy of the electronic Form
W-9 if the Internal Revenue Service requests it; and

® Require as the final entry in the submission an
electronic signature by the payee whose name is on
Form W-9 that authenticates and verifies the submission.
The electronic signature must be under penalties of
perjury and the perjury statement must contain the
language of the paper Form W-9.

For Forms W-9 that are not required to be signed,
@ the electronic system need not provide for an
electronic signature or a perjury statement.

For more details, see the following.
e Announcement 98-27, which is on page 30 of Internal
Revenue Bulletin 1998-15 at www.irs.gov/pub/irs-irbs/
irb98-15.pdf.
e Announcement 2001-91, which is on page 221 of
Internal Revenue Bulletin 2001-36 at www.irs.gov/pub/
irs-irbs/irb01-36.pdf.
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Individual Taxpayer Identification
Number (ITIN)

Form W-9 (or an acceptable substitute) is used by
persons required to file information returns with the IRS
to get the payee’s (or other person’s) correct name and
TIN. For individuals, the TIN is generally a social security
number (SSN).

However, in some cases, individuals who become U.S.
resident aliens for tax purposes are not eligible to obtain
an SSN. This includes certain resident aliens who must
receive information returns but who cannot obtain
an SSN.

These individuals must apply for an ITIN on Form W-7,
Application for IRS Individual Taxpayer Identification
Number, unless they have an application pending for an
SSN. Individuals who have an ITIN must provide it on
Form W-9.

Substitute Form W-9

You may develop and use your own Form W-9 (a
substitute Form W-9) if its content is substantially similar
to the official IRS Form W-9 and it satisfies certain
certification requirements.

You may incorporate a substitute Form W-9 into other
business forms you customarily use, such as account
signature cards. However, the certifications on the
substitute Form W-9 must clearly state (as shown on the
official Form W-9) that under penalties of perjury:

1. The payee’s TIN is correct,

2. The payee is not subject to backup withholding due
to failure to report interest and dividend income, and

3. The payee is a U.S. person.

You may not:

1. Use a substitute Form W-9 that requires the payee,
by signing, to agree to provisions unrelated to the
required certifications, or

2. Imply that a payee may be subject to backup
withholding unless the payee agrees to provisions on the
substitute form that are unrelated to the required
certifications.

A substitute Form W-9 that contains a separate
signature line just for the certifications satisfies the
requirement that the certifications be clearly stated.

If a single signature line is used for the required
certifications and other provisions, the certifications must
be highlighted, boxed, printed in bold-face type, or
presented in some other manner that causes the
language to stand out from all other information
contained on the substitute form. Additionally, the
following statement must be presented to stand out in the
same manner as described above and must appear
immediately above the single signature line:

“The Internal Revenue Service does not require your
consent to any provision of this document other than the
certifications required to avoid backup withholding.”

If you use a substitute form, you are required to
provide the Form W-9 instructions to the payee only if he
or she requests them. However, if the IRS has notified
the payee that backup withholding applies, then you must
instruct the payee to strike out the language in the
certification that relates to underreporting. This instruction
can be given orally or in writing. See item 2 of the
Certification on Form W-9. You can replace “defined

below” with “defined in the instructions” in item 3 of the
Certification on Form W-9 when the instructions will not
be provided to the payee except upon request. For more
information, see Rev. Proc. 83-89,1983-2 C.B. 613;
amplified by Rev. Proc. 96-26, which is on page 22 of
Internal Revenue Bulletin 1996-8 at www.irs.gov/pub/
irs-irbs/irb96-08.pdf.

TIN Applied for

For interest and dividend payments and certain payments
with respect to readily tradable instruments, the payee
may return a properly completed, signed Form W-9 to
you with “Applied For” written in Part I. This is an
“awaiting-TIN” certificate. The payee has 60 calendar
days, from the date you receive this certificate, to provide
a TIN. If you do not receive the payee’s TIN at that time,
you must begin backup withholding on payments.

Reserve rule. You must backup withhold on any
reportable payments made during the 60-day period if a
payee withdraws more than $500 at one time, unless the
payee reserves an amount equal to the current year's
backup withholding rate on all reportable payments made
to the account.

Alternative rule. You may also elect to backup withhold
during this 60-day period, after a 7-day grace period,
under one of the two alternative rules discussed below.

Option 1. Backup withhold on any reportable
payments if the payee makes a withdrawal from the
account after the close of 7 business days after you
receive the awaiting-TIN certificate. Treat as reportable
payments all cash withdrawals in an amount up to the
reportable payments made from the day after you receive
the awaiting-TIN certificate to the day of withdrawal.

Option 2. Backup withhold on any reportable
payments made to the payee’s account, regardless of
whether the payee makes any withdrawals, beginning no
later than 7 business days after you receive the
awaiting-TIN certificate.

The 60-day exemption from backup withholding
does not apply to any payment other than
I jnterest, dividends, and certain payments relating
to readily tradable instruments. Any other reportable
payment, such as nonemployee compensation, is subject
to backup withholding immediately, even if the payee has
applied for and is awaiting a TIN.

Even if the payee gives you an awaiting-TIN
certificate, you must backup withhold on reportable
interest and dividend payments if the payee does not
certify, under penalties of perjury, that the payee is not
subject to backup withholding.

If you do not collect backup withholding from affected
payees as required, you may become liable for any
uncollected amount.

Payees Exempt From Backup
Withholding

Even if the payee does not provide a TIN in the manner
required, you are not required to backup withhold on any
payments you make if the payee is:

1. An organization exempt from tax under
section 501(a), any IRA, or a custodial account under
section 403(b)(7) if the account satisfies the requirements
of section 401(f)(2);

Instr. for Req. of Form W-9 (Rev. 1-2011)
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2. The United States or any of its agencies or
instrumentalities;

3. A state, the District of Columbia, a possession of
the United States, or any of their political subdivisions,
agencies, or instrumentalities;

4. A foreign government or any of its political
subdivisions, agencies, or instrumentalities; or

5. An international organization or any of its agencies
or instrumentalities.

Other payees that may be exempt from backup
withholding include:

6. A corporation;

7. A foreign central bank of issue;

8. A dealer in securities or commodities required to
register in the United States, the District of Columbia, or
a possession of the United States;

9. A futures commission merchant registered with the
Commodity Futures Trading Commission;

10. A real estate investment trust;

11. An entity registered at all times during the tax year
under the Investment Company Act of 1940;

12. A common trust fund operated by a bank under
section 584(a);

13. A financial institution;

14. A middleman known in the investment community
as a nominee or custodian; or

15. A trust exempt from tax under section 664 or
described in section 4947.

The following types of payments are exempt from
backup withholding as indicated for items 1 through 15
above.

Interest and dividend payments. All listed payees are
exempt except the payee in item 9.

Broker transactions. All payees listed in items 1
through 5 and 7 through 13 are exempt. Also, C
corporations are exempt. A person registered under the
Investment Advisers Act of 1940 who regularly acts as a
broker is also exempt.

Barter exchange transactions and patronage
dividends. Only payees listed in items 1 through 5 are
exempt.

Payments reportable under sections 6041 and 6041A.

Only payees listed in items 1 through 7 are generally
exempt.

However, the following payments made to a
corporation (including gross proceeds paid to an attorney
under section 6045(f), even if the attorney is a
corporation) and reportable on Form 1099-MISC,
Miscellaneous Income, are not exempt from backup
withholding.

e Medical and health care payments.

e Attorneys’ fees.

e Payments for services paid by a federal executive
agency. (See Rev. Rul. 2003-66, which is on page 1115
of Intenal Revenue Bulletin 2003-26 at www.irs.gov/pub/
irs-irbs/irb03-26.pdf.)

Payments Exempt From Backup
Withholding

Payments that are not subject to information reporting
also are not subject to backup withholding. For details,
see sections 6041, 6041A, 6042, 6044, 6045, 6049,
6050A, and 6050N, and their regulations. The following
payments are generally exempt from backup withholding.
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Dividends and patronage dividends

e Payments to nonresident aliens subject to withholding
under section 1441.

® Payments to partnerships not engaged in a trade or
business in the United States and that have at least one
nonresident alien partner.

e Payments of patronage dividends not paid in money.
e Payments made by certain foreign organizations.

e Section 404(k) distributions made by an ESOP.

Interest payments

e Payments of interest on obligations issued by
individuals. However, if you pay $600 or more of interest
in the course of your trade or business to a payee, you
must report the payment. Backup withholding applies to
the reportable payment if the payee has not provided a
TIN or has provided an incorrect TIN.

e Payments described in section 6049(b)(5) to
nonresident aliens.

e Payments on tax-free covenant bonds under

section 1451.

e Payments made by certain foreign organizations.

® Mortgage or student loan interest paid to you.

Other types of payment

e Wages.

e Distributions from a pension, annuity, profit-sharing or
stock bonus plan, any IRA, an owner-employee plan, or
other deferred compensation plan.

e Distributions from a medical or health savings account
and long-term care benefits.

e Certain surrenders of life insurance contracts.

e Distribution from qualified tuition programs or
Coverdell ESAs.

e Gambling winnings if regular gambling winnings
withholding is required under section 3402(q). However,
if regular gambling winnings withholding is not required
under section 3402(q), backup withholding applies if the
payee fails to furnish a TIN.

e Real estate transactions reportable under

section 6045(e).

e Cancelled debts reportable under section 6050P.

e Fish purchases for cash reportable under

section 6050R.

After 2011, backup withholding will apply to
certain payment card transactions by a qualified
I payment card agent under section 6050W.

Joint Foreign Payees

If the first payee listed on an account gives you a
Form W-8 or a similar statement signed under penalties
of perjury, backup withholding applies unless:

1. Every joint payee provides the statement regarding
foreign status, or

2. Any one of the joint payees who has not
established foreign status gives you a TIN.

If any one of the joint payees who has not established
foreign status gives you a TIN, use that number for
purposes of backup withholding and information
reporting.

For more information on foreign payees, see the
Instructions for the Requester of Forms W-8BEN,
W-8ECI, W-8EXP, and W-8IMY.
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Names and TINs To Use

for Information Reporting

Show the full name and address as provided on Form
W-9 on the information return filed with the IRS and on
the copy furnished to the payee. If you made payments to
more than one payee or the account is in more than one
name, enter on the first name line of the information
return only the name of the payee whose TIN is shown
on Form W-9. You may show the names of any other
individual payees in the area below the first name line on

the information return.
use for information reporting, see section J of the

-E General Instructions for Certain Information

Returns.

Notices From the IRS

The IRS will send you a notice if the payee’s name and
TIN on the information return you filed do not match the
IRS’s records. (See Taxpayer Identification Number (TIN)
Matching, later.) You may have to send a “B” notice to

For more information on the names and TINs to

the payee to solicit another TIN. Pub. 1281, Backup
Withholding for Missing and Incorrect Name/TIN(s),
contains copies of the two types of “B” notices.

Taxpayer Identification Number (TIN)
Matching

TIN Matching allows a payer or authorized agent who is
required to file Forms 1099-B, DIV, INT, K, MISC, OID,
and/or PATR to match TIN and name combinations with
IRS records before submitting the forms to the IRS. TIN
Matching is one of the e-services products that is offered
and is accessible through the IRS website. Go to IRS.gov
and enter e-services in the search box. It is anticipated
that payers who validate the TIN and name combinations
before filing information returns will receive fewer backup
withholding (CP2100) notices and penalty notices.

Additional Information

For more information on backup withholding, see Pub.
1281.
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Department of the Treasury
Internal Revenue Service

Request for Taxpayer
Identification Number and Certification

Give Form to the
requester. Do not
send to the IRS.

Name (as shown on your income tax return)

Business name/disregarded entity name, if different from above

Check appropriate box for federal tax classification:

[ Individual/sole proprietor [] ¢ Corporation

Print or type

|:| Other (see instructions) »

|:| S Corporation |:| Partnership |:| Trust/estate

|:| Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) »

|:| Exempt payee

Address (number, street, and apt. or suite no.)

Requester’s name and address (optional)

City, state, and ZIP code

See Specific Instructions on page 2.

List account number(s) here (optional)

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Name” line
to avoid backup withholding. For individuals, this is your social security number (SSN). However, for a

resident alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other - -
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a

TIN on page 3.

Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose

number to enter.

| Social security number

| Employer identification number

Part i Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me), and

2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding, and

3. lam a U.S. citizen or other U.S. person (defined below).

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the

instructions on page 4.

Slgn Signature of
Here U.S. person »

Date >

General Instructions

Section references are to the Internal Revenue Code unless otherwise
noted.

Purpose of Form

A person who is required to file an information return with the IRS must
obtain your correct taxpayer identification number (TIN) to report, for
example, income paid to you, real estate transactions, mortgage interest
you paid, acquisition or abandonment of secured property, cancellation
of debt, or contributions you made to an IRA.

Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your correct TIN to the person requesting it (the
requester) and, when applicable, to:

1. Certify that the TIN you are giving is correct (or you are waiting for a
number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt
payee. If applicable, you are also certifying that as a U.S. person, your
allocable share of any partnership income from a U.S. trade or business
is not subject to the withholding tax on foreign partners’ share of
effectively connected income.

Note. If a requester gives you a form other than Form W-9 to request
your TIN, you must use the requester’s form if it is substantially similar
to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are:

e An individual who is a U.S. citizen or U.S. resident alien,

¢ A partnership, corporation, company, or association created or
organized in the United States or under the laws of the United States,

¢ An estate (other than a foreign estate), or
e A domestic trust (as defined in Regulations section 301.7701-7).

Special rules for partnerships. Partnerships that conduct a trade or
business in the United States are generally required to pay a withholding
tax on any foreign partners’ share of income from such business.
Further, in certain cases where a Form W-9 has not been received, a
partnership is required to presume that a partner is a foreign person,
and pay the withholding tax. Therefore, if you are a U.S. person that is a
partner in a partnership conducting a trade or business in the United
States, provide Form W-9 to the partnership to establish your U.S.
status and avoid withholding on your share of partnership income.

Cat. No. 10231X
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The person who gives Form W-9 to the partnership for purposes of
establishing its U.S. status and avoiding withholding on its allocable
share of net income from the partnership conducting a trade or business
in the United States is in the following cases:

* The U.S. owner of a disregarded entity and not the entity,

* The U.S. grantor or other owner of a grantor trust and not the trust,
and

* The U.S. trust (other than a grantor trust) and not the beneficiaries of
the trust.

Foreign person. If you are a foreign person, do not use Form W-9.
Instead, use the appropriate Form W-8 (see Publication 515,
Withholding of Tax on Nonresident Aliens and Foreign Entities).

Nonresident alien who becomes a resident alien. Generally, only a
nonresident alien individual may use the terms of a tax treaty to reduce
or eliminate U.S. tax on certain types of income. However, most tax
treaties contain a provision known as a “saving clause.” Exceptions
specified in the saving clause may permit an exemption from tax to
continue for certain types of income even after the payee has otherwise
become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception
contained in the saving clause of a tax treaty to claim an exemption
from U.S. tax on certain types of income, you must attach a statement
to Form W-9 that specifies the following five items:

1. The treaty country. Generally, this must be the same treaty under
which you claimed exemption from tax as a nonresident alien.

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that contains the
saving clause and its exceptions.

4. The type and amount of income that qualifies for the exemption
from tax.

5. Sufficient facts to justify the exemption from tax under the terms of
the treaty article.

Example. Article 20 of the U.S.-China income tax treaty allows an
exemption from tax for scholarship income received by a Chinese
student temporarily present in the United States. Under U.S. law, this
student will become a resident alien for tax purposes if his or her stay in
the United States exceeds 5 calendar years. However, paragraph 2 of
the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows
the provisions of Article 20 to continue to apply even after the Chinese
student becomes a resident alien of the United States. A Chinese
student who qualifies for this exception (under paragraph 2 of the first
protocol) and is relying on this exception to claim an exemption from tax
on his or her scholarship or fellowship income would attach to Form
W-9 a statement that includes the information described above to
support that exemption.

If you are a nonresident alien or a foreign entity not subject to backup
withholding, give the requester the appropriate completed Form W-8.

What is backup withholding? Persons making certain payments to you
must under certain conditions withhold and pay to the IRS a percentage
of such payments. This is called “backup withholding.” Payments that
may be subject to backup withholding include interest, tax-exempt
interest, dividends, broker and barter exchange transactions, rents,
royalties, nonemployee pay, and certain payments from fishing boat
operators. Real estate transactions are not subject to backup
withholding.

You will not be subject to backup withholding on payments you
receive if you give the requester your correct TIN, make the proper
certifications, and report all your taxable interest and dividends on your
tax return.

Payments you receive will be subject to backup
withholding if:
1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the Part Il
instructions on page 3 for details),

3. The IRS tells the requester that you furnished an incorrect TIN,

4. The IRS tells you that you are subject to backup withholding
because you did not report all your interest and dividends on your tax
return (for reportable interest and dividends only), or

5. You do not certify to the requester that you are not subject to
backup withholding under 4 above (for reportable interest and dividend
accounts opened after 1983 only).

Certain payees and payments are exempt from backup withholding.
See the instructions below and the separate Instructions for the
Requester of Form W-9.

Also see Special rules for partnerships on page 1.

Updating Your Information

You must provide updated information to any person to whom you
claimed to be an exempt payee if you are no longer an exempt payee
and anticipate receiving reportable payments in the future from this
person. For example, you may need to provide updated information if
you are a C corporation that elects to be an S corporation, or if you no
longer are tax exempt. In addition, you must furnish a new Form W-9 if
the name or TIN changes for the account, for example, if the grantor of a
grantor trust dies.

Penalties

Failure to furnish TIN. If you fail to furnish your correct TIN to a
requester, you are subject to a penalty of $50 for each such failure
unless your failure is due to reasonable cause and not to willful neglect.

Civil penalty for false information with respect to withholding. If you
make a false statement with no reasonable basis that results in no
backup withholding, you are subject to a $500 penalty.

Criminal penalty for falsifying information. Willfully falsifying
certifications or affirmations may subject you to criminal penalties
including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TINs in violation of
federal law, the requester may be subject to civil and criminal penalties.

Specific Instructions
Name

If you are an individual, you must generally enter the name shown on
your income tax return. However, if you have changed your last name,
for instance, due to marriage without informing the Social Security
Administration of the name change, enter your first name, the last name
shown on your social security card, and your new last name.

If the account is in joint names, list first, and then circle, the name of
the person or entity whose number you entered in Part | of the form.

Sole proprietor. Enter your individual name as shown on your income
tax return on the “Name” line. You may enter your business, trade, or
“doing business as (DBA)” name on the “Business name/disregarded
entity name” line.

Partnership, C Corporation, or S Corporation. Enter the entity's name
on the “Name” line and any business, trade, or “doing business as
(DBA) name” on the “Business name/disregarded entity name” line.

Disregarded entity. Enter the owner's name on the “Name” line. The
name of the entity entered on the “Name” line should never be a
disregarded entity. The name on the “Name” line must be the name
shown on the income tax return on which the income will be reported.
For example, if a foreign LLC that is treated as a disregarded entity for
U.S. federal tax purposes has a domestic owner, the domestic owner's
name is required to be provided on the “Name” line. If the direct owner
of the entity is also a disregarded entity, enter the first owner that is not
disregarded for federal tax purposes. Enter the disregarded entity's
name on the “Business name/disregarded entity name” line. If the owner
of the disregarded entity is a foreign person, you must complete an
appropriate Form W-8.

Note. Check the appropriate box for the federal tax classification of the
person whose name is entered on the “Name” line (Individual/sole
proprietor, Partnership, C Corporation, S Corporation, Trust/estate).

Limited Liability Company (LLC). If the person identified on the
“Name” line is an LLC, check the “Limited liability company” box only
and enter the appropriate code for the tax classification in the space
provided. If you are an LLC that is treated as a partnership for federal
tax purposes, enter “P” for partnership. If you are an LLC that has filed a
Form 8832 or a Form 2553 to be taxed as a corporation, enter “C” for
C corporation or “S” for S corporation. If you are an LLC that is
disregarded as an entity separate from its owner under Regulation
section 301.7701-3 (except for employment and excise tax), do not
check the LLC box unless the owner of the LLC (required to be
identified on the “Name” line) is another LLC that is not disregarded for
federal tax purposes. If the LLC is disregarded as an entity separate
from its owner, enter the appropriate tax classification of the owner
identified on the “Name” line.



Form W-9 (Rev. 12-2011)

Page 3

Other entities. Enter your business name as shown on required federal
tax documents on the “Name” line. This name should match the name
shown on the charter or other legal document creating the entity. You
may enter any business, trade, or DBA name on the “Business name/
disregarded entity name” line.

Exempt Payee

If you are exempt from backup withholding, enter your name as
described above and check the appropriate box for your status, then
check the “Exempt payee” box in the line following the “Business name/
disregarded entity name,” sign and date the form.

Generally, individuals (including sole proprietors) are not exempt from
backup withholding. Corporations are exempt from backup withholding
for certain payments, such as interest and dividends.

Note. If you are exempt from backup withholding, you should still
complete this form to avoid possible erroneous backup withholding.

The following payees are exempt from backup withholding:

1. An organization exempt from tax under section 501(a), any IRA, or a
custodial account under section 403(b)(7) if the account satisfies the
requirements of section 401()(2),

2. The United States or any of its agencies or instrumentalities,

3. A state, the District of Columbia, a possession of the United States,
or any of their political subdivisions or instrumentalities,

4. A foreign government or any of its political subdivisions, agencies,
or instrumentalities, or

5. An international organization or any of its agencies or
instrumentalities.

Other payees that may be exempt from backup withholding include:
6. A corporation,
7. A foreign central bank of issue,

8. A dealer in securities or commodities required to register in the
United States, the District of Columbia, or a possession of the United
States,

9. A futures commission merchant registered with the Commodity
Futures Trading Commission,

10. A real estate investment trust,

11. An entity registered at all times during the tax year under the
Investment Company Act of 1940,

12. A common trust fund operated by a bank under section 584(a),
13. A financial institution,

14. A middleman known in the investment community as a nominee or
custodian, or

15. A trust exempt from tax under section 664 or described in section
4947.

The following chart shows types of payments that may be exempt
from backup withholding. The chart applies to the exempt payees listed
above, 1 through 15.

IF the payment is for . .. THEN the payment is exempt

for...

Interest and dividend payments All exempt payees except

for 9

Broker transactions Exempt payees 1 through 5 and 7

through 13. Also, C corporations.

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 5

Payments over $600 required to be | Generally, exempt payees
reported and direct sales over 1 through 7
$5,000 '

'See Form 1099-MISC, Miscellaneous Income, and its instructions.

*However, the following payments made to a corporation and reportable on Form
1099-MISC are not exempt from backup withholding: medical and health care
payments, attorneys' fees, gross proceeds paid to an attorney, and payments for
services paid by a federal executive agency.

Part I. Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. If you are a resident alien and
you do not have and are not eligible to get an SSN, your TIN is your IRS
individual taxpayer identification number (ITIN). Enter it in the social
security number box. If you do not have an ITIN, see How to get a TIN
below.

If you are a sole proprietor and you have an EIN, you may enter either
your SSN or EIN. However, the IRS prefers that you use your SSN.

If you are a single-member LLC that is disregarded as an entity
separate from its owner (see Limited Liability Company (LLC) on page 2),
enter the owner’s SSN (or EIN, if the owner has one). Do not enter the
disregarded entity’s EIN. If the LLC is classified as a corporation or
partnership, enter the entity’s EIN.

Note. See the chart on page 4 for further clarification of name and TIN
combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately.
To apply for an SSN, get Form SS-5, Application for a Social Security
Card, from your local Social Security Administration office or get this
form online at www.ssa.gov. You may also get this form by calling
1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer
Identification Number, to apply for an ITIN, or Form SS-4, Application for
Employer Identification Number, to apply for an EIN. You can apply for
an EIN online by accessing the IRS website at www.irs.gov/businesses
and clicking on Employer Identification Number (EIN) under Starting a
Business. You can get Forms W-7 and SS-4 from the IRS by visiting
IRS.gov or by calling 1-800-TAX-FORM (1-800-829-3676).

If you are asked to complete Form W-9 but do not have a TIN, write
“Applied For” in the space for the TIN, sign and date the form, and give
it to the requester. For interest and dividend payments, and certain
payments made with respect to readily tradable instruments, generally
you will have 60 days to get a TIN and give it to the requester before you
are subject to backup withholding on payments. The 60-day rule does
not apply to other types of payments. You will be subject to backup
withholding on all such payments until you provide your TIN to the
requester.

Note. Entering “Applied For” means that you have already applied for a
TIN or that you intend to apply for one soon.

Caution: A disregarded domestic entity that has a foreign owner must
use the appropriate Form W-8.

Part Il. Certification

To establish to the withholding agent that you are a U.S. person, or
resident alien, sign Form W-9. You may be requested to sign by the
withholding agent even if item 1, below, and items 4 and 5 on page 4
indicate otherwise.

For a joint account, only the person whose TIN is shown in Part |
should sign (when required). In the case of a disregarded entity, the
person identified on the “Name” line must sign. Exempt payees, see
Exempt Payee on page 3.

Signature requirements. Complete the certification as indicated in
items 1 through 3, below, and items 4 and 5 on page 4.

1. Interest, dividend, and barter exchange accounts opened
before 1984 and broker accounts considered active during 1983.
You must give your correct TIN, but you do not have to sign the
certification.

2. Interest, dividend, broker, and barter exchange accounts
opened after 1983 and broker accounts considered inactive during
1983. You must sign the certification or backup withholding will apply. If
you are subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross out item 2 in the
certification before signing the form.

3. Real estate transactions. You must sign the certification. You may
cross out item 2 of the certification.
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4, Other payments. You must give your correct TIN, but you do not
have to sign the certification unless you have been notified that you
have previously given an incorrect TIN. “Other payments” include
payments made in the course of the requester’s trade or business for
rents, royalties, goods (other than bills for merchandise), medical and
health care services (including payments to corporations), payments to
a nonemployee for services, payments to certain fishing boat crew
members and fishermen, and gross proceeds paid to attorneys
(including payments to corporations).

5. Mortgage interest paid by you, acquisition or abandonment of
secured property, cancellation of debt, qualified tuition program
payments (under section 529), IRA, Coverdell ESA, Archer MSA or
HSA contributions or distributions, and pension distributions. You
must give your correct TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester

For this type of account: Give name and SSN of:

1. Individual The individual
2. Two or more individuals (joint The actual owner of the account or,
account) if combined funds, the first

individual on the account '

3. Custodian account of a minor
(Uniform Gift to Minors Act)

4. a. The usual revocable savings
trust (grantor is also trustee)
b. So-called trust account that is
not a legal or valid trust under
state law

5. Sole proprietorship or disregarded
entity owned by an individual

6. Grantor trust filing under Optional
Form 1099 Filing Method 1 (see
Regulation section 1.671-4(b)(2)(i)(A))

The minor *
The grantor-trustee '

The actual owner '

The owner °

The grantor*

For this type of account: Give name and EIN of:

7. Disregarded entity not owned by an | The owner
individual

. A valid trust, estate, or pension trust | Legal entity *

Corporation or LLC electing

corporate status on Form 8832 or

Form 2553

10. Association, club, religious,
charitable, educational, or other
tax-exempt organization

11. Partnership or multi-member LLC

12. A broker or registered nominee

© ®

The corporation

The organization

The partnership
The broker or nominee

13. Account with the Department of
Agriculture in the name of a public
entity (such as a state or local
government, school district, or
prison) that receives agricultural
program payments

14. Grantor trust filing under the Form
1041 Filing Method or the Optional
Form 1099 Filing Method 2 (see
Regulation section 1.671-4(b)(2)(i)(B))

The public entity

The trust

" List first and circle the name of the person whose number you furnish. If only one personon a
joint account has an SSN, that person’s number must be furnished.

? Gircle the minor’s name and furnish the minor's SSN.

3You must show your individual name and you may also enter your business or “DBA” name on
the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you
have one), but the IRS encourages you to use your SSN.

4 List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the
personal representative or trustee unless the legal entity itself is not designated in the account
title.) Also see Special rules for partnerships on page 1.

*Note. Grantor also must provide a Form W-9 to trustee of trust.

Note. If no name is circled when more than one name is listed, the
number will be considered to be that of the first name listed.

Secure Your Tax Records from Identity Theft

Identity theft occurs when someone uses your personal information
such as your name, social security number (SSN), or other identifying
information, without your permission, to commit fraud or other crimes.
An identity thief may use your SSN to get a job or may file a tax return
using your SSN to receive a refund.

To reduce your risk:
* Protect your SSN,
® Ensure your employer is protecting your SSN, and
* Be careful when choosing a tax preparer.

If your tax records are affected by identity theft and you receive a
notice from the IRS, respond right away to the name and phone number
printed on the IRS notice or letter.

If your tax records are not currently affected by identity theft but you
think you are at risk due to a lost or stolen purse or wallet, questionable
credit card activity or credit report, contact the IRS Identity Theft Hotline
at 1-800-908-4490 or submit Form 14039.

For more information, see Publication 4535, Identity Theft Prevention
and Victim Assistance.

Victims of identity theft who are experiencing economic harm or a
system problem, or are seeking help in resolving tax problems that have
not been resolved through normal channels, may be eligible for
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD
1-800-829-4059.

Protect yourself from suspicious emails or phishing schemes.
Phishing is the creation and use of email and websites designed to
mimic legitimate business emails and websites. The most common act
is sending an email to a user falsely claiming to be an established
legitimate enterprise in an attempt to scam the user into surrendering
private information that will be used for identity theft.

The IRS does not initiate contacts with taxpayers via emails. Also, the
IRS does not request personal detailed information through email or ask
taxpayers for the PIN numbers, passwords, or similar secret access
information for their credit card, bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS,
forward this message to phishing@irs.gov. You may also report misuse
of the IRS name, logo, or other IRS property to the Treasury Inspector
General for Tax Administration at 1-800-366-4484. You can forward
suspicious emails to the Federal Trade Commission at: spam@uce.gov
or contact them at www.ftc.gov/idtheft or 1-877-IDTHEFT
(1-877-438-4338).

Visit IRS.gov to learn more about identity theft and how to reduce
your risk.

Privacy Act Notice

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons (including federal agencies) who are required to file information returns with
the IRS to report interest, dividends, or certain other income paid to you; mortgage interest you paid; the acquisition or abandonment of secured property; the cancellation
of debt; or contributions you made to an IRA, Archer MSA, or HSA. The person collecting this form uses the information on the form to file information returns with the IRS,
reporting the above information. Routine uses of this information include giving it to the Department of Justice for civil and criminal litigation and to cities, states, the District
of Columbia, and U.S. possessions for use in administering their laws. The information also may be disclosed to other countries under a treaty, to federal and state agencies
to enforce civil and criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism. You must provide your TIN whether or not you are required to
file a tax return. Under section 3406, payers must generally withhold a percentage of taxable interest, dividend, and certain other payments to a payee who does not give a
TIN to the payer. Certain penalties may also apply for providing false or fraudulent information.
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EXHIBIT 3
SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
INDEPENDENT CONTRACTOR CERTIEICATION
Name Dates of Service
Service to be provided Requesting Administrator

Circle Either YES or NO for each question

Does the employer have the right to control, supervise or YES NO
direct the individual performing the services, not only as to
result but as to how assigned tasks are to be performed?

Does the individual report to a certain person or depart- YES NO
ment at the beginning or during each work day?

Does the individual receive instructions as to what work to YES NO
perform each day?

Are the individual's decisions subject to review by the YES NO
employer?

Does the employer set the hours to be worked? YES NO
Does the individual work at established and fixed hours? YES NO
Does the employer maintain time records for the YES NO
individual?

Has the employer established a formal job description for YES NO
the position?

Has the employer’s governing board formally created the YES NO

position with the approval of the local civil service
commission where necessary?

Does the employer have the right to require the individual YES No
to be trained?
Does the employer provide the individual with permanent YES No

workspace and facilities (e.qg., office, supplies, clerical
assistance, etc.)?

Is the individual covered by a contract negotiated between YES No
union and the employer?

Does the individual have a personal employment contract NO YES
with the employer?

Does the employer pay the individual salary or wages YES No
through the employer’s payroll system?

Does the employer pay the individual for the performance No YES

of services through the submission of a voucher?
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Are tax withholding and employee benefit deductions YES No
made from the individual's paychecks?
Does the individual receive any fringe benefits (e.g., YES No
Health insurance, sick or vacation time)?
Is the individual authorized to hire others, at the expense No YES
of the individual or a third party, to assist the individual in
performing work for the employer?
Is the individual concurrently performing substantially the No YES
same services for other public employers?
Is the individual also employed or associated with another No YES
entity that provides services to the employer by contract,
retainer or other agreement?
Does the individual provide similar services to the public? NO YES

For All New Hires: If it is determined that the individual is rendering service as an
employee and, therefore, may be eligible for credit with the Retirement System, you must
submit this form, as well as supporting documentation to the Director of Human Resources.

I, the Director of Human Resources for the South Orangetown Central School District, have

reviewed and completed this Certification and | certify that | have determined that the
individual IS NOT an employee.

Signed By: Date:

Print Name:
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SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

INSTRUCTIONS FOR INDEPENDENT CONTRACTOR SERVICES AGREEMENT
(NON-EMPLOYEE OF THE DISTRICT)

Independent Contractor Services Agreement: to be completed by Administrator whenever there is a need for services
to be provided to the District by any individuals, corporations, partnerships, etc. providing independent
contractor/consulting services.

ALL PAPER WORK MUST BE COMPLETED AND SUBMITTED
AT A MINIMUM OF SIX WEEKS PRIOR TO THE START OF SERVICE

1. Requisition is submitted to the Purchasing Department with the following back-up:

a. In accordance with the District policy for Contracting for Professional Services 6741 — If services to be
provided are Professional services requiring special skill and/or training (i.e. legal, medical, auditing,
pedagogical, food service consultants, web-site design/maintenance) refer to Policy 6741, its regulations
and exhibits.

b. If services to be provided are not professional services (i.e. ringers, sound assistants, repair services,
certain continuing education providers) refer to Policy 6700 regulations and exhibits.

c. Complete Independent Contractor Services Agreement, if the provider does not have a contract.

2. Packet should be submitted to Human Resources for review:

a. Independent Contractor Certification Form (6741E-3) to be completed by the Human Resources
department to insure that the contractor is independent and cannot be considered an employee

b. Fingerprinting required: generally if the contractor is working with students for 5 days or more,
fingerprinting will be required as per Part 87 of the Regulations of the Commissioner of Education and
the Safe Schools Against Violence in Education (SAVE) legislation (Chapter 180 of the Laws of 2001)

c. Board of Education approval required: If cumulative services for the school year are greater than $3,000,
it will be placed on the BOE agenda prior to signing the contract and approving a purchase order —(see
item 4-a)

d. Once reviewed, HR will submit to the Purchasing Agent with all documentation

3. Purchasing Agent will review the documents:

a. Independent Contractor vs. Employee Certification

b. Liability Insurance, if required

c. Sign Independent Contractor Services Agreement

4. Final package will go back to HR:

a. For placement on BOE agenda, if required

b. If BOE approval is not required paperwork will be finalized and filed in HR with copies going back to
administrator with approved purchase order

5. After services begin:

a. Administrator must submit an invoice on the independent contractor’s letterhead to the Business Office.

b. It is the responsibility of the requesting administrator to track the expenses of the independent
contractor to prevent exceeding the approved amount.

c. Business Office makes payment for services to the independent contractor in accordance with the
approved Agreement.
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SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

INDEPENDENT CONTRACTOR - SERVICES AGREEMENT

BY AND BETWEEN THE BOARD OF EDUCATION OF THE SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT, with offices
at 160 Van Wyck Road, Blauvelt, New York, hereinafter referred to as the “District,” and
, hereinafter referred to as the “Independent Contractor”:

WHEREAS, the District desires to engage the services of the Independent Contractor, on a non-exclusive basis, to
provide services as (hereinafter referred to as “Independent Contractor
Services”) for the District during the 20 -20 school year and the Independent Contractor desires to be so
engaged, under the following terms and conditions:

1. This Agreement supersedes all other agreements between the parties, either oral or in writing, with respect to
the subject matter herein. Any understanding or promise not contained herein shall not be valid or binding,
unless agreed to, in writing, by both parties.

2. The Independent Contractor agrees to provide services to the District in accordance with New York State Law.
Services under this Agreement are to be provided to:

[] Students  [_15 days or less []more than 5 days
] Adult Community Members
[_1 School District Staff Members

at the following location(s): during the following
schedule:
Start date End date Total number of sessions Length of each session

3. The District shall pay the Independent Contractor:
S per [ lday [Jhour []session [ ]task
for services provided in accordance with this Agreement.
Services under this Agreement shall not exceed the sum of $

4. The Independent Contractor shall maintain documentation in compliance with state and federal laws and
regulations and agrees to provide the District with such oral or written reports as may from time to time be
requested by the District.

5. The District shall provide the Independent Contractor with all documentation and information necessary for the
Independent Contractor to provide services to the District, which information shall not be disclosed to any third
party without the District’s consent.

6. The District shall provide the Independent Contractor with access to, but not exclusive use of, office space,
telephone, computer, printer, copier and appropriate software, as well as access to the District’s files and
records as may be needed to perform the services called for by this Agreement, when the Independent
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Contractor is on the District’s premises. The parties agree that the Independent Contractor is responsible for
maintaining the Independent Contractor’s own office, computer, printer, software and supplies outside of the
District.

The services under this Agreement shall be performed only by the Independent Contractor, who is licensed,
certified, or professionally qualified to provide such services under the laws and regulations of New York State, if
applicable.

The services provided pursuant to this Agreement shall be performed in accordance with the standard of skill,
ethics and practice required of persons providing such services in the State of New York and the Independent
Contractor will, at all times, comply with all laws and regulations governing the provision of such services,
including but not limited to, licensing, certification and educational requirements.

The Independent Contractor shall submit bills to the District on a bi-monthly basis, stating the dates, specific
hours of service actually rendered referencing the name(s) of the student(s) who received the service on a form
to be issued by the District, if applicable (copy attached). The District shall verify that the services have been
rendered and pay the Independent Contractor within thirty (30) days of submission of such bills. Time spent on
note writing, preparation, travel, and waiting time is acknowledged to be non-compensable. The Independent
Contractor agrees that they will not, under any circumstances, bill the student for such services or otherwise
seek reimbursement for such services.

The Independent Contractor shall not be paid for scheduled services in the event the District notifies the
Independent Contractor at least twenty-four (24) hours prior to the Independent Contractor’s arrival at the site
or in the event of inclement weather or emergency necessitating the closing of school.

This Agreement does not create an employee/employer relationship between the parties. It is the parties’
intention that the Independent Contractor will not be the District’s employee for all purposes, including, but not
limited to, the application of the Fair Labor Standards Act minimum wage and overtime payment provisions,
Federal Insurance Contribution Act (FICA), the Social Security Act, the Federal Unemployment Tax Act (FUTA),
the provisions of the Internal Revenue Code, the New York State Revenue and Taxation Laws, the New York
State Workers’ Compensation Law, the New York State Unemployment Insurance Law and any other payments
and contributions, including contributions to a retirement system or plan.

The Independent Contractor will retain sole and absolute discretion in the judgment of the manner and means
of carrying out the services, activities and responsibilities hereunder. The Independent Contractor will carry out
services, activities and responsibilities hereunder within professional guidelines and exercising good professional
judgment. The Independent Contractor agrees to be a separate and independent enterprise from the District
who has full opportunity to find other business and that a high level of skill will be necessary to perform the
work. The District shall not be liable for any obligation incurred by the Independent Contractor, if any, including,
but not limited to unpaid minimum wages and/or overtime premiums.

The Independent Contractor agrees that it will not discriminate with respect to the provision of services on the
grounds of race, religion, creed, color, national origin, sex, disability or other non-merit factors, nor discriminate
against any individual on such grounds.

This Agreement shall be effective commencing the date this Agreement is approved by the Board of Education

and shall terminate on the last day of school during the school year noted on page 1 of this Agreement, unless
sooner terminated hereunder.
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This Agreement may be terminated by mutual agreement of the parties, or upon thirty (30) days prior written
notice by either party to the other party. Such notice shall be deemed given if sent to a party by certified mail,
return receipt requested, to the address set forth above, or if personally delivered to such party.

This Agreement shall be construed in accordance with the laws of the State of New York. In the event that any
provision hereof is deemed unenforceable by a court of competent jurisdiction, the other provisions shall
nevertheless remain in effect.

This Agreement contains the entire understanding between the parties with reference to the matters contained
herein. No amendments to this Agreement shall be valid unless made in writing and signed by both parties.

Defense and Indemnification: to the fullest extent permitted by law, Contractor shall indemnify and hold
harmless South Orangetown CSD and its agents and employees from and against all claims, damages, losses and
expenses, including but not limited to attorneys’ fees, arising out of or resulting from the performance of the
services under the agreement, provided that any claim, damage, loss or expense is attributable to bodily injury,
sickness, disease or death, or to injury to or destruction of tangible property, including the loss of use resulting
therefrom and caused in whole or in part by any negligent act or omission of contractor, anyone directly or
indirectly employed by contractor or anyone for whose acts the contractor may be liable, and regardless of
whether or not it is caused in part by a party indemnified hereunder. The obligation shall not be construed to
negate, abridge, or otherwise reduce any other right or obligation of indemnity that would otherwise exist as to
any part or person described in the paragraph.
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IN WITNESS WHEREOF, the parties hereto have duly executed this Agreement.

REQUESTED BY:

Signature of School District Administrator Date

Printed Name & Title

INDEPENDENT CONTRACTOR: | hereby agree to the terms and conditions of this Agreement. | hereby acknowledge
that | have been informed by the South Orangetown Central School District that an Independent Contractor is not a
member of the New York State Teachers’ Retirement System or the New York State and Local Retirement System for the
services performed under this Agreement. | acknowledge that | am solely responsible for the payment of state and
federal income taxes applicable to payments received under this Agreement. | am aware that | am not entitled to health
insurance, workers’ compensation insurance, unemployment insurance, disability insurance, or other benefits.

Independent Contractor’s Signature Date

Printed Name

ACCEPTED BY: ACCEPTED BY:
Director of Human Resources Date Purchasing Agent Date
Fingerprinting Requirement, as per Insurance Required:
the requirements of the
Commissioner of Education and the [1ves Cdno
Safe Schools Against Violence in L1 General Liability - $1m per occurrence/$2 m
Education (SAVE) Legislation (Chapter aggregate
180 of the Laws of 2001) ] Automobile Liability - $1m combined single limit
[ Excess Insurance - $3 m
[ ves Cino [ Professional Errors & Omissions - $1m per
occurrence/$2m aggregate

Board of Education Approval Date
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Instructions for the

Requester of Form W-9

(Rev. January 2011)

Department of the Treasury
Internal Revenue Service

Request for Taxpayer Identification Number

and Certification

Section references are to the Internal Revenue Code unless
otherwise noted.

What’s New

New checkboxes. Generally, for any sale of a covered
security acquired by an S corporation (other than a
financial institution) after December 31, 2011, brokers will
be required to report gross proceeds and basis
information to S corporations and may not treat them as
exempt recipients. New tax classification checkboxes
have been added for S corporation and Trust/estate. The
Form W-9 is revised to allow S corporations sufficient
time to provide new certifications to brokers indicating
their non-exempt status. Also, disregarded entity was
removed as a tax classification for limited liability
companies.

Reminders

® The backup withholding rate is 28% for reportable
payments.

e The IRS website offers TIN Matching e-services for
certain payers to validate name and TIN combinations.
See Taxpayer Identification Number (TIN) Matching
on page 4.

How Do | Know When To Use
Form W-9?

Use Form W-9 to request the taxpayer identification
number (TIN) of a U.S. person (including a resident alien)
and to request certain certifications and claims for
exemption. (See Purpose of Form on Form W-9.)
Withholding agents may require signed Forms W-9 from
U.S. exempt recipients to overcome any presumptions of
foreign status. For federal purposes, a U.S. person
includes but is not limited to:

® An individual who is a U.S. citizen or U.S. resident
alien,

® A partnership, corporation, company, or association
created or organized in the United States or under the
laws of the United States,

® Any estate (other than a foreign estate), or

e A domestic trust (as defined in Regulations section
301.7701-7).

A partnership may require a signed Form W-9 from its
U.S. partners to overcome any presumptions of foreign
status and to avoid withholding on the partner’s allocable
share of the partnership’s effectively connected income.
For more information, see Regulations section 1.1446-1.

Advise foreign persons to use the appropriate
Form W-8. See Pub. 515, Withholding of Tax on
Nonresident Aliens and Foreign Entities, for more
information and a list of the W-8 forms.

Also, a nonresident alien individual may, under certain
circumstances, claim treaty benefits on scholarships and
fellowship grant income. See Pub. 515 or Pub. 519, U.S.
Tax Guide for Aliens, for more information.

Electronic Submission of Forms W-9

Requesters may establish a system for payees and
payees’ agents to submit Forms W-9 electronically,
including by fax. A requester is anyone required to file an
information return. A payee is anyone required to provide
a taxpayer identification number (TIN) to the requester.

Payee’s agent. A payee’s agent can be an investment
advisor (corporation, partnership, or individual) or an
introducing broker. An investment advisor must be
registered with the Securities and Exchange Commission
(SEC) under the Investment Advisers Act of 1940. The
introducing broker is a broker-dealer that is regulated by
the SEC and the National Association of Securities
Dealers, Inc., and that is not a payer. Except for a broker
who acts as a payee’s agent for “readily tradable
instruments,” the advisor or broker must show in writing
to the payer that the payee authorized the advisor or
broker to transmit the Form W-9 to the payer.

Electronic system. Generally, the electronic system
must:

e Ensure the information received is the information
sent, and document all occasions of user access that
result in the submission;

e Make reasonably certain that the person accessing the
system and submitting the form is the person identified
on Form W-9, the investment advisor, or the introducing
broker;

e Provide the same information as the paper Form W-9;
e Be able to supply a hard copy of the electronic Form
W-9 if the Internal Revenue Service requests it; and

® Require as the final entry in the submission an
electronic signature by the payee whose name is on
Form W-9 that authenticates and verifies the submission.
The electronic signature must be under penalties of
perjury and the perjury statement must contain the
language of the paper Form W-9.

For Forms W-9 that are not required to be signed,
@ the electronic system need not provide for an
electronic signature or a perjury statement.

For more details, see the following.
e Announcement 98-27, which is on page 30 of Internal
Revenue Bulletin 1998-15 at www.irs.gov/pub/irs-irbs/
irb98-15.pdf.
e Announcement 2001-91, which is on page 221 of
Internal Revenue Bulletin 2001-36 at www.irs.gov/pub/
irs-irbs/irb01-36.pdf.

Cat. No. 20479P
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Individual Taxpayer Identification
Number (ITIN)

Form W-9 (or an acceptable substitute) is used by
persons required to file information returns with the IRS
to get the payee’s (or other person’s) correct name and
TIN. For individuals, the TIN is generally a social security
number (SSN).

However, in some cases, individuals who become U.S.
resident aliens for tax purposes are not eligible to obtain
an SSN. This includes certain resident aliens who must
receive information returns but who cannot obtain
an SSN.

These individuals must apply for an ITIN on Form W-7,
Application for IRS Individual Taxpayer Identification
Number, unless they have an application pending for an
SSN. Individuals who have an ITIN must provide it on
Form W-9.

Substitute Form W-9

You may develop and use your own Form W-9 (a
substitute Form W-9) if its content is substantially similar
to the official IRS Form W-9 and it satisfies certain
certification requirements.

You may incorporate a substitute Form W-9 into other
business forms you customarily use, such as account
signature cards. However, the certifications on the
substitute Form W-9 must clearly state (as shown on the
official Form W-9) that under penalties of perjury:

1. The payee’s TIN is correct,

2. The payee is not subject to backup withholding due
to failure to report interest and dividend income, and

3. The payee is a U.S. person.

You may not:

1. Use a substitute Form W-9 that requires the payee,
by signing, to agree to provisions unrelated to the
required certifications, or

2. Imply that a payee may be subject to backup
withholding unless the payee agrees to provisions on the
substitute form that are unrelated to the required
certifications.

A substitute Form W-9 that contains a separate
signature line just for the certifications satisfies the
requirement that the certifications be clearly stated.

If a single signature line is used for the required
certifications and other provisions, the certifications must
be highlighted, boxed, printed in bold-face type, or
presented in some other manner that causes the
language to stand out from all other information
contained on the substitute form. Additionally, the
following statement must be presented to stand out in the
same manner as described above and must appear
immediately above the single signature line:

“The Internal Revenue Service does not require your
consent to any provision of this document other than the
certifications required to avoid backup withholding.”

If you use a substitute form, you are required to
provide the Form W-9 instructions to the payee only if he
or she requests them. However, if the IRS has notified
the payee that backup withholding applies, then you must
instruct the payee to strike out the language in the
certification that relates to underreporting. This instruction
can be given orally or in writing. See item 2 of the
Certification on Form W-9. You can replace “defined

below” with “defined in the instructions” in item 3 of the
Certification on Form W-9 when the instructions will not
be provided to the payee except upon request. For more
information, see Rev. Proc. 83-89,1983-2 C.B. 613;
amplified by Rev. Proc. 96-26, which is on page 22 of
Internal Revenue Bulletin 1996-8 at www.irs.gov/pub/
irs-irbs/irb96-08.pdf.

TIN Applied for

For interest and dividend payments and certain payments
with respect to readily tradable instruments, the payee
may return a properly completed, signed Form W-9 to
you with “Applied For” written in Part I. This is an
“awaiting-TIN” certificate. The payee has 60 calendar
days, from the date you receive this certificate, to provide
a TIN. If you do not receive the payee’s TIN at that time,
you must begin backup withholding on payments.

Reserve rule. You must backup withhold on any
reportable payments made during the 60-day period if a
payee withdraws more than $500 at one time, unless the
payee reserves an amount equal to the current year's
backup withholding rate on all reportable payments made
to the account.

Alternative rule. You may also elect to backup withhold
during this 60-day period, after a 7-day grace period,
under one of the two alternative rules discussed below.

Option 1. Backup withhold on any reportable
payments if the payee makes a withdrawal from the
account after the close of 7 business days after you
receive the awaiting-TIN certificate. Treat as reportable
payments all cash withdrawals in an amount up to the
reportable payments made from the day after you receive
the awaiting-TIN certificate to the day of withdrawal.

Option 2. Backup withhold on any reportable
payments made to the payee’s account, regardless of
whether the payee makes any withdrawals, beginning no
later than 7 business days after you receive the
awaiting-TIN certificate.

The 60-day exemption from backup withholding
does not apply to any payment other than
I jnterest, dividends, and certain payments relating
to readily tradable instruments. Any other reportable
payment, such as nonemployee compensation, is subject
to backup withholding immediately, even if the payee has
applied for and is awaiting a TIN.

Even if the payee gives you an awaiting-TIN
certificate, you must backup withhold on reportable
interest and dividend payments if the payee does not
certify, under penalties of perjury, that the payee is not
subject to backup withholding.

If you do not collect backup withholding from affected
payees as required, you may become liable for any
uncollected amount.

Payees Exempt From Backup
Withholding

Even if the payee does not provide a TIN in the manner
required, you are not required to backup withhold on any
payments you make if the payee is:

1. An organization exempt from tax under
section 501(a), any IRA, or a custodial account under
section 403(b)(7) if the account satisfies the requirements
of section 401(f)(2);

Instr. for Req. of Form W-9 (Rev. 1-2011)
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2. The United States or any of its agencies or
instrumentalities;

3. A state, the District of Columbia, a possession of
the United States, or any of their political subdivisions,
agencies, or instrumentalities;

4. A foreign government or any of its political
subdivisions, agencies, or instrumentalities; or

5. An international organization or any of its agencies
or instrumentalities.

Other payees that may be exempt from backup
withholding include:

6. A corporation;

7. A foreign central bank of issue;

8. A dealer in securities or commodities required to
register in the United States, the District of Columbia, or
a possession of the United States;

9. A futures commission merchant registered with the
Commodity Futures Trading Commission;

10. A real estate investment trust;

11. An entity registered at all times during the tax year
under the Investment Company Act of 1940;

12. A common trust fund operated by a bank under
section 584(a);

13. A financial institution;

14. A middleman known in the investment community
as a nominee or custodian; or

15. A trust exempt from tax under section 664 or
described in section 4947.

The following types of payments are exempt from
backup withholding as indicated for items 1 through 15
above.

Interest and dividend payments. All listed payees are
exempt except the payee in item 9.

Broker transactions. All payees listed in items 1
through 5 and 7 through 13 are exempt. Also, C
corporations are exempt. A person registered under the
Investment Advisers Act of 1940 who regularly acts as a
broker is also exempt.

Barter exchange transactions and patronage
dividends. Only payees listed in items 1 through 5 are
exempt.

Payments reportable under sections 6041 and 6041A.

Only payees listed in items 1 through 7 are generally
exempt.

However, the following payments made to a
corporation (including gross proceeds paid to an attorney
under section 6045(f), even if the attorney is a
corporation) and reportable on Form 1099-MISC,
Miscellaneous Income, are not exempt from backup
withholding.

e Medical and health care payments.

e Attorneys’ fees.

e Payments for services paid by a federal executive
agency. (See Rev. Rul. 2003-66, which is on page 1115
of Intenal Revenue Bulletin 2003-26 at www.irs.gov/pub/
irs-irbs/irb03-26.pdf.)

Payments Exempt From Backup
Withholding

Payments that are not subject to information reporting
also are not subject to backup withholding. For details,
see sections 6041, 6041A, 6042, 6044, 6045, 6049,
6050A, and 6050N, and their regulations. The following
payments are generally exempt from backup withholding.
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Dividends and patronage dividends

e Payments to nonresident aliens subject to withholding
under section 1441.

® Payments to partnerships not engaged in a trade or
business in the United States and that have at least one
nonresident alien partner.

e Payments of patronage dividends not paid in money.
e Payments made by certain foreign organizations.

e Section 404(k) distributions made by an ESOP.

Interest payments

e Payments of interest on obligations issued by
individuals. However, if you pay $600 or more of interest
in the course of your trade or business to a payee, you
must report the payment. Backup withholding applies to
the reportable payment if the payee has not provided a
TIN or has provided an incorrect TIN.

e Payments described in section 6049(b)(5) to
nonresident aliens.

e Payments on tax-free covenant bonds under

section 1451.

e Payments made by certain foreign organizations.

® Mortgage or student loan interest paid to you.

Other types of payment

e Wages.

e Distributions from a pension, annuity, profit-sharing or
stock bonus plan, any IRA, an owner-employee plan, or
other deferred compensation plan.

e Distributions from a medical or health savings account
and long-term care benefits.

e Certain surrenders of life insurance contracts.

e Distribution from qualified tuition programs or
Coverdell ESAs.

e Gambling winnings if regular gambling winnings
withholding is required under section 3402(q). However,
if regular gambling winnings withholding is not required
under section 3402(q), backup withholding applies if the
payee fails to furnish a TIN.

e Real estate transactions reportable under

section 6045(e).

e Cancelled debts reportable under section 6050P.

e Fish purchases for cash reportable under

section 6050R.

After 2011, backup withholding will apply to
certain payment card transactions by a qualified
I payment card agent under section 6050W.

Joint Foreign Payees

If the first payee listed on an account gives you a
Form W-8 or a similar statement signed under penalties
of perjury, backup withholding applies unless:

1. Every joint payee provides the statement regarding
foreign status, or

2. Any one of the joint payees who has not
established foreign status gives you a TIN.

If any one of the joint payees who has not established
foreign status gives you a TIN, use that number for
purposes of backup withholding and information
reporting.

For more information on foreign payees, see the
Instructions for the Requester of Forms W-8BEN,
W-8ECI, W-8EXP, and W-8IMY.


http://www.irs.gov/pub/irs-irbs/irb03-26.pdf
http://www.irs.gov/pub/irs-irbs/irb03-26.pdf

Names and TINs To Use

for Information Reporting

Show the full name and address as provided on Form
W-9 on the information return filed with the IRS and on
the copy furnished to the payee. If you made payments to
more than one payee or the account is in more than one
name, enter on the first name line of the information
return only the name of the payee whose TIN is shown
on Form W-9. You may show the names of any other
individual payees in the area below the first name line on

the information return.
use for information reporting, see section J of the

-E General Instructions for Certain Information

Returns.

Notices From the IRS

The IRS will send you a notice if the payee’s name and
TIN on the information return you filed do not match the
IRS’s records. (See Taxpayer Identification Number (TIN)
Matching, later.) You may have to send a “B” notice to

For more information on the names and TINs to

the payee to solicit another TIN. Pub. 1281, Backup
Withholding for Missing and Incorrect Name/TIN(s),
contains copies of the two types of “B” notices.

Taxpayer Identification Number (TIN)
Matching

TIN Matching allows a payer or authorized agent who is
required to file Forms 1099-B, DIV, INT, K, MISC, OID,
and/or PATR to match TIN and name combinations with
IRS records before submitting the forms to the IRS. TIN
Matching is one of the e-services products that is offered
and is accessible through the IRS website. Go to IRS.gov
and enter e-services in the search box. It is anticipated
that payers who validate the TIN and name combinations
before filing information returns will receive fewer backup
withholding (CP2100) notices and penalty notices.

Additional Information

For more information on backup withholding, see Pub.
1281.

Instr. for Req. of Form W-9 (Rev. 1-2011)
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Department of the Treasury
Internal Revenue Service

Request for Taxpayer
Identification Number and Certification

Give Form to the
requester. Do not
send to the IRS.

Name (as shown on your income tax return)

Business name/disregarded entity name, if different from above

Check appropriate box for federal tax classification:

[ Individual/sole proprietor [] ¢ Corporation

Print or type

|:| Other (see instructions) »

|:| S Corporation |:| Partnership |:| Trust/estate

|:| Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) »

|:| Exempt payee

Address (number, street, and apt. or suite no.)

Requester’s name and address (optional)

City, state, and ZIP code

See Specific Instructions on page 2.

List account number(s) here (optional)

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Name” line
to avoid backup withholding. For individuals, this is your social security number (SSN). However, for a

resident alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other - -
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a

TIN on page 3.

Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose

number to enter.

| Social security number

| Employer identification number

Part i Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me), and

2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding, and

3. lam a U.S. citizen or other U.S. person (defined below).

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the

instructions on page 4.

Slgn Signature of
Here U.S. person »

Date >

General Instructions

Section references are to the Internal Revenue Code unless otherwise
noted.

Purpose of Form

A person who is required to file an information return with the IRS must
obtain your correct taxpayer identification number (TIN) to report, for
example, income paid to you, real estate transactions, mortgage interest
you paid, acquisition or abandonment of secured property, cancellation
of debt, or contributions you made to an IRA.

Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your correct TIN to the person requesting it (the
requester) and, when applicable, to:

1. Certify that the TIN you are giving is correct (or you are waiting for a
number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt
payee. If applicable, you are also certifying that as a U.S. person, your
allocable share of any partnership income from a U.S. trade or business
is not subject to the withholding tax on foreign partners’ share of
effectively connected income.

Note. If a requester gives you a form other than Form W-9 to request
your TIN, you must use the requester’s form if it is substantially similar
to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are:

e An individual who is a U.S. citizen or U.S. resident alien,

¢ A partnership, corporation, company, or association created or
organized in the United States or under the laws of the United States,

¢ An estate (other than a foreign estate), or
e A domestic trust (as defined in Regulations section 301.7701-7).

Special rules for partnerships. Partnerships that conduct a trade or
business in the United States are generally required to pay a withholding
tax on any foreign partners’ share of income from such business.
Further, in certain cases where a Form W-9 has not been received, a
partnership is required to presume that a partner is a foreign person,
and pay the withholding tax. Therefore, if you are a U.S. person that is a
partner in a partnership conducting a trade or business in the United
States, provide Form W-9 to the partnership to establish your U.S.
status and avoid withholding on your share of partnership income.

Cat. No. 10231X

Form W=9 (Rev. 12-2011)
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The person who gives Form W-9 to the partnership for purposes of
establishing its U.S. status and avoiding withholding on its allocable
share of net income from the partnership conducting a trade or business
in the United States is in the following cases:

* The U.S. owner of a disregarded entity and not the entity,

* The U.S. grantor or other owner of a grantor trust and not the trust,
and

* The U.S. trust (other than a grantor trust) and not the beneficiaries of
the trust.

Foreign person. If you are a foreign person, do not use Form W-9.
Instead, use the appropriate Form W-8 (see Publication 515,
Withholding of Tax on Nonresident Aliens and Foreign Entities).

Nonresident alien who becomes a resident alien. Generally, only a
nonresident alien individual may use the terms of a tax treaty to reduce
or eliminate U.S. tax on certain types of income. However, most tax
treaties contain a provision known as a “saving clause.” Exceptions
specified in the saving clause may permit an exemption from tax to
continue for certain types of income even after the payee has otherwise
become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception
contained in the saving clause of a tax treaty to claim an exemption
from U.S. tax on certain types of income, you must attach a statement
to Form W-9 that specifies the following five items:

1. The treaty country. Generally, this must be the same treaty under
which you claimed exemption from tax as a nonresident alien.

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that contains the
saving clause and its exceptions.

4. The type and amount of income that qualifies for the exemption
from tax.

5. Sufficient facts to justify the exemption from tax under the terms of
the treaty article.

Example. Article 20 of the U.S.-China income tax treaty allows an
exemption from tax for scholarship income received by a Chinese
student temporarily present in the United States. Under U.S. law, this
student will become a resident alien for tax purposes if his or her stay in
the United States exceeds 5 calendar years. However, paragraph 2 of
the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows
the provisions of Article 20 to continue to apply even after the Chinese
student becomes a resident alien of the United States. A Chinese
student who qualifies for this exception (under paragraph 2 of the first
protocol) and is relying on this exception to claim an exemption from tax
on his or her scholarship or fellowship income would attach to Form
W-9 a statement that includes the information described above to
support that exemption.

If you are a nonresident alien or a foreign entity not subject to backup
withholding, give the requester the appropriate completed Form W-8.

What is backup withholding? Persons making certain payments to you
must under certain conditions withhold and pay to the IRS a percentage
of such payments. This is called “backup withholding.” Payments that
may be subject to backup withholding include interest, tax-exempt
interest, dividends, broker and barter exchange transactions, rents,
royalties, nonemployee pay, and certain payments from fishing boat
operators. Real estate transactions are not subject to backup
withholding.

You will not be subject to backup withholding on payments you
receive if you give the requester your correct TIN, make the proper
certifications, and report all your taxable interest and dividends on your
tax return.

Payments you receive will be subject to backup
withholding if:
1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the Part Il
instructions on page 3 for details),

3. The IRS tells the requester that you furnished an incorrect TIN,

4. The IRS tells you that you are subject to backup withholding
because you did not report all your interest and dividends on your tax
return (for reportable interest and dividends only), or

5. You do not certify to the requester that you are not subject to
backup withholding under 4 above (for reportable interest and dividend
accounts opened after 1983 only).

Certain payees and payments are exempt from backup withholding.
See the instructions below and the separate Instructions for the
Requester of Form W-9.

Also see Special rules for partnerships on page 1.

Updating Your Information

You must provide updated information to any person to whom you
claimed to be an exempt payee if you are no longer an exempt payee
and anticipate receiving reportable payments in the future from this
person. For example, you may need to provide updated information if
you are a C corporation that elects to be an S corporation, or if you no
longer are tax exempt. In addition, you must furnish a new Form W-9 if
the name or TIN changes for the account, for example, if the grantor of a
grantor trust dies.

Penalties

Failure to furnish TIN. If you fail to furnish your correct TIN to a
requester, you are subject to a penalty of $50 for each such failure
unless your failure is due to reasonable cause and not to willful neglect.

Civil penalty for false information with respect to withholding. If you
make a false statement with no reasonable basis that results in no
backup withholding, you are subject to a $500 penalty.

Criminal penalty for falsifying information. Willfully falsifying
certifications or affirmations may subject you to criminal penalties
including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TINs in violation of
federal law, the requester may be subject to civil and criminal penalties.

Specific Instructions
Name

If you are an individual, you must generally enter the name shown on
your income tax return. However, if you have changed your last name,
for instance, due to marriage without informing the Social Security
Administration of the name change, enter your first name, the last name
shown on your social security card, and your new last name.

If the account is in joint names, list first, and then circle, the name of
the person or entity whose number you entered in Part | of the form.

Sole proprietor. Enter your individual name as shown on your income
tax return on the “Name” line. You may enter your business, trade, or
“doing business as (DBA)” name on the “Business name/disregarded
entity name” line.

Partnership, C Corporation, or S Corporation. Enter the entity's name
on the “Name” line and any business, trade, or “doing business as
(DBA) name” on the “Business name/disregarded entity name” line.

Disregarded entity. Enter the owner's name on the “Name” line. The
name of the entity entered on the “Name” line should never be a
disregarded entity. The name on the “Name” line must be the name
shown on the income tax return on which the income will be reported.
For example, if a foreign LLC that is treated as a disregarded entity for
U.S. federal tax purposes has a domestic owner, the domestic owner's
name is required to be provided on the “Name” line. If the direct owner
of the entity is also a disregarded entity, enter the first owner that is not
disregarded for federal tax purposes. Enter the disregarded entity's
name on the “Business name/disregarded entity name” line. If the owner
of the disregarded entity is a foreign person, you must complete an
appropriate Form W-8.

Note. Check the appropriate box for the federal tax classification of the
person whose name is entered on the “Name” line (Individual/sole
proprietor, Partnership, C Corporation, S Corporation, Trust/estate).

Limited Liability Company (LLC). If the person identified on the
“Name” line is an LLC, check the “Limited liability company” box only
and enter the appropriate code for the tax classification in the space
provided. If you are an LLC that is treated as a partnership for federal
tax purposes, enter “P” for partnership. If you are an LLC that has filed a
Form 8832 or a Form 2553 to be taxed as a corporation, enter “C” for
C corporation or “S” for S corporation. If you are an LLC that is
disregarded as an entity separate from its owner under Regulation
section 301.7701-3 (except for employment and excise tax), do not
check the LLC box unless the owner of the LLC (required to be
identified on the “Name” line) is another LLC that is not disregarded for
federal tax purposes. If the LLC is disregarded as an entity separate
from its owner, enter the appropriate tax classification of the owner
identified on the “Name” line.
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Other entities. Enter your business name as shown on required federal
tax documents on the “Name” line. This name should match the name
shown on the charter or other legal document creating the entity. You
may enter any business, trade, or DBA name on the “Business name/
disregarded entity name” line.

Exempt Payee

If you are exempt from backup withholding, enter your name as
described above and check the appropriate box for your status, then
check the “Exempt payee” box in the line following the “Business name/
disregarded entity name,” sign and date the form.

Generally, individuals (including sole proprietors) are not exempt from
backup withholding. Corporations are exempt from backup withholding
for certain payments, such as interest and dividends.

Note. If you are exempt from backup withholding, you should still
complete this form to avoid possible erroneous backup withholding.

The following payees are exempt from backup withholding:

1. An organization exempt from tax under section 501(a), any IRA, or a
custodial account under section 403(b)(7) if the account satisfies the
requirements of section 401()(2),

2. The United States or any of its agencies or instrumentalities,

3. A state, the District of Columbia, a possession of the United States,
or any of their political subdivisions or instrumentalities,

4. A foreign government or any of its political subdivisions, agencies,
or instrumentalities, or

5. An international organization or any of its agencies or
instrumentalities.

Other payees that may be exempt from backup withholding include:
6. A corporation,
7. A foreign central bank of issue,

8. A dealer in securities or commodities required to register in the
United States, the District of Columbia, or a possession of the United
States,

9. A futures commission merchant registered with the Commodity
Futures Trading Commission,

10. A real estate investment trust,

11. An entity registered at all times during the tax year under the
Investment Company Act of 1940,

12. A common trust fund operated by a bank under section 584(a),
13. A financial institution,

14. A middleman known in the investment community as a nominee or
custodian, or

15. A trust exempt from tax under section 664 or described in section
4947.

The following chart shows types of payments that may be exempt
from backup withholding. The chart applies to the exempt payees listed
above, 1 through 15.

IF the payment is for . .. THEN the payment is exempt

for...

Interest and dividend payments All exempt payees except

for 9

Broker transactions Exempt payees 1 through 5 and 7

through 13. Also, C corporations.

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 5

Payments over $600 required to be | Generally, exempt payees
reported and direct sales over 1 through 7
$5,000 '

'See Form 1099-MISC, Miscellaneous Income, and its instructions.

*However, the following payments made to a corporation and reportable on Form
1099-MISC are not exempt from backup withholding: medical and health care
payments, attorneys' fees, gross proceeds paid to an attorney, and payments for
services paid by a federal executive agency.

Part I. Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. If you are a resident alien and
you do not have and are not eligible to get an SSN, your TIN is your IRS
individual taxpayer identification number (ITIN). Enter it in the social
security number box. If you do not have an ITIN, see How to get a TIN
below.

If you are a sole proprietor and you have an EIN, you may enter either
your SSN or EIN. However, the IRS prefers that you use your SSN.

If you are a single-member LLC that is disregarded as an entity
separate from its owner (see Limited Liability Company (LLC) on page 2),
enter the owner’s SSN (or EIN, if the owner has one). Do not enter the
disregarded entity’s EIN. If the LLC is classified as a corporation or
partnership, enter the entity’s EIN.

Note. See the chart on page 4 for further clarification of name and TIN
combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately.
To apply for an SSN, get Form SS-5, Application for a Social Security
Card, from your local Social Security Administration office or get this
form online at www.ssa.gov. You may also get this form by calling
1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer
Identification Number, to apply for an ITIN, or Form SS-4, Application for
Employer Identification Number, to apply for an EIN. You can apply for
an EIN online by accessing the IRS website at www.irs.gov/businesses
and clicking on Employer Identification Number (EIN) under Starting a
Business. You can get Forms W-7 and SS-4 from the IRS by visiting
IRS.gov or by calling 1-800-TAX-FORM (1-800-829-3676).

If you are asked to complete Form W-9 but do not have a TIN, write
“Applied For” in the space for the TIN, sign and date the form, and give
it to the requester. For interest and dividend payments, and certain
payments made with respect to readily tradable instruments, generally
you will have 60 days to get a TIN and give it to the requester before you
are subject to backup withholding on payments. The 60-day rule does
not apply to other types of payments. You will be subject to backup
withholding on all such payments until you provide your TIN to the
requester.

Note. Entering “Applied For” means that you have already applied for a
TIN or that you intend to apply for one soon.

Caution: A disregarded domestic entity that has a foreign owner must
use the appropriate Form W-8.

Part Il. Certification

To establish to the withholding agent that you are a U.S. person, or
resident alien, sign Form W-9. You may be requested to sign by the
withholding agent even if item 1, below, and items 4 and 5 on page 4
indicate otherwise.

For a joint account, only the person whose TIN is shown in Part |
should sign (when required). In the case of a disregarded entity, the
person identified on the “Name” line must sign. Exempt payees, see
Exempt Payee on page 3.

Signature requirements. Complete the certification as indicated in
items 1 through 3, below, and items 4 and 5 on page 4.

1. Interest, dividend, and barter exchange accounts opened
before 1984 and broker accounts considered active during 1983.
You must give your correct TIN, but you do not have to sign the
certification.

2. Interest, dividend, broker, and barter exchange accounts
opened after 1983 and broker accounts considered inactive during
1983. You must sign the certification or backup withholding will apply. If
you are subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross out item 2 in the
certification before signing the form.

3. Real estate transactions. You must sign the certification. You may
cross out item 2 of the certification.
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4, Other payments. You must give your correct TIN, but you do not
have to sign the certification unless you have been notified that you
have previously given an incorrect TIN. “Other payments” include
payments made in the course of the requester’s trade or business for
rents, royalties, goods (other than bills for merchandise), medical and
health care services (including payments to corporations), payments to
a nonemployee for services, payments to certain fishing boat crew
members and fishermen, and gross proceeds paid to attorneys
(including payments to corporations).

5. Mortgage interest paid by you, acquisition or abandonment of
secured property, cancellation of debt, qualified tuition program
payments (under section 529), IRA, Coverdell ESA, Archer MSA or
HSA contributions or distributions, and pension distributions. You
must give your correct TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester

For this type of account: Give name and SSN of:

1. Individual The individual
2. Two or more individuals (joint The actual owner of the account or,
account) if combined funds, the first

individual on the account '

3. Custodian account of a minor
(Uniform Gift to Minors Act)

4. a. The usual revocable savings
trust (grantor is also trustee)
b. So-called trust account that is
not a legal or valid trust under
state law

5. Sole proprietorship or disregarded
entity owned by an individual

6. Grantor trust filing under Optional
Form 1099 Filing Method 1 (see
Regulation section 1.671-4(b)(2)(i)(A))

The minor *
The grantor-trustee '

The actual owner '

The owner °

The grantor*

For this type of account: Give name and EIN of:

7. Disregarded entity not owned by an | The owner
individual

. A valid trust, estate, or pension trust | Legal entity *

Corporation or LLC electing

corporate status on Form 8832 or

Form 2553

10. Association, club, religious,
charitable, educational, or other
tax-exempt organization

11. Partnership or multi-member LLC

12. A broker or registered nominee

© ®

The corporation

The organization

The partnership
The broker or nominee

13. Account with the Department of
Agriculture in the name of a public
entity (such as a state or local
government, school district, or
prison) that receives agricultural
program payments

14. Grantor trust filing under the Form
1041 Filing Method or the Optional
Form 1099 Filing Method 2 (see
Regulation section 1.671-4(b)(2)(i)(B))

The public entity

The trust

" List first and circle the name of the person whose number you furnish. If only one personon a
joint account has an SSN, that person’s number must be furnished.

? Gircle the minor’s name and furnish the minor's SSN.

3You must show your individual name and you may also enter your business or “DBA” name on
the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you
have one), but the IRS encourages you to use your SSN.

4 List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the
personal representative or trustee unless the legal entity itself is not designated in the account
title.) Also see Special rules for partnerships on page 1.

*Note. Grantor also must provide a Form W-9 to trustee of trust.

Note. If no name is circled when more than one name is listed, the
number will be considered to be that of the first name listed.

Secure Your Tax Records from Identity Theft

Identity theft occurs when someone uses your personal information
such as your name, social security number (SSN), or other identifying
information, without your permission, to commit fraud or other crimes.
An identity thief may use your SSN to get a job or may file a tax return
using your SSN to receive a refund.

To reduce your risk:
* Protect your SSN,
® Ensure your employer is protecting your SSN, and
* Be careful when choosing a tax preparer.

If your tax records are affected by identity theft and you receive a
notice from the IRS, respond right away to the name and phone number
printed on the IRS notice or letter.

If your tax records are not currently affected by identity theft but you
think you are at risk due to a lost or stolen purse or wallet, questionable
credit card activity or credit report, contact the IRS Identity Theft Hotline
at 1-800-908-4490 or submit Form 14039.

For more information, see Publication 4535, Identity Theft Prevention
and Victim Assistance.

Victims of identity theft who are experiencing economic harm or a
system problem, or are seeking help in resolving tax problems that have
not been resolved through normal channels, may be eligible for
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD
1-800-829-4059.

Protect yourself from suspicious emails or phishing schemes.
Phishing is the creation and use of email and websites designed to
mimic legitimate business emails and websites. The most common act
is sending an email to a user falsely claiming to be an established
legitimate enterprise in an attempt to scam the user into surrendering
private information that will be used for identity theft.

The IRS does not initiate contacts with taxpayers via emails. Also, the
IRS does not request personal detailed information through email or ask
taxpayers for the PIN numbers, passwords, or similar secret access
information for their credit card, bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS,
forward this message to phishing@irs.gov. You may also report misuse
of the IRS name, logo, or other IRS property to the Treasury Inspector
General for Tax Administration at 1-800-366-4484. You can forward
suspicious emails to the Federal Trade Commission at: spam@uce.gov
or contact them at www.ftc.gov/idtheft or 1-877-IDTHEFT
(1-877-438-4338).

Visit IRS.gov to learn more about identity theft and how to reduce
your risk.

Privacy Act Notice

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons (including federal agencies) who are required to file information returns with
the IRS to report interest, dividends, or certain other income paid to you; mortgage interest you paid; the acquisition or abandonment of secured property; the cancellation
of debt; or contributions you made to an IRA, Archer MSA, or HSA. The person collecting this form uses the information on the form to file information returns with the IRS,
reporting the above information. Routine uses of this information include giving it to the Department of Justice for civil and criminal litigation and to cities, states, the District
of Columbia, and U.S. possessions for use in administering their laws. The information also may be disclosed to other countries under a treaty, to federal and state agencies
to enforce civil and criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism. You must provide your TIN whether or not you are required to
file a tax return. Under section 3406, payers must generally withhold a percentage of taxable interest, dividend, and certain other payments to a payee who does not give a
TIN to the payer. Certain penalties may also apply for providing false or fraudulent information.
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CONFERENCE REQUEST PROCEDURES

All Personnel must adhere to the following:

Requestor’s responsibility:
e Discuss conference with your Administrator

e Complete the Conference Request Form or Log on to My Learning Plan for all
BOCES conferences.

e Submit request to Administrator.

Administrator’s responsibility:

e Ask designee to complete and submit requisitions for all pre-payments, fees, and
reimbursable expenses, as entered on Conference form or My Learning Plan
Conference Form. (Allow 30 days to process this request.)

¢ Review the Conference Request Form and related requisitions for completeness
and appropriateness.

e Approve Conference Request and any related pending requisitions.
e Indicate budget code being utilized for funding.

When approved, Requestor shall:

e Log onto AESOP, if a substitute is required, to make necessary arrangements for
coverage.

e Register for Conference

After Conference, Requestor shall:

e Complete Final Expenses section of conference form.
e Submit requests for authorized reimbursements immediately after conference
accompanied by all original, itemized receipts to administrator.

Administrator shall:
e Review expenses and itemized receipts
e Approve requestors final expenses

e Forward receipts and signed receiving copy of Purchase Order to the Business
Office.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Request for Conference Attendance
(excluding BOCES conferences requested through My Learning Plan)

THIS FORM IS TO BE USED BY ALL SOUTH ORANGETOWN EMPLOYEES, INCLUDING ADMINISTRATORS

NAME:
SCHOOL: DATE(S) OF CONFERENCE:
DATE OF REQUEST: DEPT:

CONFERENCE NAME:

LOCATION: WEBSITE:

DESCRIPTION:

HOW MANY CONFERENCES HAVE YOU TAKEN THIS YEAR?
Conferences, meetings, and emergency trips must be approved in advance. Completed
Conference Form must be approved and sent to the Business Office before registration is
permitted. It is the desire of the Board of Education to allow as many staff members as possible to
attend conferences within the constraints of the budget.

Attach a copy of the conference flyer for ALL conferences.

Are you willing to share your experiences with other staff members?  Yes No

Will you require a substitute? Yes No

SOURCE OF FUNDING (Enter Budget Code):

APPROVALS: Teachers require Principal and Assistant Superintendent and/or Director of Special
Education approval. Administrators require Superintendent approval.

This conference request is approved disapproved

Administrator Signature:

This conference request is approved disapproved

Assistant Superintendent of Curriculum:

This conference request is approved disapproved

Director of Special Education (if required):

This conference request is approved disapproved

Superintendent:

Registration to the Conference is the Responsibility of the Attendee



EXPENSES

PRE-PAYMENT

Requires 10 days for the Business Office to process.
If a check is required for advance payment the following must be attached
= registration form
= requisition stating, “Check to accompany order”
= date check is required by
Allowable pre-payment items: Conference fees including registration, hotel
reservations and transportation.

MILEAGE/TRANSPORTATION

Actual car mileage is reimbursable at .54 cents per mile as of January 1,
2016.

Original receipts must be submitted for parking fees and tolls.

Mileage reimbursement is total miles driven less standard commute.*
*Standard commute to work — If you leave from home to travel to a destination other than
your normal workplace, you must deduct your standard commute to work from the mileage.
IRS does not allow reimbursement of the standard commute. The standard commute
represents the miles traveled each day from home to work.

HOTEL, MEALS, AND OTHER EXPENSES

Refer to District policy 6830 — Expense Reimbursement.

All personal expenses will adhere to the guidelines set forth by the federal
and state per diem rate.

Go to www.gsa.gov/mie for specific rate information based upon travel
location.

For lodging within New York, please fill out a New York State Exemption
Certificate for tax on occupancy of hotel rooms (form ST-129).

This form, along with the District’s tax exempt letter, is to be presented when
you check-in.

*Membership in the organization will not be reimbursed.

ESTIMATED EXPENSES

Registration Fee: $

Transportation:  $

Lodging:

Meals:

Mileage:

Tolls:

Other (explain)

LS N < N N - B - B -

Estimated Total



http://www.gsa.gov/mie

FINAL EXPENSES
e Submit immediately after conference attendance
e attach all original receipts, original checks, conference report, and original

conference approval form.
***Claims not submitted within two months after the conference will be denied.***

FINAL EXPENSES

Registration Fee: $

Transportation:

Lodging:

Meals:

Tolls:

Other (explain)

$
$
$
Mileage: $
$
$
$

Total Expenses

Signature of Claimant Date

Approval of Administrator

Signature Date

DISTRICT GOALS (Select at least one)
Advance 21° Century Learning

Advance critical thinking, collaboration or problem solving

Use technology tools to advance student learning

Meet the needs of Diverse Learners

Differentiated instruction
High ability learners
Response to intervention

Special Education tools and strategies



Advance Student Literacy

Balanced literacy
Digital literacy
Enhanced literacy skills

Reading and/or writing in content areas

Respect and responsibility

Developing character skills

Enhance classroom management skills

HOURS/CREDITS
e Enter the number of hours and/or credits you are seeking for this
activity
Hours: Credits:

PURPOSE(Select one)

Graduate credit for salary movement

In-service credit — salary movement

In-service credit for stipend (not during the school year)
Professional development for 175/75 hour reporting
District requirement

Individual professional development (conferences)

Other

COMMENTS




New York State Department of Taxation and Finance
New York State and Local Sales and Use Tax

ST-129

Exemption Certificate (4/12)

Tax on occupancy of hotel or motel rooms

This form may only be used by government employees of the United States, New York State, or political subdivisions of New York State.

Name of hotel or motel

Dates of occupancy

From: To:

Address (number and street) City

State ZIP code Country

Certification: i certify that | am an employee of the department, agency, or Instrumentality of New York State, the United States government, or the poiitical
subdivision of New York State Indicated below; that the charges for the occupancy of the above business on the dates listed have been or wiil be pald

for by that governmental entity; and that these charges are incurred in the performance of my official duties as an employee of that governmental entity.

| certify that the above statements are true, compiete, and correct, and that no materlal Information has been omitted. | make these statements and Issue
this exemption certificate with the knowiedge that this document provides evidence that state and local sales or use taxes do not apply to a transaction or
transactlons for which | tendered this document, and that willfuily issuing this document with the Intent to evade any such tax may constitute a felony or
other crime under New York State Law, punishable by a substantiai fine and a possible jail sentence. | understand that the vendor is a trustee for, and on
account of, New York State and any locality with respect to any state or iocai sales or use tax the vendor is required to collect from me; that the vendor is
required to coilect such taxes from me unless | properly furnish this certificate to the vendor; and that the vendor must retain this certificate and make It
avaliabie to the Tax Department upon request. i aiso understand that the Tax Department is authorized to investigate the vaiidity of tax exemptions claimed

and the accuracy of any informatlon entered on this document.

Governmental entity (federal, state, or local)

Agency, department, or division

Employee name (print or type) Employee title

Employee signature Date prepared

Instructions

Who may use this certificate

If you are an employee of an entity of New York State or the United
States government and you are on official New York State or federal
government business and staying in a hotel or motel, you may use this
form to certify the exemption from paying state-adminlistered New York
State and local sales taxes (Including the $1.50 hotel unit fee in New
York City). This does not Include locally imposed and administered
hotel occupancy taxes, also known as local bed taxes.

New York State governmental entities Include any of its agencies,
instrumentalities, public corporations, or political subdivisions.

Agencles and instrumentalities include any authority, commission, or
independent board created by an act of the New York State Legislature
for a public purpose. Examples include:

* New York State Department of Taxation and Finance
* New York State Department of Education

Public corporations include municipal, district, or public benefit
corporations chartered by the New York State Legislature for a public
purpose or in accordance with an agreement or compact with another
state. Examples include:

¢ Empire State Development Corporation
* New York State Canal Corporation
¢ Industrial Development Agencies and Authorities

Political subdivisions include counties, cities, towns, villages, and
school districts.

The Unlted States of America and its agencies and instrumentalities
are also exempt from paying New York State sales tax. Examples
include:

* United States Department of State

* Internal Revenue Service

Other states of the United States and their agencies and political
subdivisions do not qualify for sales tax exemption. Examples include:

¢ the city of Boston
¢ the state of Vermont

To the government representative or employee
renting the room

Complete all information requested on the form. Give the completed
Form §T-129 to the operator of the hotel or motel upon check In or
when you are checking out. You must also provide the operator with
proper identification. Sign and date the exemption certificate. You may
pay your bill with cash, with a personal check or personal credit card,
with a government voucher, or with a government credit card.

Note: If, while on official business, you stay at more than one location,
you must complete an exemption certificate for each location. If

you are in a group traveling on official business, each person must
complete a separate exemption certificate and give it to the hotel or
motel operator.

To the hotel or motel operator

Keep the completed Form ST-129 as evidence of exempt occupancy
by New York State and federal government empioyees who are on
official business and staying at your place of business. The certificate
should be presented to you when the occupant checks in or upon
checkout. The certificate must be presented no later than 90 days
after the last day of the first period of occupancy. If you accept

this certificate after 90 days, you have the burden of proving the
occupancy was exempt. You must keep this certificate for at least
three years after the later of:

* the due date of the last sales tax return to which this exemption
certificate applies; or
¢ the date when you filed the return

This exemption certificate is valid if the government employee is
paying with:

e cash

* personal check or credit/debit card

* government voucher

* government credit card

Do not accept this certificate unless the employee presenting it shows
appropriate and satisfactory identification.

Substantial penalties will result from misuse of this certificate.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Policy 6830
EXPENSE REIMBURSEMENT

School district employees, officials and members of the Board of Education will be reimbursed
for reasonable, actual and necessary out-of-pocket expenses which are legally authorized and
incurred while traveling for school related activities.

Only expenses necessary to the purpose of the travel shall be reimbursable. Transportation
costs such as taxi cabs are allowable only for essential transportation. Mileage will be paid at the rate
fixed by the federal Internal Revenue Service for business travel. Tax exemption certificates shall be
issued and utilized as appropriate.

The Board shall approve attendance for board members at educational conferences and the
board of education budget line at the reorganizational meeting.

The Superintendent shall determine, in the first instance, whether attendance by district staff at
any conference or professional meeting is in the best interest of the district and eligible for
reimbursement of expenses under this policy.

To obtain reimbursement, the claimant must complete and sign an expense voucher, attach all
receipts or other expense documentation, together with a copy of the approved conference,
attendance request form, purchase order and evaluation report, and submit the same to the
appropriate administrator, and after such claim has been audited and allowed.

Regulations concerning expense reimbursement shall be attached to this policy and shall be
reviewed annually and revised as appropriate.

Ref:  Education Law 881604(27); 1709(30); 1804; 2118; 3023; 3028
General Municipal Law §77-b

Adopted: November 18, 2010



Regulation 6830-R EXPENSE REIMBURSEMENT

The district shall reimburse district employees, officials and members of the Board of Education
for reasonable, actual and necessary out-of-pocket expenses incurred while traveling for school-
related business upon receipt of a completed voucher with itemized receipts along with approved
attendance form. The following rules shall guide the reimbursement of school-related travel
expenses:

Transportation

* Travel shall be by the most economical method, whether by private automobile, school
vehicle or common carrier such as bus, train or plane.

« If travel is by private automobile, mileage shall be reimbursed at the level approved by the
Internal Revenue Service for business travel. Parking and tolls will also be reimbursed but
gasoline will not. (Commutation on work days will be appropriately deducted.)

* Rental car expenses will be reimbursed only if authorized in advance. Receipts must be
attached.

* Air travel is only allowed when determined by the Superintendent or administrator to be in
the district’s best interest. Air travel shall be reimbursed at the lowest feasible fare available
and shall not exceed regular coach class fare. Travel arrangements should be made as soon as
reasonably practicable so as to avoid payment of a higher fare due to a late booking.

Lodging

* Persons traveling on district-related business are expected to secure the most reasonable rate
for necessary hotel accommodations for locations greater than 35 miles from the District.
Reimbursements for lodging to conferences less than 35 miles from the District must be
approved by the Board President for members of the board and the Superintendent, by the
Superintendent for all administrators and by the administrator for all others. The district will
reimburse for actual lodging fees up to the maximum lodging fee set by the federal
government for that location.

» When the rate is pre-determined by the organization sponsoring the event, the traveler shall
secure a room rate at no more than the pre-determined rate notwithstanding what the federal
travel reimbursement rate is. Hotel accommodations at a rate other than the most reasonable
rate or a pre-determined rate described above will be reimbursed only if approved by the
Board President (for members of the board and the Superintendent) and the Superintendent
(for all administrators) and the administrator (for all others) prior to the stay.

Meals

When meals are not provided as part of the conference registration, the cost of reasonable meals
including gratuities may be reimbursed when itemized receipts are submitted. The maximum
reimbursable meal charges, including gratuities, for persons traveling for district-related
purposes will not exceed the federal per diem rate established for each primary destination in the
U.S. General Services Administration published at http://www.gsa.gov/mie. These rates are
adjusted annually. The M&IE rates differ by travel location. View the per diem rate for your
primary destination to determine which M&IE rates apply.

Claims for travel-related expenses should be submitted within 30 days to the Business Office.
Itemized receipts or detailed invoices are required for each item. Credit card statements are not


http://www.gsa.gov/mie.

valid expense documentation.
Personal Expenses

The district does not reimburse persons traveling on district-related business for personal
expenses including, but not limited to, pay television, hotel health club facilities, alcoholic
beverages, theater and show tickets, and telephone calls and transportation costs unrelated to
district business.

Policy adopted: November 18, 2010



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

MONTHLY MILEAGE FORM INSTRUCTIONS

Reimbursement is given for mileage incurred for the purposes of providing services to
the District, above and beyond the daily standard commute (i.e. the number of miles
traveled between home and SOCSD). The standard commute will be applied each time
there is travel between the home location and work location.

Mileage is reimbursed at the IRS (Internal Revenue Service) rate for mileage. As of
January 1, 2016 the IRS has set the mileage rate as $0.54 cents per mile

Travel claims must be approved by an administrator and submitted with all related
receipts MONTHLY.

Please set up the appropriate, purchase order at the start of the school year.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
MONTHLY MILEAGE EXPENSE RECORD

Date From To Reason for travel Miles Less Reimbursab|Mileage |Reimbursement
Traveled Standard Miles Rate
To meeting/|Commute
event If applicable
.54
.54
.94
54
.94
.54
.94
54
.94
TOTAL
MILEAGE BETWEEN BUILDINGS:
TZHSto SOMS 1.78 SOMSto TZHS 1.78 WOSto TZHS 1.35  CLto TZHS 121 TZEtoTZHS 251
1.35 WOoSs 278 SOMS 2.78 SOMS  0.98 SOMS  4.10
1.21 CL 0.98 CL 2.15 WOS 2.15 WOS  2.66
251 TZE  4.10 TZE 266 TZE 3.28 CL 3.28
BOCES 7.46 BOCES 6.37 BOCES 7.27 BOCES  7.27 BOCES 8.45
Other locations — Please attach map and mileage information (i.e., mapquest, google maps)
REQUESTOR SIGNATURE
(please print)
ADMINISTRATOR’'S APPROVAL BUDGET CODE
BUSINESS OFFICE VERIFICATION DATE

This form must be completed and submitted MONTHLY.




South Orangetown Central School District

9170
[ 1 Required
[X] Local
[ 1 Notice

MEALS AND REFRESHMENTS

The Board of Education recognizes that from time to time it may be
necessary, and therefore appropriate to provide meals and/or refreshments at
District meetings and/or events, which are being held during mealtimes (for the
purpose of this policy, mealtime shall mean (a) lunch: 12pm to 1:30pm and (b)
dinner: 6pm to 7:30pm). Any expenditure made on such meals and/or
refreshments should be appropriately documented including the date, purpose of
the meeting and the group in attendance, and submitted to the District’s Business
Office for the purpose of authorizing such expenditure prior to the event. A
purchase order is required for all of these expenditures (petty cash may not be
used for the purchase of meals and refreshments).

Meal requests may be approved when:

o officers and/or employees of the district will be prevented from taking time
off for food consumption due to a pressing need to complete the business
at hand;

o the district is faced with business of an immediate nature and meetings of
district employees are essential at mealtime;

e the district wishes to recognize the services provided by volunteers or
other unsalaried members of the district (in such cases, however, only the
meals of those being recognized may be reimbursed and the cost of the
meals must be reasonable).

Examples of such authorized categories of expenditures are light refreshments
for (1) teacher orientation day at the beginning of each year (2)
Community/District meetings (3) Reception of volunteers (4) Superintendent’s
Conference Day (5) Assessment day grading of tests (6) Board of Education
meetings.

Ref:  NY Constitution, Art. VIII, 81 (constitutional prohibition against gifts)
Education Law §2118
Ops. St. Compt. 77-667; 79-522; 82-66; 82-213 82-298; 83-57; 98-2

| Adoption date: November 18, 2010



9170R
SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

BOARD REGULATION

MEALS AND REFRESHEMENTS

Purchase Orders must be used for the purchase of all meals and refreshments
including related items such as paper napkins, plates, etc.*

Petty Cash may not be used for the purchase of meals and refreshments.

The purchase order must clearly state the date, purpose of the meeting including
how it is an appropriate expense in accordance with the Board Policy and identify
the group in attendance.

The attached Catering Reimbursement Form must be used and attached to
requisition. INVOICES must be ITEMIZED OR THEY WILL NOT BE ACCEPTED for
reimbursement.

For purposes of this regulation mealtime shall mean:

Lunch 12 pm to 1:30 pm
Dinner 6 pm to 7:30 pm

In general food should not be provided unless it is for recognition of volunteers, staff
development occurring during mealtime, work that must be conducted during mealtime.
See attachment for examples of what is allowable and not allowable.

*Currently the District has the following vendors on file that will accept a purchase order:

Aramark
Rueben’s Bagels
Munno'’s Deli
Calabria Pizza



9170-E.1
SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

CATERING REIMBURSEMENT FORM
(Must be submitted with requisition)

DATE:

TIME:

LOCATION:

DEPARTMENT:

VENDOR:

CONTACT PERSON:

BUDGET CODE:

PURPOSE:

*Please attach complete list of attendees as well as meeting agenda or
event program

Administrator Signature: Date:

7/11/2016
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South Orangetown Central School District
8334
USE OF STORE PURCHASE CARDS

The Board of Education does not permit use of multi-purpose credit cards,
however, it does permit the use of certain store purchase cards. The Board of
Education permits the use of certain store purchase cards by certain school
officials and employees to pay for actual and necessary expenses incurred in the
performance of work-related duties and to purchase goods for the district. A list
of cards and job titles that will be allowed access to the store purchase cards will
be maintained in the Business Office and reported to the Board of Education each
year at its re-organizational meeting in July. All store purchase cards will be in
the name of the school district.

Store purchase cards may only be used for legitimate business
expenditures. The use of store purchase cards is not intended to circumvent the
district’s policy on purchasing.

Employees must take proper care of these cards and take all reasonable
precautions against damage, loss, or theft. Any damage, loss, or theft must be
reported immediately to the Business Office.

Users must have an approved purchase order to use the card and submit
the detailed receipt of their purchase for vendor to be paid.

Purchases that are unauthorized, illegal, represent a conflict of interest,
are personal in nature or violate the intent of this policy may result in personal
liability for the expenses incurred. In addition, future access to store purchase
cards may be denied and employees may be disciplined.

The Purchasing Agent, shall establish regulations governing the issuance
and use of store purchase cards.

Cross-ref: 6700, Purchasing
6830, Expense Reimbursement

Ref: Education Law 881724(1); 2524(1) (itemized, audited, and approved
vouchers required)
Opns. St. Compt. No. 79-202 (use of multi-purpose credit cards by
municipal employees)
Opns. St. Compt. No. 79-494
Opns. St. Compt. No. 78-897 (gas credit cards)

Adoption date: November 18, 2010



8334-E.1
SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

STORE PURCHASE CARD

As per District Policy, a purchase order is required before a card can be given out. The
individual must complete the sign-off sheet for cards released form. The card is to be
returned the same day or as soon as possible.

STORE CARD JOB TITLE ACCESSED STORE REQUIREMENTS
Glass Gardens Administrator or designee | Purchase order

(Pearl River ShopRite)

Inserra Administrator or designee | Purchase Order
(Northvale ShopRite)







8334-E.2
SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

INSTITUTIONAL ACCOUNT CARD SIGN-OFF RELEASE SHEET

Name:

(Print Name and Sign)
Date: (To be returned within 24 hours)
Time Out:

Purchase Order Number:

Card Name:

Date:

Time In:

Card Returned With Receipts:

(Print Name and Sign)



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

DISTRICT PAID

TRANSPORTATION REQUEST FORM INSTRUCTIONS

*This form MUST be completed 3 weeks in advance of the trip.

District Paid Trips - The transportation request form must be completed and remitted to an
Administrator for approval. The form must include the appropriate Budget Account Code in order for
the request to be processed.

Forward the request form to the transportation office.
The transportation office will book the trip with an outside contractor within one week of receipt.
The transportation office will complete and return the transportation form.

The transportation office will prepare the requisition, on-line, with the appropriate budget code
and the estimated cost. If funds are not available the Transportation Request Form will be
returned and the trip will not be booked.

The requisition will automatically be forwarded on-line to the business office for final approval
and processing.

The transportation office will give the requisition number to the vendor for payment tracking
purposes.

The requisition will be printed, (see separate instructions for printing) by the transportation
department, and a copy of the Transportation Request Form will be attached and distributed as
follows:

Original Requestor
Administrator
Transportation Office
Business Office

If a wheelchair is required, a copy of the requisition will be sent to the Special Education
Department.

Note: If possible, please book all trips at the start of each semester.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

DISTRICT PAID

TRANSPORTATION REQUEST FORM
TO BE COMPLETED BY FIELD TRIP ADVISOR

FIELD TRIP NAME:

FIELD TRIP ADVISOR:

FIELD TRIP ADVISOR CONTACT INFORMATION:

SCHOOL:

DEPARTMENT: ACTIVITY:

BUDGET CODE:

DEPARTURE DATE: DEPARTURE TIME:

RETURN DATE: RETURN TIME:

NUMBER OF STUDENTS: NUMBER OF ADULTS: NUMBER OF WHEEL CHAIRS:
NOTES:

DESTINATION:

STREET: CITY: STATE: ZIP:
DIRECTIONS: ATTACH GOOGLE MAPS/MAPQUEST

TRIP DETAILS — TO BE FILLED OUT BY THE TRANSPORTATION DEPARTMENT

DATE RECEIVED: VENDOR NAME:
EQUIPMENT: CLASSIFICATION: NUMBER OF BUSES:
ESTIMATED MILES: ESTIMATED HOURS:

TO BE FILLED OUT BY THE TRANSPORTATION DEPARTMENT & RETURNED TO ADMINISTRATOR
WITHIN ONE WEEK OF RECEIPT

ESTIMATED COST:

APPROVED BY

ADMINISTRATOR: APPROVAL DATE:
INVOICING INFORMATION: REQUISITION NUMBER:
BUDGET CODE: AMOUNT: PO:

INVOICE DATE: PAYMENT DATE:




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

STUDENT PAID

TRANSPORTATION REQUEST FORM INSTRUCTIONS

*This form MUST be completed 3 weeks in advance of the trip.

Extra-curricular Activities - should continue to be accounted for through student activity funds.
NO PURCHASE ORDER REQUIRED.

Forward the request form to the transportation office.
The transportation office will book the trip with an outside contractor within one week of receipt.
The transportation office will complete and return the transportation form.

If a wheelchair is required, a copy of the requisition will be sent to the Special Education
Department.

Note: If possible, please book all trips at the start of each semester.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

STUDENT PAID

TRANSPORTATION REQUEST FORM
TO BE COMPLETED BY FIELD TRIP ADVISOR

FIELD TRIP NAME:

FIELD TRIP ADVISOR:

FIELD TRIP ADVISOR CONTACT INFORMATION:

SCHOOL:

DEPARTMENT: ACTIVITY:

DEPARTURE DATE: DEPARTURE TIME:

RETURN DATE: RETURN TIME:

NUMBER OF STUDENTS: NUMBER OF ADULTS: NUMBER OF WHEEL CHAIRS:
NOTES:

DESTINATION:

STREET: CITY: STATE: ZIP:
DIRECTIONS: ATTACH GOOGLE MAPS/MAPQUEST

TRIP DETAILS — TO BE FILLED OUT BY THE TRANSPORTATION DEPARTMENT

DATE RECEIVED: VENDOR NAME:
EQUIPMENT: CLASSIFICATION: NUMBER OF VEHICLES:
ESTIMATED MILES: ESTIMATED HOURS:

TOBE FILLED OUT BY THE TRANSPORTATION DEPARTMENT & RETURNED TO ADMINISTRATOR
WITHIN ONE WEEK OF RECEIPT

ESTIMATED COST:

APPROVED BY
ADMINISTRATOR: APPROVAL DATE:
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Data Entry-Daily Attendance 715108

Daily Attendance

The nVision-Human Resources Daily Attendance routine provides quick review and data entry of employee attendance
events being tracked for each employee appointment, including prior balances, earned accruals, days taken, days
donated/taken from attendance pool, pay outs, etc. Attendance notes can also be recorded. The Attendance Reporting
Menu also provides the user with a variety of reports to print employee attendance record information.

Access to Daily Attendance
1. Open the Data Entry menu tree.

2. Click the Daily Attendance option.

The Daily Attendance listing displays all employees the user has access to (based upon building permissions), along with
their positions, employee IDs, and attendance balances in each of the main banks. Use this window to find the
appropriate employee record.

 Appointment Ended:  No 2

Drag & column header here to group by thet column.
gj Srploves 1D 7 Emmpinyes Mams Pogitien Hame Sick Bataree Yaeat stsonsi Balsree Comp Tims Balance &
T , e T , T ST, L o
4  Houstly, Stacy Food Svc Helper 2750 600 300
5  Administrator, Jill A | District Superintendent 22000 3000 ' 200
2 Anewsiize Joseph T Bus Deiver ) 10600 000 400
1w Teacher, Samantha Sociat Stuies Teachar 21750 000 500
Bt Aide-Smith, Jane Tescher Alde 18400 soe €00
1  Admiristrator, Alan #s5t Supt of Businss 22600 3000 an
13 Payrol, Susan Pagroll Clerk T e i oo T e
15 Maintenance. Mancel Custogian ' ' 107400 ' 3600 ' 300
18 turse, Jane  school Hurse 3706 006 300
17 Teacher.New, loanne  Englisn Tescher 2500 006, e
26 T Persomnel Mary A HR Clerk ) 850 ) 000 BT T
2 Hourty, Edward R Clerk PT 200, oon s00 a00
= Driver, Gesald ¥ Bus Driver 1500 o6 300 200
23 Aaron Gene A : English Teacher 18100 kel 800 ftedd
FrO Newmaint, Gary £ Custodian o wee0. s000 A 800
5  Mewteacher Rhonda A Math Teacher o 23450 e ' " soo 200,
% Hourly Jeantd e pr 200 o 500 ) 000 500
27 . Apclerx, jane E £P Clerk 500 856 000 800
23 i Newatde, Christopher J Teather Aige 8200 400 o]
3 Monitos, Geraldine T Monitor PT : o0 500 500
31  Monitor, Gladys tonitor BT 050 006 065
2 | Cateteria, Anette 1 Food Svt Supervisor oo 000 o0 v
%7 Include Supplemantal Appointments

Use the Appointment Ended filter at the top right-hand side of the window to indicate whether or not to include
appointments that have ended in the listing. Use the Include Supplemental Appointments flag at the bottom left-hand
side of the window to indicate whether employee supplemental appointments should be displayed in the listing.
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Finance Manager ) nVision HR Data Entry-Daily Attendance

Adding an Attendance Entry

On the Daily Attendance grid, select the appropriate Fiscal Year, Employee name, and the correct Position for the
employee. Each position can have its own attendance bank and attendance detail. Be sure to record attendance events
against the correct position.

1. On the main Daily Attendance window, use the Fiscal Year drop-down to choose the appropriate fiscal year. As
the fiscal year is changed, the attendance balances change accordingly for the employees in the list.

2. Inthe listing, double-click the appropriate employee and position record.

3. The Attendance Entry window for the selected employee will display.

L
Bu Mo Ty We Th Fr G
P73 4
5 6 7 B 8 1 o1t
OO OB B
W RB NS
%278 BN

. Bsme
Su Mo Ts W Tr Fr S

1
2 3 4 5 &8 7 8
RN S A - O A L]
BRI A B ]
BB BT ER

Se Mo Ty e Th Fr Se

[ A
€ 7 & 3wy u
LI
% n

&

£ Hume
130000 ACMINISTRATIVE £...
200000, ADIIESIRATIVE C..,

Vacation erior Satance 165060, ADMIASTRATIVE C..

Wacation Earres Accrunt FOH000 ADMUASTRATIVE C..
Prior gatace T 05000 ADNINISTRATIVE €.

Personai Earmed Aczrst ioons spamasteatveC.

The Attendance Entry window is divided into 3 sections - Attendance Calendar, Attendance Detail, and Attendance Totals.

vindow, click f“*’é&s Note the maintenance toolbar displays under the

5. Highlight the correct attendance event date in the calendar and click L2 =" in the maintenance toolbar.
OR

Double-click on a specific date in the calendar.

ights reserved, 2




?é%*ﬁi&ft%?‘}{%{f - ) - ‘ nVision HR Data Entry-Daily Attendance

6. The Add Absent window displays.

Field Description
Employee NONMODIFIABLE — The employee ID number and name are defaulted by the system
ID/Name upon selection of an empioyee and cannot be modified.
Building (REQUIRED) Enter the building in which the employee is scheduled to work. Use the

lookup to display and choose from a list of building codes. The value that defaults in
is the employee’s primary building assignment for the position appointment.

Attendance Code  jge the lookup 2 to choose from a listing of active attendance event codes from the
Attendance Code Setup File,

Attendance Type Use the drop-down arrow to select the attendance type. Users can be allowed or
denied addition/maintenance of all or selected Attendance Type records based on
the Attendance Codes Permissions granted in the User Login routine. Your User
Login permission record dictates which attendance types you are able to maintain.
Valid entries are as follows:

Donation — Use this type to record units being donated to a specific pre-defined
bargaining unit attendance bank pool.

Earned Accrual — Use this type to record an attendance accrual.

Leave Request — Use this type to enter a requested leave that needs approval.
Pay Out — Use this type if the employee will be paid for the day and to reduce the
balance in the attendance code.

Prior Balance - Use this type to record a carry forward attendance balance from
one year to the next.

Taken from Donation — Use this type to record units being taken from a specified
pre-defined bargaining unit attendance bank pool.

Unit Taken — Use this type to record an attendance event taken {Default).

€} Finance Ma
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Finance Manager

Field

Donation Bank

Substitute
ID/Name

Reason

Absent Type

Days

Start Date/
End Date

Description

This field is only enabled if the Attendance Type selected is either Donation or
Taken from Donation.

Use the lookup to choose from a listing of donation banks from the Attendance
Donation Banks Setup File.

If a substitute is filling in for the employee, enter the employee number that identifies

the substitute. Use the lookup button () to select from a listing of substitutes, The
employee name defaults upon entry of the ID number,

The entry in this field defaults based on the Attendance Type selected.

For attendance type Donation, the default Reason is Donated.

For attendance type Earned Accrual, the default Reason is Accrual Earned.
For attendance type Leave Request, the default Reason is Leave Request.
For attendance type Pay Out, the default Reason is Pay Out.

For attendance type Prior Balance, the default Reason is Prior Balance.

For attendance type Taken from Donation, the default Reason is Taken from
Donation.

For attendance type Unit Taken, the default Reason is the attendance code
description (i.e., Sick, Vacation, etc.).

The Reason text is a free-form entry field and can be updated as needed.

This field is only available if the Attendance Type selected is Leave Request, Taken
from Donation, or Unit Taken.

Using the drop-down arrow, choose the absent type of Full Day or Partial Day.
When choosing Partial Day, enter the number of days in .XX format.

Enter the number of attendance units being recorded.

Based on the attendance date indicated and the Unit Type defined for the attendance
code, the system creates the appropriate number of detail attendance records for the
employee.

nVision creates one detail record for an attendance event code that is defined as
Hourly in Attendance Code Setup. Example: If Sick is set up as Hourly and 2 sick
units (hours) are taken, the system will create one detail record with 2 sick units.

nVision creates multiple detail records for an attendance event code that is defined
as Daily in Attendance Code Setup. Example: If Vacation is set up as Daily and 3
vacation units (days) are taken, the system creates 3 detail records with 1 vacation
unit each.

Enter the Beginning and Ending Dates of the attendance event. nVision flags the
corresponding days of the week for the attendance event.

€} Finance MANAGER

ANCE MAD éfi« £
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7. Click ZE on the Add Absent window,

L

8. Click = Sve

n¥ision HR Data Entry-Daily Attendance

The calendar reflects any attendance events by showing the event (Vacation, Sick, Personal, etc.) under the date. Upon
save of the record, the Attendance Bank is updated accordingly. When the mouse is hovered over the attendance event,

an informational tooltip is provided which shows the attendance type, building, substitute name (if any), attendance units,
and reason.

Asst Supt of Business

Jul 12 Jul 20 Attendance Type: Unit Taken
| Building: ADMINISTRATIVE CENTER Jui 23 Jul24 Jul 25

Substitute:

Attendance Units: 1.0000

Reasorn: Vacation Time

Comd

Jul26 Jul 27 13l 28 Jul 29 Jul 30 Jul31 Aug 01

Attendance Detail Browser

The Attendance Detail Browser at the bottom of the window contains a listing of the detail attendance events recorded
for the employee during the selected fiscal year. The Attendance Detail Browser is shown below:

Absent Date ¥oattenance Code Avendance Type Doratin Atterddaree Undts Bigiding fame Substinge Hame

0772772015 Vacation Unit Taken ‘ 10000, ADMINISTRATIVE <. Vacation Time

ovo12085 | Sick ' riorBalance 130000 apMmaSTRATVE €. :
ov/0172015 Sick Earned Accrual 200000 ADMIMISTRATIVE C..

07012005 Vacation T prior Batarce 100000 ADMIRISTRATIVE C.. |

07/01/2015 vacation . Eamned Accrual 200000 ADMINISTRATIVE C.

07012015 Personal  Prior Batance 00000 ADMINISTRATIVE C..

o7/0/2015 | Persorsl Eamed Accrual 30000 ADMINISTRATIVE €. -

The Attendance Detail browser displays the following information: Absent Date, Attendance Code, Attendance Type,
Donation Bank Name, Attendance Units, Building Name, Substitute Name, and Attendance Reason. The default sort
order of attendance records is in order of most recent to oldest attendance date within the fiscal year selected.

€} FINANCE MANAGER
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Finance Manager nVision HR Data Entry-Dailly Attendance

Attendance Totals Browser

Click the Attendance Totals Browser at the bottom of the window to display the employee's attendance bank, which
shows a summary of the various attendance events recorded during the selected fiscal year and the amount available in
each bank. nVision displays the main bank and the sub bank(s) individually and lists the amounts for each bank on a
separate line. The Attendance Totals Browser is shown below:

i

E

|

§ vacation 100000 200000 16000 00000 00000 23,0000 |
|

|

¥

:

Updating an Attendance Entry

1. On the main Daily Attendance window, use the Fiscal Year drop-down to choose the appropriate fiscal year. As
the fiscal year is changed, the attendance balances change accordingly for the employees in the list.

2. In the listing, highlight the appropriate employee and position record.
3. Enter Update mode. The Attendance Entry window displays.

4. Highlight the appropriate attendance record in the Attendance Detail browser.

5. Click Edit Selected Absent

6. On the Edit Absent window, update information by typing over the existing entries.

The Attendance calendar and bank are updated to reflect the attendance change.

Deleting an Attendance Entry

1. On the main Daily Attendance window, use the Fiscal Year drop-down to choose the appropriate fiscal year. As
the fiscal year is changed, the attendance balances change accordingly for the employees in the list.

2, In the listing, highlight the appropriate employee and position record.

3. Enter Update mode. The Attendance Entry window displays.

€} FinancE MANAGER
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F~ma.aw¢?am<zg>;* e nVision HR Data Entry-Daily Attendance

4. Highlight the appropriate attendance record in the Attendance Detail browser.

5. Click Delete Selected Absent '€ .

6. Confirm that this is the correct record to delete,

Attendance Entry

P Arc you sure you want to delete 'Vacation' for Thursday, July 12, 2012
k.~ 2

Choose Yes to delete the selected attendance record.

Choose No to not delete the attendance record.

7. Click el Save
The Attendance calendar and bank are updated to reflect the attendance change.

Checking Balances

If the employee has no available days or not enough available days, the system checks the information in Attendance
Code Setup. If the Check Attendance Balance field for the attendance code is checked, the system displays the message
"Employee does not have enough time available for the selected date range.” The user may override the warning
message and record the event. If the Check Attendance Balance field for the attendance code is unchecked, the system
simply records the event without displaying a warning message.

Recording Attendance Events for a Series of Days

To record a series of events on a weekend or that will cross over a weekend, nVision automatically skips the weekend
and adds the attendance to the next available weekday. However, this can be overridden.

In the above example, to record the attendance on the weekend, simply check Saturday and Sunday.

Q FINANCE
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Finance Mana n¥ision MR Data Entry-Daily Attendance

Printing a Calendar Report

Click Print to print a Calendar Report for the employee displayed on the window. The Print Calendar Options
window displays.

1. Choose Print All to print a calendar of events for all months.
OR
Choose Print Current Month to print the calendar for the current month.

2. Choose the default printer or use the drop-down to select another printer. The calendar can also be saved as a

pdf file or faxed.
3. Click *seeeend. All units taken are reflected on the appropriate calendar day.
Adsririzratsr, Man - Ayse Supt of Busirass . o . _ )
July 2015 B ey
terisan  rsess o
R R B BB % 2 4 32 o oMo
wpnanns P R R R
B HER B R B BEBEDas
s 5
Searutsy Rleudipy Tussds, { andloss oy Fhosradsy Frickes Sorsdny
w01 w2 i 03 Jui 04
Jul 05 gt o8 Jut 07 laios it 05 Jud 10 Jui 11
R 12 i1y ol 14 T 18 Ji 17 3l 18
S 15 a2t Jih 2t 22 I Jui 24 75
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Finance Manager: N
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Requisitioning Reports N

The Requisitioning Reports menu provides the user access to reports specific to the Requisition process. These reports
can be generated as a print preview, printed report, or exported to a variety of file types, including Adobe® PDF® and
Microsoft® Excel®,

From nVision Requisitioning, select Reports from the left menu tree.
The Requisition Reports Viewer allows the user to click on'any report, view a description of that report, and preview a

sample of the report contents. Set the radio button to the appropriate report option and click Run at the bottom of the
Preview window to bring up the report selection criteria window.

| Boavisition Regbers L3 ; Account Status {%}
8 feunas St § Thos riort shows the stets of the seSecied Accomant besssen e chosen detes,
& fosoptaton Suta n
Aot Paths Lsirg
Ascosrt T .
Foss o Soss Lo By Uses Preview:

Dernsi CHD
L

81050 £30.94.9000 | BOOES SRS

Alternatively, simply select the specific report to run directly from the Reports menu.

o Reports

- & Requisitioning Report Viewer
el i
Appropriation Status
) Approval Path Account Permission Range Listing
) Approval Path Listing
4 Individual Account Transactions
% 21 Requisition Status Listing By User
# 3} Requisition Status Listing By Business
Requisition Status Listing By Approver

€) FINANCE MANAGER
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Saving Reporting Criteria

Select nVision reports have the capability of allowing the user to save the selection criteria. The Save Criteria is a useful
feature in that it creates a template for the user containing specific selections for a report that can be used for future
report generation. Options are provided to create a private report accessible to the specific user or to create guest
reports that any user may access.

For any of the options below, make the report selections first, then save the criteria.

Creating a Private Report
Click Add & . Name the specified criteria. The Shared box should be unchecked so that only the user creating will

only have access. Click Save . The saved report can now be accessed from the drop down. Click the saved criteria
name and the system returns the report options window that has the preselected criteria.

. HS Supplies

Creating a Guest Report

|
Click Add * ', Name the specified criteria. Check the Shared box so that other users will be able to access this
report. Check the Editable box to allow other users to modify the report name and selection criteria. Click Save .

The saved report can now be accessed from the drop-down by any user with permission to run the report. Click the
saved criteria name and the system returns the report options window that has the preselected criteria.

- HS Supplies - alt depts

Modify Criteria

Using the drop-down, select the saved criteria report name. Update the appropriate report criteria. Click Save .

Remove Criteria

pRs—

'X'

Using the drop-down, select the saved criteria report name. Click Delete
criteria that to be deleted; choose Yes.

Confirm that this is the correct report

€} FINANCE MANAGER
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Finance Manager nVision Requisitioning Reports

Account Status

The Account Status Report allows the user to display the different types of transactions associated with a selected
account code for a selected date range. The account lookup only displays those accounts that the user has permissions
to. This report is a summarized version of one account line from the Appropriation Status Report, showing each category
of transaction starting with the opening budget amount, and includes any budget adjustments, encumbrances
placed/liquidated, requisitions, and expenses that is used to determine the current available balance.

E] Demfiﬁi} - Account Status‘ s Report

Account Status Report

This report shows the status of the selected Account between the chosen dates,

Report Criteria

Account | A2110500661500 (23]

Start Date: | 07/01/2014 [v]

End Date: | 08302015 [v] [7] Prior Year

1. Select the account code from the listing by highlighting the account record.

2. Enter the start and end dates (in MM/DD/YYYY format) to be included in the report. The report will include any
transactions made to the account during the specified date range. Check the Prior Year box to run the report for
a prior fiscal year. The system automatically changes the date range to the prior fiscal year dates.

5 ok R,

€} FinANCE MANAGER

s

nvi 016, FINANCE MANAGER® Al

W




nvision Reguisitioning Reports

The Account Status Report displays the selected date range and account. The report provides the following information:
opening budget amount, adjustments, adjusted budget amount, encumbrances placed, encumbrances liquidated,
outstanding encumbrances, outstanding requisitions, amount expensed, and unencumbered balance.

Adjusted Budget - (Outstanding Encumbrances + Outstanding Requisitions + Amount Expensed) = Unencumbered Balance

 Demo CSD NOTS!
. Account Status Report From 7/1/2014 To 6/30/12015

A 2110.500-66-1500 - SUPPLIES - FIFTH GRADE

Opening Budget : 10.000.00
Adjustments: paey
Adjusted Budget 10,000.00
Encumbrances Placed: 122.56
Encumbrances Liquidated: 000
Outstanding Encumbrances: 122.50
Quistanding Requisifons: 38.88
Amount Expensed: e
Urencumbered Batance 8,837.82

€) FinaNCE MANAGER
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aVigion Reguisitioning Reports

Appropriation Status

The Appropriation Status Report provides detail of the individual appropriation accounts with respect to the current
adjusted budget, fiscal year-to-date expenses, current encumbrances, and current unencumbered balance. The report
only displays those accounts that the user has permissions to see, as defined in the User Administration routine.

Appropriation Status Report
This report shows the detads of accourts based on the selected criteria,
Report Criteriz
Acoount Components

EndDate 06302015 [v] [ P Functior:

Sort By:  Funct ! Object:
Report Type: Detai x| Location:

Program:

™ Include Null {Zero) Accounts
77 Merge Funds

Account Display
Example Account: 1010.160-12-3345
[} First Function Total .

Second Function Total =
&} Third Function Totsl

1. Indicate the start and end dates or use the drop-down to choose from the on-line calendar. Check the Prior
Year box to enter in a date range from a previous fiscal year.

2. Indicate the Sort By option. The report may be sorted in one of the following ways:
Function
Object
Function and Object
Location and Function
Location and Program
Program and Object

3. Select the report type as either Detail, Summary, or Consolidated.
The Detail report prints detail for each individual account code.
The Summary report prints detail for each account grouping.
The Consolidated Report is only available when running the report by Function or Object, or by Month. This

type prints detail for a range of account groupings.

€) FINANCE MANAGER
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10.
11,
12.

13.

14,

€} FiINANCE MANAGER

Check the Include Null (Zero) Accounts box to include account codes that have no activity.

If more than one fund is selected, check the box if report funds are to be merged together. Uncheck the Merge
Funds box if report funds are to be listed separately.

Check the box if the report should Exclude Unposted Transactions.

Use the First, Second, and Third Totals options to specifically define the formatting of any report breaks that
should be included. Specify whether to include all, some, or none of the totals (as shown in the examples on the
criteria selection window) by checking the appropriate boxes. Based on the Sort option selected, the user can
select the types of formatting breaks needed for each function, object, location, and program code.

Check the First Function Total box to display totals for all accounts having the same function code.

Check the Second Function Total box to display totals for the accounts having the same first 2 characters of
the function code.

Check the Third Function Total box to display totals for the accounts having the same first character of the
function code.

Choose the Funds to include in the report. The default value is the A Fund. Use the drop-down to select All or
Selected funds. Use the binoculars 33 to search for selected funds.

Once in the lookup, hold down the Ctrl key and select a nonconsecutive range of fund codes or the Shift key and
select a consecutive range of fund codes. Check the Select All box to choose all Funds. Click OK to return to
the criteria selection window.

Choose the Function portion of the account code to be included in the report. The default vaiue is ALL;
however specific functions can be chosen by clicking on the drop-down arrow and choosing Selection. The
lookup is now displayed, allowing selection of one or more specific functions.

Choose the Object portion of the account code to be included in the report. The default value is ALL; however
specific objects can be chosen by clicking on the drop-down arrow and choosing Selection. The lookup is now
displayed, allowing selection of one or more specific objects.

Choose the Location portion of the account code to be included in the report. The default value is ALL; however
specific locations can be chosen by clicking on the drop-down arrow and choosing Selection. The lookup is now
displayed, allowing selection of one or more specific locations.

Choose the Program portion of the account code to be included in the report. The default value is ALL; however
specific programs can be selected by clicking on the drop-down arrow and choosing Selection. The lookup is
now displayed, allowing selection of one or more specific programs..

Save the criteria if necessary. Refer to page 2 of this document for details on saving the selection criteria.

Click Run .

=
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iVision Requisitioning Reports

The Appropriation Status Report includes the following information for each account code within the selected fund:
account number, account name, original budget amount, adjustment amount, revised budget amount, expensed amount,
encumbered amount, requisitioned amount, and available amount. Subtotals are provided by function if the Totals
option is selected. The report concludes with grand totals for the fund selected.

Original Budget + Adjustments = Revised Budget
Revised Budget — Expensed - Encumbered - Requisition = Available

The two columns to note on this report are the REQUISITION and AVAILABLE columns. The REQUISITION column
reflects the total dollar amount in outstanding requisitions at the time the report is printed. This amount increases when
requisitions are added and decreases when requisitions are either converted into purchase orders or are deleted. The
AVAILABLE column is the total balance available to each requisition user that has access to any given account code.

Demo CSD NS
Appropriation Status Detail Report By Function From 7/1/2014 To 6/30/2015
Account Description Budget Adjustments Adj. Budg E d E; Bered quisition Avaitsbie
A2110.500.88.1500 SUPPLIES . FIFTH 10,000.00 5.00 10,000,00 6.00 122,80 38,88 5,837.82
: GRADE
A2118505-88.1 SUPPLIES - SIXTH 18,600.00 G.00 18.000.40 200 o0 45.96 17,664.04
GRADE
2110 TEACHING-REGULAR  + 28,000.00 0.00 28,000.,00 0.00 122,60 86.94 27,791,566
SCHOOL
21 e 28,000.00 0.00 28,000.00 0.00 122,50 85,94 27,791.56
[ . 241 SUPPLIES - RESOURCE 17.500.00 6.00 17,000.00 .00 0.00 84.98 16,916.02
ROOH
2250 PROGRAMS-STUDENTS = 17,000.00 0.00 17,000.00 0.00 8.00 84.98 16,916.02
Wi DISABIL
22 - 17,000,00 0.00 47.000.00 4.00 0.00 84.98 16,916.02
2 e 45,000.00 0.00 45,000.00 0.00 12250 170,92 44,706.58
AEB1G EDO.65.0000 SLIPPLIES - GENERAL 18.000.00 600 1500000 SO0 800 2998 14,875.01
5510 DISTRICT TRANSPORY- + 15,000.00 .00 46,000,060 4.00 6.00 29.89 14,870,01
MEDHCAID
56 o 15,000.00 0,60 15,000.00 0.00 6.00 79,99 14,970.04
5 wn 45,000.00 0.00 15,000.00 8.00 0.00 29.88 14,970.01
Fund ATotals: §0,000.00 0.00 60,000.00 0,00 122,50 200.94 58,676.58
Grand Totsals: 80,000.00 0.00 80.000.00 0.00 122,50 200.91 5867659
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Finance Manager nVision Requisitioning Reports

Approval Path Account Permission Range Listing

This report provides the ability to print the account code component range permissions and privileges for all requestors
and approvers associated with the selected approval path(s).

Approval Path Account Permission Range Listing

This report will list afl approval paths and the assodated account permission ranges under the selected criteria,

Report Criteria

1. Leave ALL to report on all approval paths or use the drop-down to choose Selection and click the lookup
§é to choose a specific approval path(s).

2. Leave the Page Break by Approval Path box unchecked if the report output should be printed consecutively
without any page breaks. Check the box to page break at the start of each approval path.

N WL
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Finance Manager nVision Requisitioning Reports

The Approval Path Account Permission Range Listing prints the general range of account elements (fund, function, object,
location, or program) that requestors/approvers linked to the selected approval path(s) will have authorization to use. A
blank starting and ending range indicates an all inclusive range for the account component.

A sample report follows:

' Demo CSD

Approval Path Account Permission Range Listing

Middle School Approval - Middle School Approval

Appropriation

Range Start Range End
Fund A rd
Funcion : ¢
{Ohject
Location 1 1"
Program

- Middle School Approval > $5,000 - Middle School Approval Greater Than $5,000

Appropriation
Range Start Range End
Fund A Z
Functon
Object
Lacation 11 11
Program

Middle School Approval Under 1K - Middle School Approval Less Than $1,000

Appropristion

Range Start Range End

Fund A Z
Funicfion

Object

Location

Program

E MANAGER
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Finance Manager nvision Requisitioning Reports

Approval Path Listing

This report provides the ability to print a detail or summary approval path report. The summary report simply provides
the applicable threshold start and end dollar ranges for each approval path. In addition to printing the threshold starting
and ending ranges, the detail report can include the approvers/approval levels, requestors, and account code
permissions associated with the selected approval path.

[4 Demo CSD - Approval M‘*”‘*’*‘g "

Approval Path Listing
This report lists all information about each approval path under the selected criteria.

Report Criteria

Include Sub-Reports
Feport Type:

Status: All
Approval Path:

3. Use the Include Sub Reports check boxes to indicate the details to be included for the selected approval
path. One, multiple, or all boxes can be checked.

Check the Accounts box to list the account codes linked to the selected approval path.
Check the Approvers box to list the approvers and approval levels linked to the selected approval path.

Check the Requestors box to list the requestors linked to the selected approval path, along with the
active/inactive status of each requestor.

s oL P

Sample Summary and Detail reports are shown on the following pages.

Q FINANCE MANAGER
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nvision Requisitioning Reports

Approval Path Listing — Sample Summary Report

- Demo CSD
; _ NVISIOW |
- Approval Path Listing
Name Description Threshold Start Threshold End
Business Office Business Office
HS Approval - 1T HS Approval-IT
HS &pproval-Non (T Standard HS Approval - Non T 0.00 2,805.99
HS Approval Over 3K - Non (T HS Approval Over $3,000.00- Hot!T 3050000 999.999,990.99 |
Middle School Approval Ktiddie School Approval 0.00 500000
Widdie School Approval » Widdle School Approval Greater Than S5000 0001 $95,995,999.56 |
8E.000 ;
Middie School Approval Under Kiddle School Approval Less Than $1000
1K :

€} FiNANCE MANAGER
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nVision Requisilioning Reports

Approval Path Listing — Sample Detail Report

Demo CSD

i NVISI
. Approvai Path Listing
- Middle School Approval > $5,000
Description Threshold Start Threshoid End
Middie School Approvgi Greater Than 38000 B.000.01 589,990,995.89

Approval Levels

Approval Level Approver

4 Principal, Alan

2 Business Official, Jim

3 Purchasing Official, Jane
Requestors

Regquestor D Name

20 Requser, Ann

21 Requser, Bob

22  Requser, Charfie
& Requser, John

Approval Account Code Access

Account Description Account Type
A 1010.438-11-0000 MEMBERSHIP DUES Approprision
A 1010.490-11-0000 BOCES SERVICES Appropnsion
A 1910,800-11-0000 SUPPLIES-BOARD OF ED Appropristion
A 1040.160-11-0000 HNOM-IMETR SAL-DISTR CLERK Approprision
A 1040.402.11-0000 CONF & TRAVEL Appropriation
A 1040, 476-11-0000 TUITION REIMBURSEMENT Approprston
A 1040475110000 RSO EXPENSES Appropriation
A 1040.800-11-0000 SUPPLIES-DISTRICT CLERK Appropraion
A 1080.478-11.0000 KISC EXP-DISTRICT MEETING Appropration
A 1240165110000 HNOM-IMSTR SUPT SEC SUB Appropristion
A1240.220-11-0000 COMPUTER HARDWARE Appropriafion
A 1240.402.11-0000 CONF & TRAVEL Appropration
A 1240.438-11-0000 MEMBERSHIP DUES Appropration
A1240.475.11.0000 TUITION REBAADRMIN ASST Appropriaion
A 1240.479-11-0000 FHSC EXPENSES Approprgion
A1240.800-11-0000 SUPPLIES CBA Approprision
A 1430472110000 MISC EXP-ADVERTISING Approprision
A 1480.472-11-0000 MISC EXP-PUBLIC INFOR Appropristion
A 1480 500-11-0000 SUPPLIES-PUBLIC INFOR Appropriaion
A 1920.400.11.0000 SCHOOL ASSCC DUES Appropraiion
A 8070.180-11-0000 COMM SERVICES - CENSUS Appropraion

€) FiInANCE MANAGER




Finance Manager n¥igion Requisitioning Reports

Individual Account Transactions

The Individual Account Transactions Report prints detail of account history transactions for a selected appropriation
account code within a specified date range. The account lookup only displays those accounts that the user has
permissions to see in nVision Requisitioning. The report can only be generated for one account code at a time. This
report reflects a detail line item for each transaction starting with the opening budget amount, and shows all account
activity (i.e., encumbrances placed, expenses, and requisitions) that determine the current available balance.

[d Dermo CSD - Individual Account Transactions Report

Individual Account Transactions Report ‘j

This report lists the Individual Account Transactions for the selected criteria,

Report Criteria

focount: | A2110500861500 (8

Start Date: | 07/01/2014 [+]

7! Show Description
7 Exclude Unposted Transactions

1. Select the account code from the listing by highlighting the account record.

2. Enter the start and end dates (in MM/DD/YYYY format) to be included in the report. The report will include any
transactions made to the account during the specified date range. Check the Prior Year box to run the report for
a prior fiscal year. The system automatically changes the date range to the prior fiscal year dates.
NOTE: When running the Individual Account Transaction Report with a starting date that is AFTER the current
fiscal year start date, the first line of the report includes a beginning balance line which encompasses all
transactions from the starting fiscal date to the specified starting report date.

3. Leave the box checked to show the description in the Explanation field on the report. When the box is
checked, the description or explanation is dtsplayed When the box is unchecked, the vendor is displayed
instead.

4. Check the box if the report should Exclude Unposted Transactions.

5. ao ]

Q FINANCE MANAGER
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nVision Requisitioning Reports

Finance Manager

The Individual Account Requisition Transaction Report includes the following information for each account code:
transaction date, purchase order/requisition number, reference number, invoice number, transaction explanation,
schedule number, appropriation amount, encumbrance amount, expensed amount, requisitioned amount, and available
amount. The report concludes with the total appropriation, total encumbered, total expense, total requisition, and total
available amount for the account code.

Appropriation Amount - Encumbrances — Expenses - Qutstanding Requisitions = Available Amount

NOTE: The Explanation column will display the vendor associated with the transaction if the Show Description box was
unchecked on the report criteria selection window. If a detail description was entered at the time of data entry; check
the Show Description box so that the Explanation column on the report reflects that detail. -

Demo CSD N
. Individual Aecount Transactions Report For A 2110.500.66-1500 From 7/1/2014 To 6/30/2015
Date PO %Req# Ref N ice ¥ pianati Sch#  Appropristion E Exp Requisition Availsbie
0122014 1 Opening Budgesy  JE1 10,000.00 o000 0.00 00 1000000
En
snzeoie 17 17 ABC SCHOOLSUP.  RQLO 6.00 000 0.00 3898 9.950.02
22018 1148541 1145541 ADDISON WESLEY BNt 600 122.50 C.00 5.00 9.837.62
PUBCO
Grand Totais: 10,000.00 122.50 .00 39.98 9,837.52
€) Finance
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Finance Manager nVision Reguisitioning Heports

Requisition Status Listing by User

To generate a printout of the status of the requisition(s) that you entered into the system, you may do so through the
Requisition Status Listing by User routine. The Requisition Status Listing by User routine allows each user to generate a
detail or summary report indicating the status (Unsubmitted, Pending, Approved, Disapproved, and/or Converted) and
approval level of the requisitions associated with his/her own requisitions.

Access to Requisition Status Listing by User
1. Under the Reports menu tree, click the Requisition Status Listing by User option.

The Requisition Status Listing Report by User window displays.

o e

Requisition Status Listing By User

This report lists the Status of Requisitions under the selected criteria by the user,

Feport Criteria
R Siatus Typels) to be Included:
Start Date: 07012014 [+ = Unsubmitted
End Date: 06302015 [+ ] [E] Pending
Requisition(s): Al 7] Approved
Report Type: Detail El ¥ Disapproved
Include Distribution:  Yes =] 7] Converted

Use this window to restrict the report to specific requisition criteria.

€) FINANCE MANAGER
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Finance Manager nVision Reguisitioning Reports

Enter the Starting and Ending Date in the range of requisitions to be included in the report. These fields
default to the starting and ending dates of the current fiscal year and may be changed as needed. To report on
requisitions entered on one specific date, enter the same date in the Starting and Ending Date fields. Check the
Prior Year box to report on requisitions dated from a prior fiscal year.

Leave ALL to report on all requisitions within the specified date range and status type(s) or use the drop-down
to choose Selection and click the lookup 2 to choose specific requisitions.

Indicate the Report Type to be generated.

Summary - This report provides the requisition number, date, vendor name, total amount, approver name,
total amount, current approval level or purchase order number, status, reason for disapproval (if applicable),
and requestor name.

Detail — This report provides the requisition number, date, vendor name, approver name, total amount, current
approval level or purchase order number, status, reason for disapproval (if applicable), and requestor name. In
addition, the report provides the account numbers to which the items are to be charged, line item descriptions,
quantity ordered, unit price, shipping charges, discount amounts, and extended price.

The Include Distribution field is only available if the Report Type selected is Detail. Choose YES to display
any account information entered. Choose NO to exclude account distribution information.

Use the Status Type check box fields to specify one or more requisition status types on which to report. Check
one, multiple, or all status types. Valid types are Unsubmitted (Open), Pending, Approved, Disapproved, or
Converted to PO. Example, if the Pending and Approved statuses are checked, the listing will include those
requisitions that are currently in a Pending or Approved status within the selected requisition date range.

i R

Sample reports are shown on the following pages.
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Summary Report

izion Requisitioning Reporis

Demo CSD

Requisition Status Listing Report for User: lapprove from 7/1/2014 to 6/30/12015 NVISI
Requisition Date Vendor Name JotalAmount  Level/ PO # Status Reason Requested By
Number
20 1048204 ADAMSBOOK CO NG 87.85 Fot Submitted Approver lon
Detail Report (with Distribution)
| Demo CSD NCTST
| Requisition Status Listing Report for User: lapprove from 7/1/2014 to 6/30/2015
' Requisition Date Vendor Nsme TotalAmount Level/PO# Status Reason Requested By
Number
26 1G0E2014  ADAMSBOOKCOING §7.86 Mot Submitted Approver, Lor
Requisitioned items
Account Description Quantity Unit Price Shipping Discount Ext Price
G 2280.450.77-0000 Ledger Book 280 2485 fexe ] 300 4998
G 2280.480.77.0000 Receipt Book 300 568 000 000 17.97
Totah 67.96
Account Distribution
Account Description Amournt
G 2280.450-77-0000 DFFICE SUPPLIES 67,85
Total: 67.95

€} FINANCE MANAGER




Finance Manager nVision Requisitioning Reports

Requisition Status Listing by Business

If the Business Office wants to generate a printout of the status and approval level of the requisition(s) that were entered
into nVision by all users, they may do so through the Requisition Status Listing by Business routine,

Access to Requisition Status Listing by Business
1. Under the Reports menu tree, click the Requisition Status Listing by Business option.

The Requisition Status Listing by Business Office window displays.

m g qumsm Sﬁm‘ x ygusmess {}g;(‘ek

Requisition Status Listing By Business Office

This report lists the Status of Requisitions under the selected ariteria by the business office.

Report Criteria
Start Date:
End Date: |
Regquisition(s): Al =]
Report Type: Detail [~]

Include Distribution:

Use this window to restrict the report to specific requisition criteria.

€} FinaNCE MANAGER
Vision ©Copyright 2016, FINANCE MANAGER® Alf rights reserved, 1%
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Finance Manager nVision Requisitioning Reports

1. Enter the Starting and Ending Date in the range of requisitions to be included in the report. These fields
default to the starting and ending dates of the current fiscal year and may be changed as needed. To report on
requisitions entered on one specific date, enter the same date in the Starting and Ending Date fields. Check the
Prior Year box to report on requisitions dated from a prior fiscal year.

2. Leave ALL to report on all requisitions within the specified date range and status type(s) or use the drop-down
to choose Selection and click the lookup A to choose specific requisitions.

3. Indicate the Report Type to be generated.

Summary — This report provides the requisition number, date, vendor name, total amount, approver name,
total amount, current approval level or purchase order number, status, reason for disapproval (if applicable),
and requestor name.

Detail — This report provides the requisition number, date, vendor name, approver name, total amount, current
approval level or purchase order number, status, reason for disapproval (if applicable), and requestor name. In
addition, the report provides the account numbers to which the items are to be charged, line item descriptions,
quantity ordered, unit price, shipping charges, discount amounts, and extended price.

4. The Include Distribution field is only available if the Report Type selected is Detail. Choose YES to display
any account information entered. Choose NO to exclude account distribution information.

5. Use the Status Type check box fields to specify one or more requisition status types on which to report. Check
one, multiple, or all status types. Valid types are Unsubmitted (Open), Pending, Approved, Disapproved, or

Converted to PO. Example, if the Pending and Approved statuses are checked, the listing will include those
requisitions that are currently in a Pending or Approved status within the selected requisition date range.

6. Clid "],

Sample reports are shown on the following page.
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Summary Report

Demo CSD

151
Requisition Status Listing Report for afl Requisitions from 7/1/2014 to 6/30/12015
Req;iak;on Date Vendor Name Approver Total Amount Level /PO # Status Reason Requested By
Bnoer
17 01272014 ABC SCHOOL SUP, Approver, ton 20081 Lt Pending Requser, Diane
Approvel
18 09152014  ACADEMIC BOOK 82820 Hot Submitied Requser, Diane
SERVICE INC
19 100672014 ADVANTAGE SPORT & 262,88 Mot Submifted Requser, Diang
FITHESS
Detail Report (with Distribution)
- Demo CSD NS
Requisition Status Listing Report for all Requisitions from 7/1/2014 to 6/30/2015
Requisition Date Vendor Name Approver Total Amount Level/PO & Status Reason Requested By
Number
18 091152014 ACADEMHC BOOK £§28.20 Mot Submitted Requser, Mare
SERVICE INC
Regquisitioned tems
Account Description Quantity Unit Price Shipping Discount Ext Price
A 2110.500-68-1800 Peopie oftheAncient World by Robert & Vincent, ISBN 3000 12.88 .00 008 388.80
192838287
A BS105.B00-55-0000 Qur Changing Earth by James Nemes, ISBHN 14488562908 30.00 788 fede 8.00 2387G
Total 628.20
Account Distribution
Account Description Amount
A 2110.500-66-1800 SUPPLIES - SIXTH GRADE 38850
A BB10.500-55.0000 SUPPLIES - GENERAL 23970

Totai:

e




Finance Manager nVision Requisitioning Reports

Requisition Status Listing by Approver

If Approvers want to generate a printout of the status and approval level of the requisition(s) that they approve for
various requestors, they may do so through the Requisition Status Listing by Approver routine. This gives you the ability
to generate a detail or summary report indicating the status (Unsubmitted, Pending, Approved, Disapproved, and/or
Converted) and approval level of requisitions that you approve.

Access to Requisition Status Listing by Approver
1. Under the Reports menu tree, click the Requisition Status Listing by Approver option.

The Requisition Status Listing by Approver window displays.

Requisition Status Listing By Approver
This report lists the Status of Requisitions under the selected criteria by the approver,
Report Criteria

Status Typels) fo be Included:
Start Date: 1 Unsubmitted

End Date: 1067302015 [] 7] Pri [ Pending

Requisition{s):
Report Type:
include Distribution:

Shared
Editstle

Use this window to restrict the report to specific requisition criteria.

€) FINANCE MANAGER
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Finance Manager ... .DNVision Requisitioning Reports

1. Enter the Starting and Ending Date in the range of requisitions to be included in the report. These fields
default to the starting and ending dates of the current fiscal year and may be changed as needed. To report on
requisitions entered on one specific date, enter the same date in the Starting and Ending Date fields. Check the
Prior Year box to report on requisitions dated from a prior fiscal year.

2. Leave ALL to report on all requisitions within the specified date range and status type(s) or use the drop-down
to choose Selection and click the lookup % to choose specific requisitions.

3. Indicate the Report Type to be generated.

Summary — This report provides the requisition number, date, vendor name, total amount, approver name,
total amount, current approval level or purchase order number, status, reason for disapproval (if applicable),
and requestor name.

Detail — This report provides the requisition number, date, vendor name, approver name, total amount, current
approval level or purchase order number, status, reason for disapproval (if applicable), and requestor name. In
addition, the report provides the account numbers to which the items are to be charged, line item descriptions,
quantity ordered, unit price, shipping charges, discount amounts, and extended price.

4. The Include Distribution field is only available if the Report Type selected is Detail. Choose YES to display
any account information entered. Choose NO to exclude account distribution information.

5. Use the Requestors field to select one or more users whose requisitions you want to report on. Choose All to

report on all requestors or use the drop-down to choose Selection and click the lookup 43 to choose specific
requestors.

6. Use the Status Type check box fields to specify one or more requisition status types on which to report. Check
one, multiple, or all status types. Valid types are Unsubmitted (Open), Pending, Approved, Disapproved, or

Converted to PO. Example, if the Pending and Approved statuses are checked, the listing will include those
requisitions that are currently in a Pending or Approved status within the selected requisition date range.

7. ciocRm ]

Sample reports follow.
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n¥ision

equisitioning

Summary Report
Demo C0 NTTERY
Requisition Status Listing Report for all Approval Paths associated with lapprove from 7/1/2014 to 6/30/2015 V ]
Req;xis%tim Date  Vendor Name Approver TotalAmount Level/PD# Status Reason Requested By
umber
17 08122014 ABC BOHOOL SUP. Approver, Los 28081 L Pending Requser, Diane
Approvel
18 81624 ACADEMIC BOOK 82820 Mot Submitted Reguser, Diane
SERVICE (NG
18 10082014 ADVANTAGE SPORT & 28295 Hat Submitted Requser, Disne
FITHESS
Detail Report (with Distribution)
' Demo CSD NUISI
Requisition Status Listing Report for all Approval Paths associated with lapprove from 7/1/2014 to 6/30/2015
Reguisition Date Vendor Name Approver TotatAmount Level /PO # Status Reason Requested By
Number
17 081122014 ABC SCHOOL SUP. Approver, Lot 5081 L1 Pending Requser, Diane
Approva
Requisitioned items
Account Description Quantity iInit Price Shipping Discount Ext Price
A 218 B00-86-1800 3-Ring Binder, 1-inch Wide Spine, Black, 10-Court Box 200 1288 .08 050 3538
A 2110.500-86-1800 Folders, Box of & 200 22,88 080 800 45.96
A 2280.560-88-4100 Ball Point Pens, Black, Case of 100 1.00 34358 G50 600 34.88
& 2250 800.88-4100 Copy Paper, Medium Weight, White, 8 172 X 11 Paper Size 1.00 4885 ¢.00 .40 4558
4 8510 5C0-8B-0000 Mo 2 Penciis, Case of 100 100 2358 6.00 o.08 2988
Total: 0091
Account Distribution
Account Description Amount
A 2110.600-86-1500 SUPPLIES - FIFTH GRADE %4
A 2110.660-66-1600 SUPPLIES - SIXTH GRADE 4556
A 2280.600-88-3150 SUPPLIES . RESOURCE ROOM 8498
A BS10.600-56-0000 SUPPLIES - GENERAL 2888
Totak: 260.91
02102016




Finance Manager:
Requisitioning Entry and Printing

Requisitioning Dashboard

The Requisitioning Dashboard is divided into four sections: Requisition Status, Requisitions Submitted for Approval,
Requisitions Awaiting My Approval, and Requisitions Disapproved.

; . Sy Sobmitted O Vendoy
{ requisitions not submitted Fame ,_@m;zue {?‘;‘ ;&}?

| Vsubmitied perdingapprovet e

i O requisiion approval in process
D requisiions disspproved
8 157 fting your

Subried for Aproval -, L Daseved

S Deseription O meousition Mumbsr 7 & Y, Date 4 &

‘gl

Requisition Status The Requisition Status area provides a current summary for the user of the
following: number of requisitions that were entered but not submitted, number of
requisitions that were submitted and are pending approval, number of requisitions
currently in the approval process, and number of requisitions disapproved. If the
user is also an approver, it will show the number of requisitions awaiting approval.

Submitted for Approval The Submitted for Approval area displays a list of the requisitions that were
entered by the user and are currently pending approval. The summary shows the
requisition number, requisition description, submission date, and current approver.
The scroll bar can be used to display more requisitions that were submitted for

approval.

Requisitions Awaiting My The Requisitions Awaiting My Approval area contains information for those users

Approval who are approvers and have requisitions to approve. The list shows the
requisition number, requisition description, requestor name, submitted date, and
vendor. The scroll bar can be used to display more requisitions that are awaiting

approval.

QFE
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Finance Manager

ision Reauisit

Disapproved The Disapproved area provides a summary of the requisitions that were submitted
but disapproved. The list shows the requisition number, requisition description,
disapproved date, individual who disapproved the requisition, and disapproval

comments. The scroll bar can be used to display more requisitions that were
disapproved.

€) FINANCE MANAGER
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Finance Manager nVision Requisitioning Entry and Printing

Enter Requisitions

The Enter Requisitions routine provides a mechanism for entering purchase requisitions electronically into the system.
The requisition entry process is comprised of four steps.

1. Enter the basic information regarding the requisition, including the reference number, date, PO source, building,
contact person, vendor number, and vendor name.

2. Enter the line item(s) associated with the requisition, including the account code, quantity, unit of measure, unit
price, item description, discount rate, shipping, and extended price.

3. Enter the account code and/or shipping distribution for the requisition.

4. Submit the requisition for approval.

NOTE: You must indicate the appropriate approval path of the requisition, therefore you must have the proper approval
channels set up BEFORE you may enter the requisition. If you do not, the system displays an error message stating that
the approval path is required and you will not be permitted to save the requisition. Your supervisor must define your
approval paths through the Approval Path Setup option.

Adding a New Requisition
1. Open the Requisitioning menu tree and double click the Enter Requisitions option. The Requisition Listing
window displays.

;

- Drag e coluren header here to group by that column,

By fumber | Yendar 1D verdyr Nama Reg Oxbe  tuitding Aeprovsl S Bacuesior N spprovel Hame o lommert G Fieq Total 3'; oot

2. Enter Add mode. The New Requisition window displays.

Enter the general requisition information at the top of the window.

€) FINANCE MANAGER
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Finance Manager nvision Reguisitioning Entry and Printing

Requisition
ReqHumber: | New - Not Saved d
VendorID: | =@ =]
VendorNeme: |« . |
Description: & snpTositing

Ship To Contact:
Revestor. | Rewserdobn [=] Rea |
pproval Peth: | APPROVAL PATH 1 Approval Status:

Reguisition Detail

Feg Address Ship To Address

LS.

A description of the Requisition Entry fields is listed below:

Req Number - This is the number that uniquely identifies the requisition. When adding a requisition, this
number is assigned by the system and defaults to the next sequential requisition number. The requisition
number is not modifiable.

Vendor ID (REQUIRED) - Enter the vendor ID or click Search to search for an existing vendor, or click Add

to add a new vendor record in the Vendor Setup File. The Vendor Name defaults upon entry of the vendor
ID.

Description (REQUIRED) - If the PO Source is Other, Bid, or State Contract, enter free-form text that describes
this requisition. If the requisition originated from a Bid that was imported from nVision Bid into nVision
Requisition, the Description defaults to the name of the bid. Description text displays beneath the Order To
section on the printed purchase order.

Requestor (REQUIRED) - The name of the requestor. This field defaults to the name of the user who is

currently logged into nVision Requisitioning. Use the drop-down arrow to choose from a listing of other
individuals this requestor can enter requisitions for.
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Finance Manager n¥ision Requisitioning Entry and Printing

Approval Path (REQUIRED) - Use the drop-down arrow to choose the appropriate approval path for this
requisition. The listing shows all approval paths that the requestor is linked to.

Transaction Date (REQUIRED) - Enter in the requisition date (in MM/DD/YYYY format). When adding a
requisition, this field defaults to the current date. You may change the default value as needed. If the
requisition is for the next fiscal year and the fiscal year is OPEN in System Parameters, enter a date with the new
fiscal year. NOTE: nVision will check System Parameters to ensure that the date entered falls in a year that is
currently Open and is flagged to allow requisition entries. If the date entered does NOT fall within a year that is
open AND flagged to allow requisition entries, nVision finds the next available OPEN year and defaults the entry
date to the first day of that year.

Req Source - Use the drop-down to select the appropriate Requisition Source. This field defaults to Other.
Valid entries are Other, Bid, Sole Source, or State Contract. If the requisition originated from a Bid that was
imported from nVision Bid into nVision Requisitioning, the Bid Number defaults in the subsequent field. If the
Requisition Source is State Contract, enter the State Contract number in the subsequent field. The Contract
number displays on the printed requisition.

Ship to Building (REQUIRED) — This field defaults to the default building for the requestor, as defined in the
Requestor Setup File. Enter the code representing the building where the requested items are to be delivered.
Use the drop-down to display and choose from a listing of all building codes linked to the requestor.

Ship to Contact - Use the drop-down to select the ship-to contact name, or click Add to add a new contact
name for the selected building. The contact name is displayed on the printed requisition in the Attn line of the
Ship To box.

Req Amount - This system-calculated field reflects the total amount of the requisition line items plus any overall
shipping charges.

Approval Status - This system-generated field reflects the current status of the requisition (i.e., Not Submitted,
Pending Approval, Disapproved). The requisition is in a Not Submitted status when it is first created. Once the
requisition has been submitted for approval, the status is changed to PENDING APPROVAL.

3. Inthe Addresses folder at the bottom of the window, indicate the address information for this Requisition.

Requisition Detail

Addresses | Requisition ltems | Account Distribution | Shipping Distribution | File Attachments | Requisition History |

Feg Address Ship To Address
| 200 COOK STREET | §} | DEMO CENTRAL SCHOOLS
| Purchasing M | 35BROADWAY
200 COOK STRE | — _— —
_CARTERSVI = GA  [»] CARTERSVILLE Gawno | DEMOVILLE | NY  [y] vias us [4]
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Finance Manager ‘ nvision Requisitioning Entry and Printing

Req Address — The window displays the default purchasing address based on the vendor selected. Change the

default address as needed. Clic to display any alternate purchasing addresses for this vendor. Highlight
the appropriate address for this requisition.

Ship To Address — The window defaults the shipping address for the selected building, as defined in Building
Setup. Change the default address as needed.

4. Click the Requisition Items folder at the bottom of the window. Click Add #1in the maintenance toolbar in

the middle of the window or click on number 1 %F tin the Line No. field. A window is opened for you to

enter all necessary information regarding this reqwsmon line item.

ltemNo: ‘__j Account:  A2110500661100 34| Discount Amt 200
ltem Desc: 15t Grade MathBooks UnitMeasure: BOX  ~|  Shipping Pt ?
Quantity: 200 ShipgingAmt
Discount Pet: 200
[ OK

Item No - Enter the item number (if applicable). You can manually type in the item number or click the lookup

féé to display and choose from a listing of valid item numbers from the Items Setup File. The lookup displays
only those items under the Item Categories linked to the requisitioner in the Requestor Setup File. nVision
Requisitioning populates the Item Description and Unit Measure. Note that you are not required to enter an item
number.

Item Desc (REQUIRED) - Enter a free-text description of the item being requested. Note that if you chose an
existing item number from the Items Setup File, the description cannot be modified.

Account - Enter the appropriation account from the Accounts File to which the Requisition item is being

charged. Click the lookup 5?3 to display and choose from a listing of valid appropriation codes from the Accounts
Setup File. The lookup contains a listing of those accounts that the user has permission based upon User Setup.
NOTE: If the line item is being expensed out of more than one appropriation account, leave this field blank.
Click the Account Distribution folder to charge the line item to the appropriate accounts.

Unit Measure (REQUIRED) - Select the code representing the unit of measure (i.e., each, box, dozen) for the

item being requested. Click the lookup éﬁ to display and choose from a listing of valid unit of measure codes
from the Unit of Measure Setup File.

Quantity - Enter the quantity of the item being requested.
Unit Price - Enter the price per unit of measure of the item being requested.

Discount Pct - If applicable, enter the discount percentage rate for the item being requested. If the discount
percentage is entered, nVision Requisitioning automatically calculates the appropriate discount amount.

NOTE: If a discount percentage is specified on the Miscellaneous folder in Vendor Setup, that vendor discount
percentage defaults in this field.

Q FINANCE MANAGER
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Discount Amt - If applicable, enter the discount amount for this requisition line item. If discount percentage is
specified, this amount automatically defaults in based upon discount percentage, quantity, and unit price
specified.

Shipping Pct - If applicable, enter the shipping percentage rate for the item being requested. If the shipping
percentage is entered, nVision Requisitioning automatically calculates the appropriate shipping amount.

NOTE: If a shipping charge is applicable to all items in the entire requisition, use the Shipping Distribution folder
to indicate the overall shipping charge and the account codes to which the shipping is to be charged.

Shipping Amt - If applicable, enter the shipping amount for this requisition line item.

Extended Amt - This system-calculated field is determined by the following formula:
(Quantity X Unit Price) minus Discount plus Shipping.

Once you have completed entering the details for the line item, click OK.

After entering a detail line item, click on the appropriate Line number (1, 2, etc.) to see the detail for the line.

If you make a mistake at any point, highlight the appropriate line item number that you want to delete (the

selected line has an arrow * preceding it) and press the Delete butto

in the Requisition Detail toolbar.

5. If a requisition line item(s) is being charged to more than one appropriation account, click the Account
Distribution folder in the middle of the window to charge the line item(s) to the appropriate accounts.

 Addresses | Requisition tems | Account Distribution | Shipping Distribution | File Atischments | Requisition History |
Account Distribution Summary -~ Total Order Distribution

Amaount to Distribute:

Cesoription
s, Smith |
S110000 ~ Mrs. Jones

Line ltem Distribution:

Total Order Disinbution

Total Amt Distributed:

Difference;

Distribution Status:

The Account Distribution Summary section of the window tells you what still needs to be distributed. The
Amount to Distribute represents the total of ALL the requisition lines items. The Line Item Distribution
amount is the amount from those requisition line items where the Appropriation Account was filled in on the

Item Entry window. The Difference totals the extended price of those requisition detail line items where the
Appropriation Account field was left blank on the Item Entry window; that amount must then be distributed to the
appropriate account codes prior to exiting the Requisition Entry routine.

Click in the Account field. Enter the appropriate account code to which the items are to be charged. Click the

lookup % to display and choose from a listing of valid appropriation codes from the Accounts Setup File. The
lookup contains a listing of those accounts that you were given permission to use in your User Login file.

Tab or dlick in the Description field and enter free-form descriptive text for this account distribution.
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Finance Manager nVision Reguisitioning Entry and Printing

Tab or click in the Pct field and enter the percentage to be charged to the selected account code. nVision
Requisitioning automatically calculates the Amount based on the Difference amount. You are not required to
enter a percentage. If you choose to omit a percentage, simply tab to the Amount field and enter the dollar
amount to be charged to the account code.

Tab or click in the next account distribution line and enter the account, description, percentage, and/or amount.
Repeat this step as many times as needed until the Distribution Status is In Balance.

If you make a mistake at any point, highlight the appropriate account distribution line that you want to delete

(the selected line has an arrow - £ preceding it) and press the Delete button
toolbar.

n the Total Order Distribution

6. Click the Shipping Distribution folder in the middle of the window to add the overall shipping charge for all
items on the requisition and the account codes to which the shipping is to be charged.

Shipping Distibution Summary Shipping Distribution

Aorourd Description

Sipping Distributed ; Pt Amourt
A162140044000 | Shipping Elem :

Difference: R
AZ11022077000  Shipping HS

Distribution Status:

&) Enter a shipping amount to distribute.
Then perform the shipping account
distribution to the right.

Indicate the overall shipping amount for the entire requisition in the Shipping To Distribute field under the
Shipping Distribution Summary area of the window. This dollar amount is placed in the Difference field. This
represents the amount remaining to be distributed.

Click in the Account field. Enter the appropriate account code to which the shipping is to be charged. Click the

lookup éé to display and choose from a listing of valid appropriation codes from the Accounts Setup File. The
lookup contains a listing of those accounts that you were given permission to use in your User Login file,

Tab or click in the Description field and enter free-form descriptive text for this account distribution.

Tab or click in the Pct field and enter the percentage to be charged to the selected account code. nVision
Requisitioning automatically calculates the Amount based on the Difference amount. You are not required to
enter a percentage. If you choose to omit a percentage, simply tab to the Amount field and enter the dollar
amount to be charged to the account code.

Tab or dick in the next account distribution line and enter the account, description, percentage, and/or amount.
Repeat this step as many times as needed until the Distribution Status is In Balance.

E MANAGER

ht 201

FINANCE MANAGERE Al rights reserved, g



Finance Manager nvision Requisitioning Entry and Printing

If you make a mistake at any point, highlight the appropriate account distribution line that you want to delete

(the selected line has an arrow . preceding it) and press the Delete button '
toolbar.

in the Shipping Distribution

7. Click the File Attachments folder to attach documents or spreadsheets that contain information about this
requisition. This enables you to link information to a requisition. Note that this is for informational purposes and
is NOT printed on the requisition document,

Requisition Detail

| Addresses | Requisition ltems | Account Distribution | Shipping Distribution | File Attachments | Requisition History |

Mame Size Comment

Click Add to specify the location of the attachment to be linked to this requisition. Use the Browse
button to find the location and name of the file.

Add File Attarhment

Enter any Comments as needed. Click OK. The selected file is linked to the requisition.

Reaguisition Detail

 Addresses | Requisition ltems | Account Distribution | Shipping Distribution | File Attachments | Requisition History |
e e e —

Highlight the file name and click Open to view the contents of the file. Highlight the file name and click Delete
if you no longer want this file to be linked to the requisition.

NOTE: All attachments linked to a requisition will automatically be linked to the purchase order, once the
requisition has been approved and converted to a PO.
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Finance Manager - nVision Reguisitioning Entry and Printing

8. Click the Requisition History folder to see the flow of this requisition.

9

ems | Socount Distribufion.| Shipping Distibulion | File Atachments || Requisition History |

ey Action Satus Level  Lomment Date

The History window displays the status of the requisition — Entered, Submitted, Approved, etc.
9. Once you have completed entering all necessary requisition information, save the record. There are two ways to
save the record:
Click Save to save the record without submitting it for approval.
OR

Click Save and Submit to save the record and move the requisition to the first approver in the approval path
record. The Transaction Comment window displays.

#2 Transaction Comment

Submit Requisition
Please enter comment(s) to be used in submitting Requisition{s).

Trangachons to pocess:

7 [Comment

. Please approved books needed ASAP

Al rights reserved, 10




Finance Manager nVision Reguisitioning Entry and Printing

This window allows the user to add a note(s) to the requisition upon submission and then pass the notes along
through the approval process. You can enter vendor quote data, conference data, etc. Type in as many
comments as needed. Click OK to continue.

Are you sure you want to submit this item?

Click Yes if you want to submit the requisition to the first approver in your approval path. The requisition status
is changed to Pending Approval and the requisition is submitted to the user’s first approver or the Business
Office. The requisition can be seen on the Requisition Entry window until it has been approved by the user’s first
approver or the Business Office.

NOTE: If the Prevent the Changing of the Purchase Order/Requisition Address on a Requisition
option is unchecked in System Options, you can change the vendor requisition address. If that system option is
checked, you are not permitted to change the vendor requisition address.

Updating a Requisition Record

1.

2.

3.

Highlight the appropriate requisition record in the listing.

Enter Update mode.

Click on each folder in the Requisition Detail area of the window and modify the requisition information as
needed. On the Requisition Items folder, click on either the Line Number or the Item Number to display/update
detail line item information.

Save the record.

Deleting a Requisition Record

1.

2.

3.

Highlight the appropriate requisition record in the listing.
Enter Delete mode.
The system prompts you to confirm that this is the correct action that you wish to take.

Select YES to delete the requisition record.
Select NO if you do not wish to delete the requisition record.

& Al rights reserved,



Finance Manager nVision Reauisitioning Entry and Printing

Print Requisitions

If you want to generate a printout of the requisition(s) that you entered, you may do so through the Print Requisitions
routine. This routine prints any requisition regardless of the current status. You can choose to print one or multiple
requisitions based on all or a selected approval path, building, and/or requestor.

To Print Requisitions
1. Open the Requisitioning menu tree and double click the Print Requisitions option. The Print Requisitions window
displays.

(Ally ¥ Building Name:  {All} ¥ FBenuestor (Al
&ﬁsﬁgr@ éé;:ée Reguestor o Dezesiption I
| JUMIOR HIGH SCHOOL Arungsen Diane Gereral Office Supplies » 20985 Offce Supply A9p..

| ABRANS & CO.PUBLISHERS, INC. | JUMIOR HIGH SCHOOL Amundsen, Dizne Textbooks 49675 Office Supply App..

Part To

The window displays summarized requisition information — requisition number, vendor name, building, requestor,
description, PO total, and approval path. Use this window to select the requisition(s) that you want to print.

2, Use the drop-down buttons at the top of the window to restrict the listing to requisitions linked to a selected
approval path, building, or requestor. You can also choose to print only requisitions that were converted to a
purchase order.

3. Highlight the requisition(s) that you want to print. Hold down the Ctrl key and click with the mouse to highlight
nonconsecutive requisitions. Hold down the Shift key and click with the mouse to highlight consecutive
requisitions.

4. Using the drop-down, select the printer to which documents are to be printed. You may also choose to save the
file as a .pdf file,

€} FinaNCE MANAGER
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5. Click to print the requisition to the selected printer or to a .pdf file.
REQUISITION Demo CSD RQ#1
16 SCHOOL WAY REGDATE (4263017
NEW YORK NY, 14444 VENDORE 17
FAX s
PRONE S
[ Drdes To- S 16
ACADEMIC 300K SERVICE DY DEMO LENTRAL 8CROOLS
WHLOUK STEREY 33 BROADWAY
DEMOVILLE G4 11444
CARTERSVILLE G&, v
ATTN: Mary Secratary
LE0BSY lut Greds 320k Bosoky pld o P fefe
L BL lud Gnde Sak Books 35800 L3 &30 4.5
1808 3rd Grade Mauth Bucks 3960 430 £ 44.53
ADDITIONAL 3RIPPING [543 8.0%
TOTAL RS

If the requisition originated from a Bid, the bid number is displayed beneath the section labeled Order To and the vendor
item reference number is displayed in the section labeled Description.

If the requisition Source is flagged as State Contract, the State Contract # and Description are displayed beneath the
section labeled Order To.
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Copy Unsubmitted or Unapproved Requisitions

The Copy Requisition routine is used to copy a single requisition that was either not yet submitted or submitted but not
yet approved. This routine copies all items from the original requisition into a new requisition. You can then change
information, such as the Ship To Building, Ship To Contact, Requestor, Approval Path, etc., in the new requisition.

From either the Enter Requisition listing window, highlight the appropriate requisition record and click the Copy Record
button. NOTE: You can also access the Copy feature from the Requisition Detail window by clicking the Copy button.

By T

sz SADDAE SCHOCL S, Nt Submitied Reauser Diane Whdidhe Schoct Approvet.. A IERE €126

. o

Vet 1 ‘,", i
Vende Heme  SOL SCHDOL SR . i
Gescnpon: F siotean WODESCHIOUST I3

il Prird Pers, Bigck | AZZSOSU0RRINNC ‘f-\sz 190
HoZPeciCaeorl ASSioscossaces cast | e
Folders Sox oS0 | AZEIOS00851E00 3 [ 229606

R
oo

The original requisition is copied into a new requisition. Click on each tab and add, update, and delete items, and other
requisition detailed information, as needed. Be sure to Save the record.

BN
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Copying Multiple Requisitions

The Copy Requisition routine is used to copy one or more requisitions that were either not yet submitted, submitted but
not yet approved, or converted to purchase orders. You may copy a single or multiple requisitions from one year or
multiple years into the current fiscal year. This utility is especially useful for requisitions that are submitted for the same
building at the same time each year. This routine copies all items from the original requisitions into new requisitions.
You can then change information, such as the Ship To Building, Ship To Contact, Requestor, Approval Path, etc., in the
new requisitions before submitting them for approval.

From the Requisitioning menu, click Copy Requisitions. The Copy Requisition Utility window displays.

Copy Requisitions
The Requisition{(s} to be Copied can be selected by Date Range, Yendor or Requisition Number,

Haowe would you like o select the Requisitionds)?

7 By Specific Requisifion{s)

i
{é
|
|
|
|
g

The Copy Requisition Utility window allows the user to select criteria that nVision will use to search for all valid
requisitions that meet the specified criteria. You can search for requisitions by:

Requisition Date Range

Vendor and Date Range

Requisition Number and Date Range

€} FiNANCE MANAGER
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Finance Manager ; nVision Requisitioning Entry and Printing

Selecting Requisition Criteria
1. Set the radio button to the appropriate requisition search selection — Date Range, Vendor, or Specific Requisition.

2 coc B> ]

3. Refer to the instructions that pertain to the type of search being performed.

If Searching by Date Range

Enter the appropriate Requisition Date Range in MM/DD/YYYY format. Search for Requisitions on a specific
date by entering the same date in the starting and ending fields. Check the Prior Fiscal Year box to change the
date range to the prior fiscal year.

If Searching by Vendor

Enter the appropriate Requisition Date Range in MM/DD/YYYY format. Search for Requisitions on a specific
date by entering the same date in the starting and ending fields. Check the Prior Fiscal Year box to change the
date range to the prior fiscal year.

Use the Vendor Selection drop-down to choose requisitions from All or Selected vendors. The default value is
ALL vendors. Choose specific vendor numbers by clicking on the drop-down arrow and choosing Selection.

The lookup button is now displayed, allowing selection of one or more specific vendor numbers. In the
lookup, use the Ctrl and/or Shift keys to choose a nonconsecutive or consecutive range of codes. After making
selections, click OK to return to the Copy Requisitions Utility window to continue the search process.

If Searching by Specific Requisition

Enter the appropriate Requisition Date Range in MM/DD/YYYY format. Search for Requisitions on a specific
date by entering the same date in the starting and ending fields. Check the Prior Fiscal Year box to change the
date range to the prior fiscal year.

Use the Req Selection drop-down to choose All or Selected requisitions. The default value is ALL requisitions.

Choose specific requisitions by clicking on the drop-down arrow and choosing Selection. The lookup button
is now displayed, allowing selection of one or more specific requisition numbers. In the lookup, use the Ctrl
and/or Shift keys to choose a nonconsecutive or consecutive range of requisitions. After making selections, click
OK to return to the Copy Requisitions Utility window to continue the search process.

=), nVision searches for those requisitions that meet the selected criteria within the requisition
date range and displays them in the listing at the bottom of the window.

€) FINANCE MANAGER
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1 DemocsD - Copy Requisition Utility

Find and Select Specific Requisition(s)
Locate one or more requisitions by specifying a Date Range and Requisition{s),
Fil the grid and then select which requisitions to copy,
Specify Reguisition{s) and Date Fange
DateRange: 07012014 [v] > 067302015 |+

Select One or More Purchase Orders to be Copied

Feg Selection:

Requisition s Yendor  VendorID

Ragasgg Dlans ﬁém .
ADVANTAGE S, 37 . Reniser Dizne

5. Select one or multiple requisitions. Check the Select All box to copy all requisitions in the listing.

6. Click

7. The next window prompts you to enter the Target Date of the selected copied requisitions. Enter the target
date in MM/DD/YYYY format.

€} FINANCE MANAGER
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Copy the selected Requisition(s)
* Specify the target Requisition Date,
« Verify that the correct requisitions are listed then dick “Copy Regs”,

Specify the Target Dale for the copied Requisifion(s)

List of Regquisitions to be Copied
&, Rsnuisiions Description yendor S Vergar I Regusstor Buillding Approval Status Date
17 ABC SCHOOL S 13 Reguser, Diane MIDDLE SCHO.. - Pending Appro..  08712/2014
18 : ACADEMIC BO.. 17 Reguser, Diane RIDDLE SCHO.. ‘ Mot Submitted | 09/15/2014

18 o | ADVANTAGES. 37 Requser Disne  MIDDLE SCHO..  Comverted | 10/06/2014

s Back Lopy Regs 1w Kancel.

; You have selected 3 Requisition(s} to Copy.

Do you want to continue?

Click Yes at the prompt to confirm that you want to continue the requisition copy process.

€} FiNANCE MANAGER
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9. nVision displays a prompt stating that the selected requisitions were copied.

| Demo CSD - Copy Requisition Utilty

3 Requisition{s) have been copied.

Click OK at the prompt.

Go to the Enter Requisitions window to view the copied requisitions. Note that these requisitions are in a “Not Submitted”
status.

*t Beg tmbe T Vemsun D Yerdoy Baow Heg Duts By 3&:»3‘:»5 hieid Seguestor Hame Approvst s Lomment S i Fay fotyl
57 11 ABCSCHOOLSUS.  DR122014 MIDDLE SCHODL %, - Pending Approval . Requser, Diare Hidote Schoot Aoproval.. o 23ISR 2081
1 17 |ACADEGEC BOOK S. OMISZ0M MIDDUE SCHOCL®. | Mot Sebmies AIABE0651600 2
5 e e i it

SCADEVE BOCK 5. 027 [y

Enter Update mode on a selected requisition in the listing window and make changes or new entries in the copied
requisition as needed. Modifications may be needed in scenarios such as the following:

1. If the account code is inactive or hidden, the account code, quantity, and extended amount are blanked out on
the Requisition Items window and/or the account code, percentage, and distributed amount fields are blanked
out on the Account Distribution window.

If the account code is inactive or hidden, the account code is blanked out on the Shipping Distribution window.

. If the vendor is inactive or hidden, the vendor number and name are blanked out on the parent requisition
record.

w N

08172015
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SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
Blauvelt, New York 10913

2016-2017 CODING AND CLASSIFICATION GUIDE

The Uniform System of Accounts for School Districts is pursuant to Section 36 of General Municipal
Law for all School Districts. The system is designed to provide uniformity with respect to
classifications and summarization of data.

BUDGET CODES

There are six primary funds used by the district, the General Fund, Special Aid Fund, School Lunch
Fund, Capital Fund, Expendable Trust Fund and the Debt Service Fund.

Code Letters are:

A = General Fund

F = Special Aid Fund - Includes all Grants, Summer School Handicap and Universal
Pre-K Program

C = School Lunch Fund

H = Capital Fund

TE = Expendable Trust Fund - Includes donations received for specific purposes

V = Debt Service Fund

CLASSIFICATION

A classification of accounts is the systematic arrangement of accounts based upon a definite
scheme.

CODING

Code numbers serve to identify accounts without reference to stated titles. Code numbers identify
expenditure accounts by function and objects.

FUNCTION

The term "Function" is the primary classification and description of expenditures. It identifies
groups of services aimed at accomplishing certain purposes or ends. For example:

Functional Unit = 1010 Board of Education
2020 Supervision Regular School
2110 Teaching Regular School
Etc.

1 Coding and Classification Guide



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Blauvelt, New York 10913

2016-2017 CODING AND CLASSIFICATION GUIDE

OBJECT

function. The basic objects are as follows:

Object = .1xx Personnel Services
.2xx Equipment
.Axx Contractual Services
.A5x Supplies and Materials
47x Tuition
.48x Textbooks
.49x BOCES
.600 Principal on Indebtedness
.700 Interest on Indebtedness
.8xx Benefits
.9xx Interfund Transfers

LOCATION

Location = 00
01
Etc.
PROGRAM

Identifies the program within the district. For example:

Program = 0000 Central Office
0001 Art
0021 Speech Teacher
Etc.

The term "Object" is referenced to secondary classification and description of expenditures. It
identifies expenditures by the article purchased or service obtained in order to carry out a

Identifies department/buildings within the district. For example:

Coding and Classification Guide



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

NEW YORK STATE DEPARTMENT OF AUDIT AND CONTROL
UNIFORM SYSTEM OF ACCOUNTS

BASIC FUNCTION AND OBJECT CODES

The basic code number of four division of digits. The first division consists of four digits
which identify the functional unit served by an expenditure. The second division consists of
three digits which identify the object or service purchased.

GENERAL FUND

NYS AUDIT AND CONTROL 0000 000 00 0000

A A
A

“—>>

FUND

FUNCTIONAL UNIT >

v

OBJECT OF EXPENDITURE

v

LOCATION

PROGRAM

V.

SPECIAL AID FUND

NYS AUDIT AND CONTROL F 0000 000 00 0000

FUND

v

FUNCTIONAL UNIT

\4

OBJECT OF EXPENDITURE

v

LOCATION

PROGRAM

3 Coding and Classification Guide



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

2016-2017

MAJOR CLASSIFICATION CATEGORIES-FUNCTION UNITS

The term classification has reference to the primary classification and description of appropriations or expenditures as to
purpose. It identifies groups of service aimed at accomplishing certain purposes or ends. For example, "Board of Education
identifies the legislative function of school operations while "Central Administration" identifies the executive function of school
operations. Each classification is composed of a group of related function units and is so subdivided.

1000

1010
1040
1060

1200

1240

1300

1310
1320
1325
1345

1400

1420
1430
1460
1480

1600

1620
1621
1670

1900

1910
1930
1950
1964
1980
1981

2000

2010
2020

BOARD OF EDUCATION

Board of Education
District Clerk
District Meeting

CENTRAL ADMINISTRATION

Chief School Administrator

FINANCE

Business Administration
Auditing

Treasurer

Purchasing

STAFF

Legal

Personnel

Records Management Officer
Public Information and Service

CENTRAL SERVICES

Operation
Maintenance
Central Printing and Mailing

SPECIAL ITEMS

Unallocated Insurance
Judgment and Claims

Assess School Property
Refund Real Property Taxes
Other - MTA

Administrative Charge - BOCES

INSTRUCTION, ADMINISTRATION
AND IMPROVEMENT

Curriculum Development and Supervision
Supervision-Regular

2100 TEACHING - REGULAR SCHOOL
2110 Regular School
2200 TEACHING -HANDICAPPED AND
SPECIAL PROGRAMS
2250 Programs for Handicapped Children
See |ESOL -Limited English Proficiency
2110 |Enrichment
L.E.P.
2253  Summer School Handicap Program
2257 TZHS COVE
2259 TSP Program
2260 Flow-thru funds sub-allocation Pre-K
2280 Occupational Education - BOCES
2281 Alternative High School
2300 TEACHING - SPECIAL SCHOOLS
2310 Continuing Education
2510 Universal Pre-K
2600 INSTRUCTIONAL SUPPORT
2610 School Library
2630 Computer Assisted Instruction
2800 Pupil Personnel Services
2805 Security
2810 Guidance
2815 Health Service
2816 Diagnostic Screening
2820 Psychological Services -
Regular School
2850 Co-curricular Activities
2855 Interscholastic Athletics
2860 School Lunch Program

Coding and Classification Guide




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

2016-2017

MAJOR CLASSIFICATION CATEGORIES-FUNCTION UNITS

5500

8000

5510
5540

8060

PUPIL TRANSPORTATION 9000

District Operated Transportation
Contract - Transportation

CIVIC ACTIVITIES

Family Resource Center

9700

9900

9010
9020
9030
9040
9045
9050
9055
9060
9070

9080

9711
9714
9785
9798

9901

9950

EMPLOYEE BENEFITS

Retirement - State
Retirement - Teaching
Social Security
Workers' Compensation
Life Insurance
Unemployment
Disability Insurance
Health/Dental
Union Welfare Benefits/ Excess,
Flexible & Vision
Other Administration

DEBT SERVICE

Serial Bond - Construction
Serial Bond - Real Property
Installment Debt

Tax Anticipation Interest

INTERFUND TRANSFERS

Transfer to School Lunch, Special
Aid & Debt Service Funds
Transfer to Capital Fund

Coding and Classification Guide



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

2016-2017 OBJECT CODES

The term object has reference to the second block of digits. It identifies appropriations and expenditures by the article
purchased or service obtained in order to carry out a function. The object classification identifies appropriations and
expenditures as those for Personal Services, Equipment, Supplies and Materials and Other Expenses.

EXPLANATIONS OF BASIC OBJECTS OF EXPENDITURES

SERIES: 100 Personal Services
Classify under this object all salaries full or part-time employees of the school district.
SERIES: 200 Equipment

Expenditures for initial, replacement, or additional pieces of most equipment are entered under this object code.
Purchases over 55,000 unit cost for a single item should be recorded as equipment in code 200. All
equipment costing S500 - $4,999.99 should be reflected in supplies and shall be inventoried for
accountability purposes. Equipment purchases costing less than S500 will be tracked by the administrator by|
using sign out-in sheets.

An equipment item, as defined in Education Law, Section 1725-3, is a movable or fixed unit of furniture or furnishings, an
instrument, a machine, an apparatus, or a set of articles which meet ALL of the following conditions:

1. Itretains its original shape or appearance with use.

2. Itis non-expendable, that is if the article is damaged or some of its parts are lost or worn out, it is usually more
feasible to repair it rather than replace it with an entirely new unit.

3. It represents an investment of money which makes it feasible and advisable to capitalize the item, usually $5,000 or
more.

4. It does not lose its identity through incorporation into a different or more complex unit or substance.

5. In accordance with NYS Education Law, equipment is a non-contingent item and transfers INTO an equipment budget
code is NOT permissible.

SERIES: 400-449 Other Expenses
Expenditures of the school district not provided for under other objects of expense will be
shown under this classification. Such items include insurance, rentals, contracted services, etc.

6 Coding and Classification Guide



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

2016-2017 OBJECT CODES

SERIES: 450-469 Supplies

Enter under this classification the costs of supplies. Supplies are defined as items of an expendable nature that are
consumed, worn out, or deteriorate in use; or items that lose their identity through fabrication or incorporation into a
different or more complex unit structure.

A supply item is any article or material which meets any ONE or more of the following conditions:

1. Itis consumed in use.

2. It loses its original shape or appearance with use.

3. Itis expendable, that is, if the article is damaged or some of its parts are lost or worn out, it is usually more feasible to
replace it with an entirely new unit rather than repair it.

4. Itis an inexpensive item, having characteristics of equipment, whose small unit cost makes it inadvisable to capitalize
the item. (Usually less than $4,999.99)

5. It loses its identity through incorporation into a different or more complex unit or structure.
SERIES: 470-477 Tuition

These codes are reserved specifically for Public and Non-Public School Tuition expenses.
SERIES: 481-484 Textbooks

These codes are reserved for Public and Non-Public expenditures for textbooks in hardcover, paperback, workbook and
magazines.

SERIES: 490-499 BOCES

This area is reserved for identification of rentals, fees and services obtained through the Board of Cooperative
Educational Services (BOCES).

7 Coding and Classification Guide



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

2016-2017 OBJECT CODES - PERSONAL SERVICES

100 PERSONAL SERVICES

INSTRUCTIONAL SALARIES

120 Salaries Elementary K-6 152 Curriculum Development, Athletic Coaches
129 Additional Duties -Teachers 153 CSE Evaluation
130 Salaries 7-12, Special Education 154 Staff Development, CPSE Chairperson
139 Additional Duties - Teachers 155 Curriculum Coordinators
140 Substitute Teachers (sick, personal, etc..) 156 Teaching Assistants
141 Substitutes - Class Coverage 158 Substitutes Teaching Assistants
142 Substitutes - Conference 159 Additional Duties - Teaching Assistants
150 Other Certificated Positions
151 Instructional Coaches, Intramurals, Continuing
Education
NON-INSTRUCTIONAL SALARIES OTHER
160 Non-Instructional Salaries -contractual 100 Health Reimbursement (9060)
161 Teacher Aides, hourly 101 Dental Reimbursement (9060)
162 LFT's, hourly, Athletic Trainer 110 FLEX 125 (9060)
163 COTA, OT/PT
164 Custodians, Maintenance, Transportation
165 Lifeguards
167 Town Programs
168 Non-Instruct Nurses substitutes
169 Non-Instruct OT
170 Non-Instruct substitutes

8 Coding and Classification Guide



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

2016-2017 OBJECT CODES

200

400

450

470

490

EQUIPMENT

200 Equipment Value OVER $5,000
201 Equipment Value OVER $5,000

CONTRACTUAL

400 Contractual Expense

401 Mileage

402 Maintenance Contracts
(Equipment, Software, Etc.)

403 Equipment Repair
(Computer, Vehicle, Etc.)

404 Equipment, Copier and Building Lease

405 Conference

406 Dues/Memberships

407 Class/Sports Trips

408 Postage

409 Telephone

410 Health Services

411 Architect/Engineer

412 Oil

413 Electricity

414 Gas-Heating

415 Gasoline

416 Pool Maintenance

417 Diesel Fuel

418 Hazard Chemical Removal

419 Recycle Management

420 Advertising

421 Fire and Property Insurance

422 Medical Reimbursement

SUPPLIES & MATERIALS

450 Supplies & Materials
456 Testing

457 Fertilizer

458 Pool Supplies

484 Subscriptions

TUITION

470 Tuition -Special Education & Regular Education
BOCES

490 BOCES

491 BOCES-Capital
492 BOCES-Administrative

220 Computer Hardware Value OVER $5,000

423 Student Accident Insurance

425 Burglar Alarm

426 Unallocated Insurance

427 Vehicle Insurance

428 Elevator

429 M.S.D.S.

430 Glass Repair

431 Exterminating Service

433 Building Repairs

434 Uniform/Shoes

436 Cleaning Service

437 Electrical Repair

438 Plumbing Repair

439 Cafeteria Repair

440 Landscaping/Snow Removal

441 Refuse Collection

442 Hear, Air, Clocks, Telephone
Service

443 Water

445 Qil Burner Service

446 Security

448 Physicals

475 Contract Transportation

459 Snow/Ice Supplies

460 Computer Software

461 Library Books/Periodicals
462 Copier Supplies

464 Copier Paper

TEXTBOOKS

480 New Initiative
481 Secondary

482 Elementary

483 Private/Parochial

Coding and Classification Guide



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

2016-2017 OBJECT CODES

600

700

PRINCIPAL ON INDEBTEDNESS 800

600 Principal Payment

INTEREST ON INDEBTEDNESS

700 Revenue Anticipation Note
710 Tax Anticipation Note
719 Bond Anticipation Note

900

CAPITAL PROJECTS

201 Construction Manager
240 Administrative Expense
243 Insurance

244 Legal Architect

245 Architect

246 Engineering

293 General Construction
295 Plumbing

296 Electrical

298 Mechanical

10

EMPLOYEE BENEFITS

800 Retirement, Social Security,
Unemployment, Disability,
Health, Flex, Excess.

801 Dental/Vision
802 EAP Services
803 EASO-Benefit Fund

INTERFUND TRANSFERS

900 Capital

930 School Lunch
950 Special Aid

961 Bonds-Principal
962 Bonds-Interest
978 Lease Purchase

Coding and Classification Guide



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

2016-2017 PROGRAM CODES

The term program has reference to the additional classification of appropriations and expenditures according to the specific
program for which the appropriations and expenditures are made. This allows easy identification of specific programs for
reporting and analysis.

0000
0001
0002
0003
0004
0005
0006
0007
0008
0009
0010
0011
0012
0013
0014
0015
0016
0017
0018
0020
0021
0022
0023
0024
0025
0030
0031
0032
0033
0034
0035
0036
0037
0038
0039
0040
0041
0042
0043
0059
0060
0061
0065

SPECIAL PROGRAMS

Central Office

Art

Business

Educational Support, Learning Center
English

Foreign Language

Math Enhancement

Health

Mathematics

Music

Physical Education

Science

Social Studies

Technology Education

Media Tech, Tech Resource
Technology Training

Academic Support, Integrated Research
Career Education

Career Internship Program
Hearing Impaired Teacher

Speech Teacher

Visually Impaired Teacher

Higher Order Thinking Skills
Educational Success Program
Literacy Educational Success Program
Reading, HOTS

Reading, ESP

Reading, LESP

Reading Recovery

Reading, PCEN

Summer Curriculum Development
Mini Grants

Learning Institute - Summer ELA
Learning Institute - Summer Math
Learning Institute - Other ELA
Learning Institute - Other Math
Learning Institute - Regents
Lincoln Center

Middle State/Tri-States

TZHS - COVE

SOMS - COVE

TSP Program

SEDCAR

11

0070
0077
0081
0082
0083
0084
0085
0089
0099
0100
0101
0102
0104
0105
0152
0153
0154
0155
0156
0200
0210
0404
0470-0499
0500-0514

2252
2254
2255
2256
7000
7012
7013
7015
7016
7090
8000
8060
8210
8215
8220
8500
FURN
HDWR

Alternative High School

Videos

Grade 1

Grade 2

Grade 3

Grade 4

Grade 5

Response to Intervention

Intensive Care Facility

Computers DW

Software Maintenance

New Classroom

Graduation

District Wide Projects

Home Tutor - lliness

Home Tutor - CSE

Home Tutor - Discipline

Home Tutor - Non-Resident

PST/SAT Tutor

Continuing Education

New Initiatives

Copiers

Special Education-Tuition

Contractual Transportation

ESOL-Limited English Proficiency

AIS Math

Enrichment

LEP

Special Education-Tuition

Nyack

SOCSD

Pearl River

Clarkstown

Consortium

Summer Stage

Family Resource

PM SEEC

AM SEEC

Kindergarten SEEC

Contractual Obligation

Supplies - Furniture purchases

Computer Hardware purchases
under $5,000

Coding and Classification Guide



10xx
11xx
12xx
131x
132x
14xx
15xx
17xx
25xx
4285
96xx
97xx
98xx
99xx

FLAP
REMS

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

SPECIAL AID FUND

IDEA 619 Grant

IDEA 611 Grant

Title lla Grant

Pre-K Program
Integrated Pre-K Program
Title Ild Grant

Title IV Grant

Title Il Grant

Universal Pre-K

ARRA Education Jobs Fund
Summer School Handicap
Title Il Grant

Title V Grant

Title | Grant

Foreign Language Grant
Emergency Response Grant

12

2016-2017 PROGRAM CODES

2004
WALL
TANK
POOL
ROOF
ROOF11
MCP13
MCP14
SEC14
MCP15
MCP16
MCP17

CAPITAL FUND

2004 Capital Project

TZHS Auditorium Wall Project
TZHS Oil Tank Project

SOMS Pool Project

Roof Project Phase |

Roof Project Phase Il

Minor Capital Projects 2012-13
Minor Capital Projects 2013-14
Security Improvements Projects 2013-14
Minor Capital Projects 2014-15
Minor Capital Projects 2015-16
Minor Capital Projects 2016-17

Coding and Classification Guide



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

LOCATION CODES

2016-2017

01
02
03
04
05
00
10
11
20
27
30
40
50
60
70
80

Tappan Zee High School

South Orangetown Middle School
Tappan Zee Elementary School
William O. Schaefer Elementary School
Cottage Lane Elementary School
Superintendent

Deputy Superintendent

Human Resources

Director of Facilities

Greenbush

Assistant Superintendent for Curriculum
Director of Special Education

Nurses

Technology

Athletics

Transportation
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SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

INEW VENDOR INFORMATION FORM

VENDOR NAME:

ADDRESS:

CONTACT PERSON:

PAYMENT ADDRESS
IF DIFFERENT:

PHONE #: ( ) FAX: ( )

1099 REQUIRED?
SOCIAL SECURITY OR
TAX ID #: YES

NO

Attach Back-Up documents for New Vendor

REQUESTED BY:

please print

Can this item be purchased from a vendor on the existing vendors list?

YES NO

*Does this vendor have any affiliation with any employee of the District?

YES NO



Policy 6150 BUDGET TRANSFERS

The transfer of funds between and within functional unit appropriations of the General Fund is
commonly required during the school year. The Superintendent of Schools, in accordance with
the Regulations of the Commissioner of Education, is authorized to make budget transfers
between account codes (function, object, and location), so long as the transfer for any one item
does not exceed $25,000, excluding payroll and funds other than the General Fund. Any
transfers in excess of $25,000 require prior Board of Education approval. The Superintendent
will report any transfers to the Board as an informational item at its next meeting.

Ref:

Education Law 81718

8 NYCRR §170.2(1)
Adopted: November 4, 2010



http://policy.microscribepub.com/cgi-bin/my_redirect.dll/nylaw?type=LAWS&data=EDN1718

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

DISTRICT-WIDE BUDGET TRANSFER INSTRUCTIONS

A requisition cannot be entered unless funds are available. If funds are not
available, a budget transfer form must be used to transfer funds between budget
codes. Please note the following:

e DO NOT use an improper budget code in order to avoid preparing a
transfer form. The requisition will be disapproved.

e Transfers into equipment codes are not allowable.

e All transfers must be approved by the Board of Education if over $25,000
for a line item account or by the Superintendent of Schools if below
$25,000 for a line item account (excluding payroll and funds other than the
General Fund).

The transfer form must be completed with the appropriate information and
approvals. Once completed, please forward to the business office for processing

and approval.



6150-E.1
SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
DISTRICT-WIDE BUDGET TRANSFER FORM

DEPARTMENT: REQUEST DATE:

In order to transfer funds between budget codes within your department the following form
must be completed and approved. Please forward to the Business Office for processing and
approval. A signed copy will be returned to the department. Please note: no transfer of monies
in Equipment are permitted.

BUDGET APPROPRIATION TRANSFER APPROVAL

MUST BE COMPLETED
From Budget Code Amount To Budget Code Amount
Reason for Transfer:
Administrator Approval: Date:
School Business
Administrator Approval: Date:

BUSINESS OFFICE USE ONLY ** MUST BE COMPLETED FOR PROCESSING***
For Transfer over $25,000

Board of Education Approval: Date:

Or

Superintendent Approval: Date:

Budget Transfer Number: Schedule Number:




South Orangetown Central School District
160 Van Wyck Road Blauvelt, NY 10913

Request for Change in Purchase Order

Purchase Order Number:

Vendor Name:

Budget Code Charged:

Dollar Amount Change:

Change in Unit Cost or Shipping Charges
explanation required):

(detailed

Administrative Authorization:

Purchasing Agent Authorization:

Date:

Date:




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
RECEIVING/PAYMENT PROCEDURES

1. Upon completion and approval of purchase you will receive a copy of the
Purchase Order.

2. Within 24 hours of Receiving the merchandise and/or services, the
Receiving copy of the purchase order, as well as any packing documents
that came with the shipment must be signed, dated and returned
immediately to the Accounts Payable office.

* All shipments over $3000 must be signed by an Administrator

3. Partial Receipt of Orders:

o0 lItis incumbent upon the building/department to follow up with the
vendor as to the timely delivery of when merchandise will be made.

o0 Please copy the receiving copy of the purchase order and indicate
what has been received. Send it to Accounts Payable along with
the packing slip so that a partial payment can be made on the
order.

0 Duplicate shipments received MUST be returned immediately.

o Ifitems are ordered on a Trial Basis the purchasing procedures
must be followed.

4. Service PO’s:

o All service contracts awarded by SOCSD, subject to prevailing
wage as per the NYS DOL must submit certified payrolls and
prevailing wage information that corresponds to the time period
indicated on their invoice.

These contracts include:
Refuse Removal
Cleaning Services
Landscaping Services
Security Services

0 Service contracts awarded by another municipality/agency (NYS,
Rockland County, Ed-Data, BOCES, etc.) subject to prevailing
wage as per the NYS DOL must sign a certification form/stamp
verifying that they are in compliance with NYS labor laws as
dictated in their awarded contracts.

0 The Accounts Payable department will keep copies of all
Facilities/Transportation PO’s in their files to assist in tracking older
open orders.

o Performance based contracts require sign in sheets to be kept and
managed by facilities, the sheets are not required for processing of
payment.



5. If payment is required ASAP — please indicate it on purchase order and
call Accounts Payable.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Accounts Payable Check-Run Schedule

The District issues check runs at least twice a month. All paperwork should be submitted to the
Business Office 15 working days prior to the check run date.

Therefore, if a check is needed by a specific date, the paperwork must be submitted in a timely
manner in order to receive the check on time.

Clearly note this when submitting the paperwork so that the Accounts Payable Department will
schedule the payment accordingly.

Account payable Check run — 16-17 School Year

July 1, 15, 29
August 12, 26
September 9, 23
October 7, 21
November 4, 18
December 2, 16,
January 3, 13, 27
February 10, 24
March 10, 24
April 7, 21

May 5, 19

June 2, 16
*CHECK RUN DEPENDENT UPON HOLIDAY SCHEDULE

**Additional runs may be added if deemed necessary by the District Treasurer



Policy 6691 CAPITAL ASSETS ACCOUNTING

South Orangetown Central School District defines assets as non-consumables assets with a normal
service life of more than two year. In order to provide for the proper control and conservation of
district property, the Purchasing Supervisor or designee shall maintain Inventory Records and
account for Capital Expenditures in accordance with the following guidelines:

Inventory Records

* All equipment items costing in excess of $500 shall be inventoried based on unit cost.

* All equipment costing less than $500 shall be safeguarded by the building administrator.

« All non-equipment capital assets costing in excess of $15,000 shall be inventoried.
Capital Expenditure Accounting

* Fixed assets having an estimated useful life of at least two years following the date of
acquisition will be capitalized.

« Capitalization thresholds will be applied to individual fixed assets rather than groups of fixed
assets.

* The threshold to be used for fixed assets is $5,000
* An inventory is an itemized list for tracking and controlling property.

» Capitalization is an accounting treatment whereby an item is recorded as a long-term asset on
the balance sheet rather than as a consumable expense of the current period.

The following information must be maintained on the equipment/fixed asset inventory:
« Site and Building Number
* Room Number
* Asset Identification Tag Number
* Purchase Order Number
* Vendor
* Detailed Description of Equipment/ltem
» Manufacturer and Manufacturer Number
« Serial Number and or Service Tag Number
* Acquisition Date
« Original Cost
« Special Notes (any notes that may be necessary to identify item)
Donated Items will be capitalized at a fair-market value on the date of the donation.

Some assets individually may fall below the capitalization threshold but may be purchased in large
quantities by the district. Examples include library books, textbooks, and computers. The district
may choose to capitalize these assets as groups.

Useful lives will be determined in the year of purchase based on general guidelines obtained from
professional organizations and asset’s present condition. Depreciation expense will be calculated
beginning in the year of acquisition.

Adopted: November 4,2010



Policy 6691-R
SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Capital Asset Accounting Policy

Definition:

The South Orangetown Central School District defines an asset as a non-consumable item, such

as equipment, with a normal useful life of more than two years.

Asset Policy:

Each Administrator shall be responsible for perpetual and accurate inventory of assets in
their department, owned by the School District.

The Administrator is responsible for safeguarding assets that are susceptible to theft.
Administrator will ensure that only authorized employees and/or students are
permitted to use District Assets and that such usage shall be solely for District Purposes
Therefore, it is critical that the Administrator maintain accurate inventory records and
utilize a log out/in procedure for assets that are loaned to students and staff.

Assets over $5000 charged to “200” equipment appropriation

code and bar-coded

Assets $500 to $4999 charged to “450” supply appropriation code

and bar-coded

Assets under S500 charged to “450” supply appropriation code

and  Administrator is responsible for
safeguarding asset

Regulation /Process for receiving and tracking assets

Administrator is responsible for the management of all assets
Once a purchase order is processed, the Administrator will receive the PO, Asset
Information Form and Log out/in form
When the asset is delivered. The Administrator/Designee must check items to the
purchase order
The Administrator/Designee shall affix the identification tag to the asset where it can BE
SEEN easily even after installed
Asset Identification Form must be completed with all required information

0 Tag#

0 Asset description

0 Cost

o PO#




O Serial #
O Location of asset

0 Delivery Date

e Completed Asset Identification Form is sent back to Business Office within 5 days of
receipt of asset. A copy of the form is maintained by the Administrator

Ordering/Receiving Technology Assets

e Technology orders consist of laptops, desktop computers, smartboards, kindles,
SENTEO, Wii, etc

e All Technology orders must be placed through the Technology Department

o All technology deliveries will be sent to the Technology Department where the order will

be verified and each asset tagged according to procedures

e The Technology Department will then coordinate with the Facilities Department to
deliver the order(s) to the individual Administrator assigned the asset

e A copy of the asset identification form will be sent for the administrator to update their
inventory records

Monitoring and Reporting Assets

e Inventory of assets

(0}
(0}

Administrator will be supplied a current inventory of assets for their area

Assets received during the year will be recorded by the administrator on this
report

Administrator will be responsible for submitting this report quarterly to
Business Office for review

e Transfer of assets

(0}

o

Administrators will also be responsible for tracking permanent transfers to
other locations (within building or other buildings)

Transfers need to be updated on the Asset Identification Form

Form should be submitted to the Business Office upon completion
Administrator updates inventory records and sends asset information to
applicable administrator, if necessary

e Assets loaned to staff and students

(o}

(o}
(o}

Administrator must maintain control at all times. The District Owned Equipment
Sign Out/In Log should be utilized

The log must be signed when asset leaves its designated location and upon its
return

On a periodic basis Administrator is required to verify location of asset

BO to determine which assets are to be monitored and will provide forms

e Disposing of an Asset (BOE 6900)

o
(o}

Assets cannot be thrown out
In order for any asset/item to be disposed of the following steps must be taken
=  Complete the Asset Identification form and send to BO



Assets greater than $500 will be sent to BOE for approval
Assets less than $500 will need BO approval

Assets will then be auctioned off for highest bid

NO ACTION should be taken without prior approval



Locational Codes

6691-E.1

Site Code Building Code | Description
01 0101 High School
02 0201 Middle School
03 0301 Tappan Zee Elem.
03 0302 Portable Classroom
04 0401 William O’Schaefer
05 0501 Cottage Lane
06 0601 Palisades Elem.
07 0701 Greenbush Academy
08 0801 Orangeburg Elem. (Casey Hall)
09 0901 Cooke Hall
Account Codes

Code Description

100 Land

200 Land Improvements

300 Buildings & Construction

301 Construction in Progress

400 Infrastructure

401 Infrastructure — Non-depreciable

500 Machinery & Equipment

600 Licensed Vehicles

Fund Codes

Code Description

A General Fund

C Cafeteria Fund

F Grant Funded

H Capital Improvement Funds




Department Codes

6691-E.1

Department Code

Department Description

1001

Property Taxes

1010 Board of Education

1240 Superintendent

1310 Business Administration
1320 Auditing (Infrastructure)
1325 Treasurer

1430 Personnel

1435 Purchasing Personnel

1620 Operations of Plant

1621 Maintenance

1670 Central Printing & Mailing
2010 Curriculum Development Coordinator
2020 Main Office

2110 Education Service

2250 Special Education

2252 Special Education

2257 Special Education

2258 Special Education

2259 Special Education

2610 Library/Media

2630 Computer Assisted Learning
2805 Attendance

2810 Guidance

2815 Health

2850 Athletics

2855 Interscholastic Athletics
2870 Psychology

5510 Transportation

5540 Transportation

8060 Family Resource Center
9999 Buildings and Land Acquisition




6691-E.1

Classification Codes

Code Life Description

1000 -0- Land

1100 20 Outdoor Equipment

1200 10 Police & Fire Equipment

1300 15 Machinery & Tools

1400 15 Kitchen/Appliance/Custodial Equipment
1500 10 Science & Engineering Equipment
1600 20 Furniture & Fixtures

1700 10 Business Machines

1800 10 Communications Equipment

1900 5 Computer Equipment

2000 5 Computer Software

2100 10 Audiovisual Equipment

2200 5 Books & Multimedia Material

2300 10 Athletic Equipment

2400 5 Uniforms

2500 10 Musical Instruments

2600 8 Licensed Vehicles

2700 10 Contractor’'s equipment

2800 15 Grounds & Maintenance Equipment
2900 20 Land Improvements

3000 50 Construction

3001 -0- Construction in process

3010 25 Portable Structures

3020 50 Swimming pools

4800 15 Street Lighting




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
Policy 6900

DISPOSAL OF PROPERTY

The Board of Education believes that the efficient administration of the District requires the
disposition of personal property and goods no longer necessary for the maintenance of the
educational program or operation of the School District.

The Board directs the periodic review of all District property and authorizes the disposition of
any property not required for school purposes in a manner that is advantageous to the District. Prior
to the disposal of such property, the Board shall pass a resolution declaring such property to be
surplus. After the Board declares the property as surplus and disposes of it, the property shall be
removed from the District’s capital inventory.

The Business Official shall be authorized to dispose of obsolete or surplus equipment and
supplies in the following manner:

1. reassign the items, as needed, to other locations within the school district;
2. centralize the storage of items of potential usefulness; and/or
3. discard or sell as surplus those items determined to be of no further use or worthless.

The Business Official shall be authorized to dispose of obsolete or surplus property and
equipment in the following manner:

1. through bid procedures, for the highest possible price;

2. offer to sell the items to local municipalities or local nonprofit organizations;

3. sell items at a public sale, after notice to the public has been disseminated through
announcements in the local newspapers, the District website and other appropriate
mean;

4. sell items of no value as scrap for the best obtainable price or discard in the safest, least
expensive manner.

5. Any net proceeds shall be deposited in the general fund.

Such equipment shall not be sold to a District officer or employee except in the same manner as it is
sold to other members of the public.

Ref:  General Municipal Law 8851; 800 et seq.
Ross v. Wilson, 308 N.Y. 2d 605 (1955)
Matter of Baker, 14 EDR 5 (1974)
Op. St. Compt. 58-120

Adopted: November 4, 2010



South Orangetown Central School District
Asset Identification Form

ASSET TAG # PO# SERIAL #
SITE# ______ BLDG#____ ROOM# VENDOR
MFG MFG #

DESCRIPTION

ACQ DATE ORIG. COST

TRANSFER

BLDG # ROOM# REQUESTOR
REASON ADMINISTRATOR

APPROVAL DATE

APPROVED BY

**see reverse side of form for additional transfer information**

DISPOSAL

REQUESTOR

ADMINISTRATOR

REASON

APPROVAL DATE

DISPOSAL

APPROVED BY

SURPLUS

NOTES

PREPARED BY

SIGNATURE

VERIFIED BY

SIGNATURE

RECORDED BY

SIGNATURE




TRANSFER

BLDG # ROOM# REQUESTOR
REASON ADMINISTRATOR
APPROVAL DATE APPROVED BY
TRANSFER

BLDG # ROOM# REQUESTOR
REASON ADMINISTRATOR
APPROVAL DATE APPROVED BY
TRANSFER

BLDG # ROOM# REQUESTOR
REASON ADMINISTRATOR
APPROVAL DATE APPROVED BY
TRANSFER

BLDG # ROOM# REQUESTOR
REASON ADMINISTRATOR
APPROVAL DATE APPROVED BY
TRANSFER

BLDG # ROOM# REQUESTOR
REASON ADMINISTRATOR

APPROVAL DATE

APPROVED BY




South Orangetown Central School District

Sign Out Sheet for District Owned Equipment

School : Room #:
DESCRIPTION

MANUFACTURER MFG MODEL #
ASSET TAG # SERIAL #

Date Assighed To

Signhature Admin. Signature Ret'd Date | Signature

Admin
Initials




Date

Assigned To

Signature

Admin. Signature

Ret’'d Date

Signature

Admin
Initials




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Procedures for Identifying, Tracking and Safeguarding District Equipment
Definition:

The South Orangetown Central School District defines an asset as a non-consumable item, such
as equipment, with a normal useful life of more than two years.

Asset Policy:

e Each Administrator shall be responsible for perpetual and accurate inventory of assets in
their department, owned by the School District.

e The Administrator is responsible for safeguarding assets that are susceptible to theft.

e Administrator will ensure that only authorized employees and/or students are
permitted to use District Assets and that such usage shall be solely for District Purposes

e Therefore, it is critical that the Administrator maintain accurate inventory records and
utilize a log out/in procedure for assets that are loaned to students and staff.

Assets over $5,000:

Will be charged to a “200” equipment

appropriation code. Assets will be bar-coded

Assets S500 to $4,999:

Will be charged to a “450” supply

- Assets will be bar-coded
appropriation code.

Assets under S500:

Will be charged to a “450" supply Administration is responsible for
appropriation code. safeguarding assets



Regulation/Process for Recieving and

Tracking Assets




Administrator is responsible for the management of all assets.

4

Once a purchase order is processed, the Administrator will
receive the PO, Asset Identification Form and Log out/in form.

When the asset is delivered, the Administrator/Designee must
check items to the purchase order.

V

The Administrator/Designee shall affix the identification tag to
the asset where it can BE SEEN easily even after installed!

7

Asset Identification Form must be completed with all required
information:

Asset . Location Delivery
Tag# Description Cost Lors Serial # of asset Date

X\_

Completed Asset Identification Form is sent back to Business
Office within 5 days of receipt of asset. A copy of the formis
maintained by the Administrator.




Ordering/Receiving
Technology Assets

Technology orders consist of
laptops, desktop computers,
smartboards, kindles,
SENTEO, Wii, etc.

All Technology orders must be
placed through the
Technology Department

All technology deliveries will
be sent to the Technology
Department where the order AN
will be verified and each asset
tagged according to
procedures.

The Technology Department
will then coordinate with the
Facilities Department to
deliver the order(s) to the
individual Administrator
assigned the asset.

A copy of the asset
identification form will be
sent for the administrator to
update their inventory
records.

V| Vi VAl VI







Inventory of Assets:

Transfer of Assets:

Assets loaned to staff
and students:

Disposing of an Asset:

e Administrator will be supplied a currentinventory of
assets for their area.

sAssets received during the year will be recorded by
the Administrator on this report.

eAdministrator will be responsbile for submitting this
reportquarterly to Business Office for review.

/‘

eAdministratorswillalso be responshile for tracking
permanenttransfersto other locations (within
building or other buildings):

eTransfers need to be updated on the Asset
Indentification Form

eForm should be submitted to the Business Office
upon completion.

sAdministrator updatesinventory records and sends
assetinformation to applicable administrator, if

necessary. /

eAdministrator must maintain control at all times. \
The District Owned Equipment Sign Out/In log
should be utilized.

*The log must be signed when asset leaves its

designated location and upon its return.
*On a periodic basis Administrator is required to

verify location of asset.
*BO to determine which assets are to be

monitored and will provide forms. //

*Assets cannot be thrown out.
In order for an asset to be disposed the following
steps must be taken:
*Complete the Asset Identification form and send
toBO
*Assets greater than $500 will be sent to BOE for
approval.
*Assets less than $500 will need BO approval.
* Assets will then be auctioned off for highest bid.
*NO ACTION should be taken without prior
approval. /




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
Policy 6255

GIFTS AND GRANTS
Gifts

Only the Board of Education may accept for the school district any bequest or gift or money,
property or goods, except that the Superintendent of Schools may accept on behalf of the Board any
such gift of less than $1,000 in value. Upon receipt, the Superintendent will formally inform the
Board of Education of the donation or gift.

The Board reserves the right to refuse to accept any gift which does not contribute towards
the achievement of the district's goals or the ownership of which would tend to deplete the resources
of the district.

Any gift accepted by the Board or the Superintendent shall become the property of the district,
may not be returned without the approval of the Board, and is subject to the same controls and
regulations as are other properties of the district.

Additionally, all business contacts will be informed that gifts exceeding $75 to District
employees will be returned or donated to charity.

The Board will attempt to honor the intent of the donor in its use of the gift, but reserves the
right to use any gift it accepts in the best interest of the district's educational program.

It shall be the policy of the district to accept a gift, provided it is made within the statutory
authority granted to school districts and has received the approval of the Board of Education.

In granting or withholding its consent, the Board will review the submitted written document for
the following factors:

1. The terms of the gift must identify:
a. the subject of the gift
b. the purpose of the gift
c. the beneficiary or beneficiaries if any
d. all conditions or restrictions that may apply.

2. The gift must not benefit a particular or narﬁedi’ihdividual or individuals.

3. If the purpose of the gift is an award to a single student, the determination of the recipient
of such award shall be made on the basis that all students shall have an equal
opportunity to qualify for it and shall not be denied its receipt on the basis of race,
religion, sex, or disability.

4. Ifthe giftis in trust, the obligation of the investment and reinvestment of the principal shall
be clearly specified and the application of the income or investment proceeds shall be
clearly set forth.

5. No gift or trust will be accepted by the Board unless
a. itis in support of and a benefit to all or to a particular public school in the district, or
b. itis for a purpose for which the school district could legally expend its own funds, or

c. itis for the purpose of awarding scholarships to students graduating from the district.
1



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
Policy 6255

GIFTS AND GRANTS

Any gift rejected by the Board shall be returned to the donor or his/her estate within 60 days
together with a statement indicating the reasons for the rejection of such gift.

Ref: Education Law 11709(12)

Adopted: November 4, 2010



6255-E.1
SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

GIFT RECEIPT

Re: Receipt of Gift from

It is my recommendation that the Board of Education take the following action to

formally accept from

WHEREAS has offered , to the

South Orangetown Central School District and acknowledge our gratitude with a letter from

the Board of Education to

To: Board of Education

From: , Superintendent of Schools

Date:

Recommendation:




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Policy 4511

TEXTBOOK SELECTION AND ADOPTION

The Board of Education is responsible for the selection and designation of all textbooks to be used
in the district schools. The Superintendent of Schools, in cooperation with the Assistant
Superintendent for Instruction, shall recommend suitable lists of textbooks to be used in the
schools for the Board's consideration.

Texts, once approved by the Board, shall not be superseded for a period of five years, except by a
three-fourth's vote of the Board.

The Superintendent shall establish procedures for the selection and recommendation of textbooks
and a method for selecting staff members who shall serve in the selection and recommendation
process.

The following criteria are to be considered in the selection of textbooks:

textbook or material should have been copyrighted within the past five years;

qualifications of the author(s) on the subject;

adaptability to existing instructional program;

accuracy of the information presented;

sufficient scope to meet the requirements of the curriculum as developed locally and

approved by the State Education Department;

objectivity and impatrtiality in treatment of subject matter and freedom from bias and

prejudice;

7. high quality format in respect to typography, arrangement of materials or pages, cover
design, size and margins;

8.  appropriateness to grade level as to vocabulary, sentence structure, and organization;

9. textbook series should meet grade-to-grade requirements. They should contain
supplementary aids to learning, when desirable and necessary, such as a table of
contents, introduction, study activities, exercises, questions, problems, selected
references, bibliography, index glossary and appendices;

10. texts should include appropriate illustrative materials--pictures, maps, charts, graphs,
diagrams, etc., which clarify the text and enrich the content;

11. materials should fairly represent the many ethnic and cultural groups and their
contribution to American heritage pursuant to policy 4350; and

12. a reasonable balance of viewpoints regarding controversial issues should be

presented.

agrwdPE

o

The following criteria are to be considered in the selection of literary works for classroom
use in teaching literature, as well as the assignment of such works to particular grade levels:

1. use of a compositional style which contributes to the reader's critical and appreciative
understanding of the work;

2.  sophisticated use of literary devices (i.e., metaphor, point of view, tone) to further
student understanding of written concepts;

3. levels of student maturity and experience necessary for empathic reading of literature;

4.  capacity of a work to capture student interest;

5. thematic treatment which promotes sound and healthy values for students;



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Policy 4511

TEXTBOOK SELECTION AND ADOPTION

6. intrinsic qualities that establish a work as a significant part of the literary heritage; and
7. variety to avoid duplication of theme, plot, setting, etc., unless such duplication affords
opportunities for comparison and contrast or serves to reinforce understanding.
Cross-ref: 1420, Complaints about Curricula or Instructional Materials

Ref:  Education Law 88701 et seq.; 1711; 2508; 2566

Adoption date: June 17, 2010



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

POLICY 4511R
REGULATION

TEXTBOOK SELECTION & ADOPTION

Overview

The textbook is an important instructional tool. It provides a common body of subject matter
material designed to implement an approved course of study.

Procedure

1.

Requests for a new or supplementary textbook may originate with the individual teacher,
administrator, department or grade level.

Requests for a change or addition in textbook material together with justification are to be
directed to the building principal for review. If the request is approved by the building principal,
the selection process as outlined will be used.

Selection Process

1. As curriculum is under constant review and change, concurrent studies should be conducted to
find and to select the necessary texts and other instructional materials to support that
curriculum.

2. When needs are defined, the securing of sample texts and related material from various
sources is an important first step in the selection process.

3. Every effort should be made to utilize a selection committee. Teachers from related fields,
reading and library specialists, and building administrators are other appropriate sources for
committee membership.

4. An evaluation form is available for use in the review of the textbooks.

Approval

After a textbook has been selected, the building administrator and teachers complete the textbook
adoption form. A presentation is then made to the Curriculum Council. After review by the council,
the textbook request would then be forwarded to the Superintendent and Board of Education.

Appropriate funding would be secured for any approved textbooks.

Date of Adoption: June 17, 2010



4511F

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
TEXTBOOK ADOPTION

Date Department Submitted by

Current Text:

Author(s) Edition

Publisher Copyright

Proposed Text

Author(s) Edition

Publisher Copyright

Readability Level

Grade level of targeted population Approximate Number of Students

Cost of each text $ Total Cost $

Reasons for adoption of new text (State the weaknesses of the current text and strengths of the
new text. Indicate what other texts were reviewed.)

List any auxiliary materials you plan to purchase along with the text (e.g., teacher's manual,
audiovisual aids, tests for duplication, workbooks, etc.). Indicate the expense involved for each
and specify whether that expense is a one-time expense or annual.

Item Cost $ () Once () Annual
Item Cost $ () Once () Annual
Item Cost $ () Once () Annual
Item Cost $ () Once () Annual
Item Cost $ () Once () Annual
Approval:

Department Team Leader Date

Curriculum Council Date

Superintendent/Board of Education Date




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

FUNDS COLLECTED FORM INSTRUCTIONS

This form is to be used when funds are collected and forwarded to the business
office (i.e. Book fines, K-milk, etc.)

Funds Collected Form must be completed and attach the form which lists the
students and amount paid. ONLY checks will be accepted and should be made
out to SOCSD.

All funds should be retained in the safe/locked location at each building prior to
its submission to the Business Office. When funds are completely collected
submit Funds Collected Form with checks listed (copy of each check) to the
business office for depositing. Funds have to be sent to the Business Office
within 48 hours of collection.

All funds collected at the building level must be recorded on a numbered manual
receipt and mailed to the student’s home.

For funds received from admissions to the school plays or events, the pre-
numbered ticket starting number and ending number must be reported on the
funds collected form.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

FUNDS COLLECTED FORM

INSTRUCTIONS: Form must be completed and all funds must be collected and
submitted to the business office prior to any costs incurred with this event/trip.

Date: School: Class Name:

Staff person responsible for collection of funds:

Purpose of funds being collected:

TOTAL FUNDS COLLECTED: $

ATTACH A DETAILED LIST OF STUDENTS AND AMOUNTS PAID
(This should agree to amount collected)

Record below the denomination of funds collected:

Pennies One Dollar

Nickels Five Dollars

Dimes Ten Dollars

Quarters Twenty Dollars
Other

Record below the information for checks collected*:

Receipt # | Check # | Check Amt Receipt # | Check # Check Amt

Admissions: Pre-Numbered Tickets: Starting # Ending #

*Include copy of all checks collected

For Internal Purposes Only:

Date of Funds Received in Central Office:

Funds Received and Verified by

Amount Counted Date of Deposit




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
Policy 6670
PETTY CASH/PETTY CASH ACCOUNTS
Petty cash funds may be established at each school and certain district offices for the

purchase of materials, supplies or services under conditions requiring immediate payment.

The amount of each fund will not exceed $100. The Board of Education shall appoint a
custodian for each petty cash fund who shall administer and be responsible for such fund.

To ensure that these funds are properly managed, the following guidelines shall be followed:
1. Receipts and cash-on-hand must always total the authorized fund amount. All disbursements

from such funds are to be supported by receipted bills or other evidence documenting the
expenditure.

2. Payments may be made from petty cash for materials, supplies, or services requiring
immediate payment. Sales tax on purchases will not be paid by the school district from petty
cash funds.

The district shall reimburse uses of petty cash funds up to a maximum of twenty-five dollars
($25) per occurrence, with appropriate documentary support and as approved by the claims auditor.
All petty cash funds must be closed out on June 30 and reestablished by Board of Education action at
the reorganizational meeting of the Board in July.

Cross-ref: 6700, Purchasing

Ref:  Education Law §§1604(26); 1709(29)
8 NYCRR §170.4

Adopted: November 4, 2010



Regulation 6670-R PETTY CASH/PETTY CASH ACCOUNTS

When seeking reimbursement for Petty Cash, please complete the attached form. Budget Code
section must be completed.

Petty cash is for emergency purchases only. Petty cash, paid to individuals, cannot be made for
more than $25.00 per occurrence. If more than one purchase is made at the same store on the
same day, or consecutive days in order to circumvent the petty cash limitation of $25, the
reimbursement will be declined.

Also, only ORIGINAL ITEMIZED RECEIPTS will be accepted. SALES TAX will not be
reimbursed for purchases made in New York State.

BOARD POLICY & PROCEDURE

In accordance with state law, a Petty Cash Fund will be established in the district. This fund will
be used for payment of permissible and properly itemized bills for materials, supplies, or
services under conditions calling for immediate payments.

FOOD PURCHASES ARE NOT PERMITTED THROUGH PETTY CASH

Purchases of food related items, food, drink, paper products, etc. will not be allowable through
petty cash. Please follow procedures for meals and refreshments.

The Board, at the superintendent’s recommendation, will designate treasurers for each petty cash
fund to administer and be responsible for these funds. No such fund will exceed $100.00 at any
one time and no individual reimbursement may exceed $25.00 per occurrence. Original receipts
and/or available cash should always total the amount of money authorized for the petty cash
fund. In order that petty cash funds may be reimbursed, each treasurer will present to the District
Treasurer receipted bills, paid-out slips or other evidence of disbursements, which will
accompany each requisition and report. The requisition and report will be coded the same as any
other bills submitted for payment in the district.

The district is a tax-exempt organization. Money will not be paid, from petty cash funds, for
sales tax on purchased items.

Policy adopted: November 4, 2010



6670-E.1

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRCT

PETTY CASH FORM

PROGRAM:

OPEN
PURCHASE ORDER NUMBER: (attach a copy)

Attach ORIGINAL RECEIPTS. No SALES TAX for purchases in New York State.
Maximum amount allowed is $25.00 per occurrence.

DATE OF BUDGET
REIMBURSEMENT PAID TO CODE AMOUNT

TOTAL REIMBURSEMENT

ADMINISTRATOR APPROVAL DATE

DISTRICT TREASURER DATE

Adoption date: November 4, 2010




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRCT

REFUND FORM INSTRUCTIONS

If there is a request for a refund please complete the attached refund form and
attach the original receipt given at the time of payment from the parent as well as

a copy of the check.

This should be verified by the school administrator and then forwarded to the
District Treasurer in the Business Office for processing.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRCT

REFUND FORM

TO: DISTRICT TREASURER

INSTRUCTIONS: Complete this form for a refund.
Attached original receipt provided at the time of payment
from parent.

Please issue a check in the amount of $ for the following:

Program refund pertains to:

(example: AP Exam, )

Explanation for refund: (include name, school and any other pertinent data)

Check to be sent to:

NAME:
ADDRESS:
(SIGNATURE) (Date)
(School Administrator Authorization) (Date)
(District Treasurer Authorization) (Date)

Internal purposes only:

Check Number Issued Budget Code



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

STUDENT INCIDENTS

INSURANCE CLAIMS REPORTING PROCEDURES

When a student incident occurs please follow the steps listed below:

1. A written Student Incident Report form of the incident, completed by
school nurse, as soon as possible.

2. If incident is serious as to warrant an Ambulance, please call the
Superintendent’s office immediately.

3. White and Yellow copies of Student Incident Report should be sent to
the business office. Pink copy is filed with School Nurse.

4. Pupil Benefits brochure and claim forms which are kept in the school
should be sent home with Student.
White and yellow copies of student incident report should be sent to the School

Business Administrator in the business office as soon as possible.

If you need additional information call 680-1005.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
VANDALISM

INSURANCE CLAIMS REPORTING PROCEDURES

When an act of vandalism occurs please follow the steps listed below:
1. A written report of the incident as soon as it is discovered/same day.

2. POLICE REPORT — MUST BE SENT WITH CLAIM TO INSURANCE
COMPANY

3. Purchase Order for replacement, if applicable.

All of the above should be sent to the School Business Administrator in the
business office as soon as possible.

If you need additional information contact call 680-1005.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

BUS ACCIDENTS

INSURANCE CLAIMS REPORTING PROCEDURES

When a bus ACCIDENT occurs please follow the steps listed below:
1. A written report of the accident the same day.

2. A list of students on the bus, driver's name, bus company, etc. sent to
the Business Office the same day.

3. Police Report

All of the above should be sent to the School Business Administrator in the
business office as soon as possible.

If you need additional information call 680-1005.



South Orangetown Central School District
Energy Conservation

Energy costs this winter will rise as much as 35 percent. What can we do to reduce
energy? Did you know that typically the largest controllable budget categories in schools
are energy related? Did you know that 20 percent of our schools energy bill could be
from faxes, printers and office equipment? By turning off one computer and monitor
nightly and on weekends can save up to $80 per year. By setting PC’s, monitors and
copiers to sleep mode when not in use can help cut energy costs by up to 50 percent.

What are the best and quickest ways for schools to save on energy? By taking a few
proactive steps to reduce energy usage can lower energy costs.

Here are a few immediate energy saving steps that we can take to begin lowering our
energy usage:

e Turn off all lights in unoccupied areas. Lighting cost can be reduced up to 20
percent by simply turning off all lights when you leave a room.

e Turn down all heating thermostats to 68 degrees. By turning down the

thermostats a few degrees we can significantly reduce heating costs. Dress

appropriately for this change in temperature.

Turn off or set office equipment to power down when not in use.

Turn off all computers and monitors when not in use.

See to it that all outside doors are closed.

Reduce the hours that your equipment is left running unnecessarily. PC’s,

monitors, printers, copiers and scanners should be turned off at night and over the

weekend.

These are a few energy saving suggestions that will have an immediate impact on energy
savings in our schools. Let’s all take a look at how we can save on our energy costs. If
you have any suggestions of your own on how to save on energy, please contact the
Director of Facilities at 680-1016.



South Orangetown Central School District

Guidelines for Copy and Print Services

Copy Services:

To continue the District's “Go Green” initiative, any documents that can be sent
electronically or posted on the District’'s website or building Outlook folders, should be
done so.

If it is determined that copies must be made, the goal is to do the work at the building
level. In order for print jobs to be sent to BOCES DocuTech Print Center, the following
criteria must be met:

Multi page documents greater than 300 copies.

Multi page documents greater than 50 pages

Jobs that require folding, such as play bills, program guides, etc.

Jobs that require documents to be bound, such as math workbooks, handwriting
workbooks, budget books, etc.

The following should also be noted if the above criteria are met:

Turnaround time — BOCES DocuTech Print Center requires 3-5 days for
simple jobs and 5-7 days for complex print jobs to complete requests.
Requestor must complete the attached BOCES Print Service Request form.

The form must be approved by the building/department administrator.

A copy of the signed form must be sent to the Business Office as supporting
documentation for the monthly BOCES bill.

BOCES requests that black and white jobs be sent electronically to the copy
center for processing. The signed BOCES Print Service Request form should be
scanned and included with the file that is being sent. The email address to send
the print jobs to is mbheem@rboces.org.

In special cases, arrangements can be made for the BOCES courier to pick up
print jobs at a designated central location. The department is responsible for
scheduling the pickup with BOCES from the centralized location.

The centralized location for pickup and drop-off will be the SOMS mailroom.
Please provide additional time for the internal mail to be processed and your job
to be picked up by the BOCES courier.

Print jobs being requested by organizations (PTA, Food Service Management, etc):

Organization determines if request can be sent electronically. File is sent to the
District Clerk in Central Office for approval.

If it cannot, the organization must submit a completed print request form (BOCES
Print Service Request form (if criteria above are met) or the SOCSD Duplication
Request form) (see attached).



e Completed request form and document should be submitted to the Central
Office.

e Request is reviewed by Central Office and entered onto a log.

e If the request meets the criteria to send to BOCES DocuTech, Central Office will
schedule a pickup.

e If the request does not meet the BOCES DocuTech criteria, the request is sent to
the appropriate building for processing.

e A copy of the document and the completed request form is submitted to the
Business Office for billing purposes

Print Services:

If specialty print services are required, the District's Printing Services Bid should be
utilized. Services include, but are not limited to:
e Student Referral Forms
School Calendar
TZHS Profile
Database Profile
Continuing Education Brochure
Tones Magazine
Absent Report
Graduation Program
Rain Tickets — Graduation
Newsletter, Color
Newsletter, Black & White
Business Cards
Textbook Inventory Card
Extracurricular Receipt Form
Permanent Record Form
School Newspaper
Invitations
Student Planners
e Etc.
Requisitions for such services should be entered into Finance Manager and follow
District Purchasing Procedures and Guidelines.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Duplication Request Form

Name of Person Requesting Service:

Organization:

Service for:
District Wide T.Z.E. W.0.S.
C.L. S.0.M.S. T.ZH.S.
OTHER:
Date of Request: Completion Date Requested:

Project Title:

Number of copies requested:

One sided Unstapled

Two sided Stapled

Special Instructions:

PLEASE NOTE: Allow a three to five day turn around for request to be processed.

COPYRIGHTS: We cannot copy anything unless we have prior approval from the publisher.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

MAILROOM PROCEDURES

U.S. Malil is picked up between 9:00am and 9:30am Monday through Friday and
brought to the Mail Room.

All stamped out-going mail will be brought to the Post Office around 1:30pm in the
afternoon Monday through Friday. Any unprocessed mail will go the next day.

Envelopes

Only envelopes preprinted with South Orangetown Central School District return
address can be utilized. Envelopes must also have “Address Correction Requested”
printed under the return address block. All other envelopes will be returned.

BULK MAIL & PRE-SORTED FIRST CLASS MAIL

ALL MAILINGS MUST BE THE SAME WEIGHT
Bulk mail is used for the following: Minimum of 200 pieces
A form letter that is going out to everyone (does not have a student’s name on it).

e A newsletter.
e Calendars
e Exam schedules

Pre-sorted first class mail Minimum of 500 pieces

e Report cards

e Progress reports

e Class List

e Honor roll letters

e Any letter that is addressed to students
UPS —

e Deliveries:

United Parcel Service typically delivers to each building daily. Deliveries are
usually before noon and are left at the main offices of WOS, TZE, SOMS, TZHS
and CLE.



Pick-ups:

Packages with pre-paid return labels:

Any packages with pre-paid return labels already adhered to them may be
left at your buildings designated UPS delivery area for the UPS driver.
These packages will be taken by the driver on his usual route. Designated
UPS delivery areas are as follows:

TZHS — Main Office
SOMS — Main Office
CLE — Main Office
TZE — Main Office
WOS — Main Office

Packages that require a scheduled pickup:

All packages being sent out via UPS with SOCSD’s UPS account will be
scheduled by the building’s main office and left in the UPS delivery areas.
Departments in Central Office will also schedule their own pickups and
leave the packages in the SOMS Main Office.
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3. DATE YOU NEED IT BACK (Turnaround time depends on size of job simple 3to 5
and complex5 to 7 days)

4, NAME OF DOCUMENT WE ARE PRINTING
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month needed. July 15 is deadline for summer work due in September: other work can
follow. We are open a// year long. Last 2 weeks of August the print center is in
priority for Administrative work only.

17. Color of papers and a manual of our services are in the main office

INSTRUCTION FOR SCANNING (USING TOUCH SCREEN)

18. A. ALL PAGES NEED TO BE ONE SIDED
B. TOUCH NETWORK SCANNING

C. TOUCH COPY CENTER...PRESS START
D. PRESS CLEAR BUTTON 2 TIMES.,



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Policy 6800

PAYROLL PROCEDURES

The Board of Education recognizes the importance of the payroll function to the effective
administration of the district. The Board is also aware that this is an area at risk of fraud and abuse.
The Board directs the Superintendent to establish procedures to reasonably ensure the accuracy
and integrity of the payroll system.

A duly certified payroll is one that has been examined and approved by the Superintendent
of Schools based on his designee, the Internal Claims Auditor's recommendation. It shall be the
responsibility of the Deputy Superintendent and his/her staff to prepare all payrolls.

The Superintendent’'s designee, the Internal Claims Auditor, will verify the accuracy and
appropriateness of the district bi-weekly payroll. The Internal Claims Auditor shall confirm that
individuals listed on the payroll are currently employed by the district, and that the title, hours
worked, and wages listed are correct. The Internal Claims Auditor shall also confirm that individuals
listed as employees are employees and not independent contractors. (The procedure for
determining employment status is outlined in policy 9500, Compensation and Benefits.) The
Superintendent will evaluate the results of the test and determine if improvements need to be made.

Payroll procedures will also be reviewed periodically by the internal auditor. The internal
auditor will report findings and recommendations to the Board. It is the intention of the Board to take
reasonable and necessary steps to safeguard the district’s payroll.

Cross-ref: 6741, Securing Professional Services
9500, Compensation and Benefits

Ref:  Education Law Article 11; 881604; 1719; 1720; 2116-a

Retirement and Social Security Law 8§34
2 NYCRR 88315.2; 315.3

Adopted: November 4, 2010



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Payroll Distribution Procedures

Each pay period, the payroll department will be including with the delivery of the
paychecks, a list of employees assigned to your building. The following should
be performed:

Review the list for accuracy. Confirm that all employees are in fact your
staff members.

Designate an individual, such as your secretary, to hand out the
paycheck/stubs. It is not necessary for the administrator to be the one to
perform this function.

Each employee signs the list. The check/stub is given to them. It should
only be given to the individual that the check/stub is made out to. Itis not
necessary for the employee to show identification. This will only be
required when there is a payroll audit.

Staff must not be given any other check/stub but their own without written
authorization from that individual. The written authorization should be
attached to the list.

Lock checks/stubs not signed for in safe at end of each day.

By Tuesday afternoon, any check/stubs not signed for must be returned to
the Payroll Department.

The administrator signs the certification at the bottom of the page attesting
to the validity of the staff.

A notation must be placed by anyone who has not signed as to why.

The remaining check/stubs will be mailed by the Payroll Department
unless otherwise requested by the employee.

Please be prepared that periodically throughout the year, the Internal
Auditor will be conducting sporadic payroll audits in which appropriate
identification will be required.



Form # 2

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
TIME SHEET AND SUBSTITUTE EMPLOYEE PAYROLL SCHEDULE

2016-2017

PAY DATES

SUB ATTENDANCE SHEETS AND TIMESHEETS ARE DUE
DATES COVERED BY PERIOD IN PAYROLL NO LATER THAN THE DATES BELOW

FRIDAY, JULY 1 2016-1st pay

NO substitute/timesheet pay processed N/A

FRIDAY, JULY 15, 2016

6/18/16-7/1/16

FRIDAY, JULY 1, 2016

FRIDAY, JULY 29, 2016

7/2/16-7/15/16

FRIDAY, JULY 15, 2016

FRIDAY, AUGUST 12, 2016

7/16/16-7/29/16

FRIDAY, JULY 29, 2016

FRIDAY, AUGUST 26, 2016

7/30/16-8/12/16

FRIDAY, AUGUST 12 2016

FRIDAY, SEPTEMBER 9, 2016

8/13/16-8/26/16

FRIDAY, AUGUST 26, 2016

FRIDAY, SEPTEMBER 23, 2016

8/27/16-9/9/16

FRIDAY, SEPTEMBER 9, 2016

FRIDAY, OCTOBER 7, 2016

9/10/16-9/23/16

FRIDAY, SEPTEMBER 23, 2016

FRIDAY, OCTOBER 21, 2016

9/24/16-10/7/16

FRIDAY, OCTOBER 7, 2016

FRIDAY, NOVEMBER 4 2016

10/8/16-10/21/16

FRIDAY, OCTOBER 21, 2016

FRIDAY, NOVEMBER 18, 2016

10/22/16-11/4/16

FRIDAY, NOVEMBER 4, 2016

FRIDAY, DECEMBER 2, 2016

11/5/16-11/18/16

MONDAY, NOVEMBER 18, 2016

FRIDAY, DECEMBER 16, 2016

11/19/16-12/2/16

FRIDAY, DECEMBER 2, 2016

*TUESDAY, JANUARY 3, 2017*

NO substitute/timesheet pay processed

N/A

FRIDAY, JANUARY 13, 2017

12/3/16-12/30/16

TUESDAY, JANUARY 3, 2017

FRIDAY, JANUARY 27, 2017

12/31/16-1/13/17

FRIDAY, JANUARY 13, 2017

FRIDAY, FEBRUARY 10, 2017

1/14/17-1/27/17

FRIDAY, JANUARY 27, 2017

FRIDAY, FEBRUARY 24, 2017

1/28/17-2/10/17

FRIDAY, FEBRUARY 10, 2017

FRIDAY, MARCH 10, 2017

2/11/17-2/24/17

FRIDAY, FEBRUARY 24, 2017

FRIDAY, MARCH 24, 2017

2/25/17-3/10/17

FRIDAY, MARCH 10, 2017

FRIDAY, APRIL 7, 2017

3/11/17-3/24/17

FRIDAY, MARCH 24, 2017

FRIDAY, APRIL 21, 2017

3/25/17-4/7/15

FRIDAY, APRIL 7, 2017

FRIDAY, MAY 5, 2017

4/8/17-4/21/17

FRIDAY, APRIL 21, 2017

FRIDAY, MAY 19, 2017

4/22/17-5/5/17

FRIDAY, MAY 5, 2017

FRIDAY, JUNE 2, 2017

5/6/17-5/19/17

FRIDAY, MAY 19, 2017

FRIDAY, JUNE 16, 2017

5/20/17-6/2/17

FRIDAY, JUNE 2 2017

FRIDAY, JUNE 30, 2017 - Clean-up pay

6/3/17-6/16/17

WEEKLY-FRIDAY, JUNE 9, 2017 & FRIDAY, JUNE 16, 2017

July 2017 (2nd payroll)

6/17/17-6/30/17

WEEKLY-FRIDAY, JUNE 23, 2017 + DAILY-JUNE 24-30, 2017




Form #1

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
CONTRACTUAL EMPLOYEES (21 AND 26 PAYS)

PAYROLL CALENDAR 2016-17 (July 1st through June 30th)

12 Month Employees 10 Month Employees
Pay dates Pay dates

FRIDAY, JULY 1 2016-1st pay

FRIDAY, JULY 15, 2016

FRIDAY, JULY 29, 2016

FRIDAY, AUGUST 12, 2016

FRIDAY, AUGUST 26, 2016

FRIDAY, SEPTEMBER 9, 2016

FRIDAY, SEPTEMBER 9, 2016-1st pay

FRIDAY, SEPTEMBER 23, 2016

FRIDAY, SEPTEMBER 23, 2016

FRIDAY, OCTOBER 7, 2016

FRIDAY, OCTOBER 7, 2016

FRIDAY, OCTOBER 21, 2016

FRIDAY, OCTOBER 21, 2016

FRIDAY, NOVEMBER 4 2016

FRIDAY, NOVEMBER 4 2016

FRIDAY, NOVEMBER 18, 2016

FRIDAY, NOVEMBER 18, 2016

FRIDAY, DECEMBER 2, 2016

FRIDAY, DECEMBER 2, 2016

FRIDAY, DECEMBER 16, 2016

FRIDAY, DECEMBER 16, 2016

*TUESDAY, JANUARY 3, 2017*

*TUESDAY, JANUARY 3, 2017*

FRIDAY, JANUARY 13, 2017

FRIDAY, JANUARY 13, 2017

FRIDAY, JANUARY 27, 2017

FRIDAY, JANUARY 27, 2017

FRIDAY, FEBRUARY 10, 2017

FRIDAY, FEBRUARY 10, 2017

FRIDAY, FEBRUARY 24, 2017

FRIDAY, FEBRUARY 24, 2017

FRIDAY, MARCH 10, 2017

FRIDAY, MARCH 10, 2017

FRIDAY, MARCH 24, 2017

FRIDAY, MARCH 24, 2017

FRIDAY, APRIL 7, 2017

FRIDAY, APRIL 7, 2017

FRIDAY, APRIL 21, 2017

FRIDAY, APRIL 21, 2017

FRIDAY, MAY 5, 2017

FRIDAY, MAY 5, 2017

FRIDAY, MAY 19, 2017

FRIDAY, MAY 19, 2017

FRIDAY, JUNE 2, 2017

FRIDAY, JUNE 2, 2017

FRIDAY, JUNE 16, 2017

FRIDAY, JUNE 16, 2017-last pay for 21 pay employees

FRIDAY, JUNE 30, 2017 - Clean-up pay FRIDAY, JUNE 23, 2017 -MULTI-PAY for 26 pay employees

(4) Friday, 06/23/17 Multi-pay for Teachers, Teaching Assistants, Teacher Aides and Nurses who are on a 26 pay schedule



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

POLICY 6831
Deferred Payments

The District offers an option through collectively negotiated agreements and by policy, to
employees who are not covered by collectively negotiated agreements, of twenty-one or
twenty-six pays for ten-month employees. Those ten-month employees who opt for twenty-
six pays are required, in accordance with the Internal Revenue Code, to make an election in
writing prior to the beginning of the school year to indicate that they have chosen the
deferred compensation of twenty-six pays. The election shall be made by submitting a
signed form to the Business Office by no later than June 15" of the preceding school year
or through an electronic form submission to the Business Office by the same date.

Adopted: June 4, 2008



South Orangetown Central School District Please

160 Van Wyck Road « Blauvelt, NY 10913 = (845)680-1030 « Fax (845)680-1904 tnho_tefthat
is form

must be

PAYROLL OPTION completed
annually.

BOE Policy 6831 Deferred Payment:

The District offers an option through collectively negotiated agreements and by policy, to employees who are not
covered by collectively negotiated agreements, of twenty-one or twenty-six pays for ten-month employees.
Those ten-month employees who opt for twenty-six pays are required, in accordance with the Internal Revenue
Code, to make an election in writing prior to the beginning of the school year to indicate that they have chosen
the deferred compensation of twenty-six pays. The election shall be made by submitting a signed form to the
Business Office by no later than June 15" of the preceding school year or through an electronic form submission
to the Business Office by the same date.

Adopted: June 4, 2008

PLEASE RETURN TO HUMAN RESOURCES BY JUNE 15, 2016

l, , am employed as a ten-month employee of

the South Orangetown Central District and | hereby elect to have my salary for the
2016-2017 school year paid in:

Please check one box

Twenty-Six Payments (26)
Annual salary divided into 26 payments and paid out
in 21 payrolls from September to June, plus one last

payment in June equal to 5 payments.

Twenty-One Payments (21)
Annual salary divided into 21 payments and paid out
in 21 payrolls from September through June.

Signature Date



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Direct Deposit Enrollment

All South Orangetown Employees are encouraged to utilize the District’s Direct Deposit
Program for security purposes. Enrollment can take place at any time during the year.

Please contact the payroll department at 680-1001 with any questions or concerns.



South Orangetown Central School District

160 Van Wyck Road, Blauvelt, NY 10913
PHONE 845-680-1006 *FAX 845-680-1901

DIRECT DEPOSIT ENROLLMENT FORM

IF YOU WISH TO ENROLL IN THE DIRECT DEPOSIT PROGRAM, PLEASE PROVIDE ALL OF THE INFORMATION BE
ATTACH A VOIDED CHECK FOR CHECKING, OR A DEPOSIT SLIP FOR SAVINGS ACCOUNT.

IF YOUR DIRECT DEPOSIT WILL BE SPLIT BETWEEN 2 OR MORE ACCOUNTS
PLEASE INDICATE THE NET AMOUNT OR % GOING INTO EACH ACCOUNT.

RETURN THIS FULLY COMPLETED FORM TO THE PAYROLL OFFICE

#1 NAME OF FINANCIAL INSTITUTION
ADDRESS AND PHONE # OF INSTITUTION
TYPE OF ACCOUNT (CIRCLE ONE)

ACCOUNT NUMBER

CHECKING /

SAVINGS

ROUTING NUMBER

DEPOSIT %

OR

NET AMOUNT $

#2 NAME OF FINANCIAL INSTITUTION
ADDRESS AND PHONE # OF INSTITUTION
TYPE OF ACCOUNT (CIRCLE ONE)

ACCOUNT NUMBER

CHECKING /

SAVINGS

ROUTING NUMBER

DEPOSIT %

OR

NET AMOUNT $

#3 NAME OF FINANCIAL INSTITUTION
ADDRESS AND PHONE # OF INSTITUTION
TYPE OF ACCOUNT (CIRCLE ONE)

ACCOUNT NUMBER

CHECKING /

SAVINGS

ROUTING NUMBER

DEPOSIT %

OR

NET AMOUNT $

e PLEASE ENROLL ME IN THE DIRECT DEPOSIT PROGRAM *****

*** SIGNATURE

*** PRINT NAME

** DATE

PLEASE ALLOW TWO PAY-PERIODS FOR DIRECT DEPOSIT TO TAKE EFFECT

5/1/2007



South Orangetown Central School District

160 Van Wyck Road, Blauvelt, NY 10913
PHONE 845-680-1006 *FAX 845-680-1901

DIRECT DEPOSIT CHANGE FORM

IF YOU ARE ALREADY ON DIRECT DEPOSIT AND WOULD LIKE TO MAKE CHANGES (Bank, accounts, amounts, etc)
PLEASE CHECK OFF THE APPROPRIATE BOX AND PROVIDE ALL OF THE INFORMATION BELOW.

ATTACH A VOIDED CHECK FOR CHECKING, OR A DEPOSIT SLIP FOR SAVINGS ACCOUNT.

RETURN THIS FULLY COMPLETED FORM TO THE PAYROLL OFFICE

CHANGE FINANCIAL INSTITUTION AND/OR ACCOUNT #

PLEASE CHANGE checkg / svngs

(name of old Bank) (old account number) (circle one)

TO MY NEW ELECTION

NAME OF NEW FINANCIAL INSTITUTION

TYPE OF ACCOUNT: CHECKING / SAVINGS
(circle one)

NEW ACCOUNT NUMBER

NEW ROUTING NUMBER

DEPOSIT % OR |NET AMOUNT $

CHANGE % OR DOLLAR AMOUNT

NAME OF FINANCIAL INSTITUTION

TYPE OF ACCOUNT: CHECKING / SAVINGS
(circle one)

ACCOUNT NUMBER

PLEASE CHANGE THE % / AMOUNT GOING INTO THE ABOVE ACCOUNT

FROM TO

(enter old % or amount) (enter new % or amount)

CANCEL DIRECT DEPOSIT

NAME OF FINANCIAL INSTITUTION

TYPE OF ACCOUNT: CHECKING / SAVINGS
(circle one)

ACCOUNT NUMBER

PLEASE CANCEL MY DIRECT DEPOSIT GOING INTO THE ABOVE BANK/ACCOUNT

*** CANCELLATION OF DIRECT DEPOSIT WILL BE PROCESSED ON THE NEXT SCHEDULED PAYROLL

ek SIGNATURE

** PRINT NAME ** DATE

PLEASE NOTE: IF CHANGING BANKS AND/OR ACCOUNTS-YOU WILL RECEIVE A LIVE CHECK
IN THE NEXT PAYROLL AND THE DIRECT DEPOSIT WILL START ON THE FOLLOWING
PAYROLL

6/1/2007



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Policy 6810
OVERTIME PAY

Employees who are subject to the wage and hours provisions of the Fair Labor Standards Act
(non-exempt employees only) shall be paid overtime for approved work beyond forty (40) hours
per week. The District’s Human Resource Administrator in consultation with the School District
Attorneys shall develop a regulation which shall include a list of exempt District employees.
This list contained in this Regulation shall be reviewed annually and revised as appropriate.
Weekly leave time taken by an employee, including breaks, personal leave, sick leave,
bereavement leave and vacation time shall be excluded when calculating the forty hours.
Overtime pay earned by an eligible employee shall be at a rate of one and one half (1%2) times
the employee’s regular hourly rate of pay.

Personnel who are entitled to overtime pay pursuant to the terms of a Board authorized
contract, collectively negotiated agreement or Board of Education policy shall receive such
benefits in accordance with the provisions of such contract, agreement or policy.

An employee’s immediate supervisor shall have the authority to allow an employees up to 15
hours of overtime pay weekly, provided that the same has been budgeted for. Beyond that limit,
any overtime work (hours beyond forty (40) in one week) shall be approved in writing in
advance by the Superintendent or his designee prior to the work being performed.

Date of Adoption: February 27, 2008



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

OVERTIME CSEA — FORM #1:

OVERTIME

All overtime must be pre-approved in accordance with District Policy #6810,
provided that the same has been budgeted for. The Administrator must approve
the overtime in advanced of it being worked. If the overtime is greater than 15
hours in one week then the Superintendent’s Designee has to approve.

This form should be used by members of the CSEA (Custodial and Maintenance positions).
Step 1 — Pre-approval:

The Administrator who is assigning overtime must complete the CSEA Overtime Pre-approval form
electronically as follows in advance of the work being performed:

e Name of Employee: Last, First

e Regular Hours: Shift hours normally worked

e Position: Custodial Worker, Custodian |, Maintenance Mechanic |, etc.

e Building: Location where overtime worked. TZHS, SOMS, CLE, TZE, WQOS, etc.

e Overtime Date: Date in which overtime was performed
Work Description: Specific job duty and location where duty was worked. Each duty must be on a
separate line. If worked out of normal hours, it must be clearly noted. Each event should be listed with
the start and end time. Total hours charged to the event will be in accordance with the facility use
agreement.
Building checks
Facility Use by outside organizations
Facility Use by Athletic Department
Facility Use by other School District Personnel
Overtime required for capital construction

O 0O O0OO0Oo

e Start Time: Time beginning overtime work

e Lunch/Dinner Break: Number of minutes taken for lunch/dinner

e EndTime: Time ending overtime work

e Signature of administrator and Superintendent’s Designee (if applicable)



1.

V.

Step 2 — Preapproval submitted to Payroll Department:

The original signed form showing the assignment and approval of the work to be performed is sent
to the Payroll Department the Friday before the overtime is worked. [F THIS IS NOT RECEIVED IN
ADVANCE OF THE WORK BEING PREFORMED THE EMPLOYEE WILL NOT BE PROCESSED. The only
exception is an unanticipated emergency that must be validated by Administration.

Step 3 — Assignment to Employee:
The copy of the form is given to the employee assigned to perform the work.
Step 4 — Certification of time worked by Employee and Administrator:

Any work performed on the weekend must be detailed on the right hand side of the timesheet. Each
event should be listed with the start and end time. Total hours charged to the event will be in
accordance with the facility use agreement. Total hours in both the "weekly" section of the timesheet
and the detailed Saturday and Sunday section must be in agreement for those days or the timesheet will
be returned for clarification

e Upon completion of the assigned work the employee fills out an overtime timesheet, signs
the form and submits to Administrator for their confirmation that the work was performed.

e [f there is an unanticipated emergency, inclusive of alarm calls, the employee should inform
the Administrator immediately that they need to work and then reflect the work on the time
sheet for certification.

o All certified timesheets must be submitted with evidence that the work was performed, i.e.
ADT Alarm History report and a facility use calendar with corresponding dates.

ANY INCORRECT OR INCOMPLETE TIMESHEETS WILL NOT BE PROCESSED BY PAYROLL
AND
WILL BE RETURNED TO THE BUILDING ADMINISTRATOR TO BE CORRECTED




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

CSEA OVERTIME
PRE-APPROVAL 2015-2016

EMPLOYEE NAME: POSITION:

(Last, First) (i.e. Maintenance, Custodial, etc.)
REGULAR HOURS: BLDG/DEPT:

(Shift) (i.e. TZHS, SOMS, CLE, TZE, WOS, etc.)

Non Exempt Employees working overtime

** In accordance with District's Policy No. 6810, an employee's immediate supervisor shall have the authority to allow an
employee up to 15 hours of overtime pay weekly, provided that the same has been budgeted for. Beyond that limit, any
overtime work (hours beyond forty (40) in one week) shall be approved in writing in advance by the Superintendent's

designee prior to the work being performed.**

Work Description & Rationale Start | Break | End Fri | Sat |*Sun*| Mon | Tue | Wed | Thu
Total Hours
The time listed above has been assigned and approved in advance of being worked.
Administrator's Approval Date Superintendent Designee's Approval (if applicable) — Date




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT Form #1
2016-2017 Overtime Timesheet - CSEA
EMPLOYEE NAME: POSITION:
(Last, First) (i.e. Maintenance, Custodial, etc.) Payroll Date
REGULAR HOURS: BLDG/DEPT:
(Shift) (i.e. TZHS, SOMS, CLE, TZE, WOS, etc.)
Non Exempt Employees working overtime WEEKEND DETAILS
FUNCTION DETAIL
** |n accordance with District's Policy No. 6810, an employee's immediate supervisor shall have the authority to allow an employee up to 15 hours of AF”R‘E‘.""- Total Hours
overtime pay weekly, provided that the same has been budgeted for. Beyond that limit, any overtime work (hours beyond forty (40) in one week) ¢ - cumadia Chto bz b
i it i i ! H 1 i *k M - Mainten arged by
shall be approved in writing in advance by the Superintendent's designee prior to the work being performed. Satur day Details | startTime | End Time | H-Captal | Function
Work Description & Rationale Start Break End Fri | Sat |*Sun*| Mon | Tue | Wed | Thu
Total Hours Saturday Total Hours
FUNCTION DETAIL Fundtion | Total Hours
A - Athletic to be
** Sunday Details | Start Time | End Time (;"(;’l'l:::‘l Charged by
Payroll Department Use Only y H-Capital | Function
Account Code Hours Rate Total CERTIFICATION:
o/T . .
The overtime assigned above
A1620.169-20-0000 Custodial D/T was worked by the emp|oyee_
o/T All necessary additional
documentatin is attached.
A1621.169-20-0000 Mainenance D/T Sunday Total Hours
o/T
A2855.169-70-0000 Athletics D/T Employee Signature Date
o/T | certify that | worked the times and dates as set forth on this timesheet
A1620.169-23/26 -0000 TZE/Plsds D/T
o/T Administrator Approval Date
| certify that, to the best of my knowledge, the time submitted is
H2110.160-00- Capital D/T

accurate and is in accordance with time assigned In advance




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

OVERTIME AND TEMPORARY EMPLOYEES TIMESHEET - FORM #2

Overtime — Non Exempt Employees

In accordance with District Policy #6810, all overtime, which is an extension of the
employee’s normal duties, must be approved by the Administrator in advance of it
being worked, provided that the same has been budgeted for. In addition, any time
anticipated to be worked in excess of 15 hours in one week must also be pre-
approved by the Superintendent’s Designee.

Temporary Employees

If there is a need to hire a temporary employee (previously BOE approved) to
complete a project, the Administrator must provide a detailed explanation of the
necessity for this employee, in _advance, to the Superintendent’s Designee for
approval. Only after receiving that approval the temporary employee may be
called in for the assignment.

This form should be used by:

1. All contract employees (except CSEA) working beyond their normal day, in accordance with the

appropriate bargaining unit contract and Board approval.
2. Temporary personnel performing work in accordance with Board approval.

Step 1 - Assignment and Pre-approval:

The pre-approval timesheet (temporary and/or any employee to be working over 15 hours

overtime) must be completed as follows:

Name of Employee: Last, First

Regular Hours: Hours normally worked

Position: Clerical, Teacher Assistant, Aide, etc.

Building: Location where overtime worked. TZHS, SOMS, CLE, TZE, WOS, etc.
Payroll Date: Completed by the payroll department

Date: Date when work was performed

on a separate line.

Start Time: Time beginning additional work

e EndTime: Time ending additional work

e Signature of administrator and Superintendent’s Designee (if applicable)

Work Description: Specific job duty and location where duty was worked. Each duty must be



Il.  Step 2 — Preapproval submitted to Payroll Department:

The original signed timesheet showing the assignment and approval of the work to be performed is
sent to the Payroll Department the Friday before the overtime is worked. IF THIS IS NOT RECEIVED
IN ADVANCE OF THE WORK BEING PREFORMED THE EMPLOYEE WILL NOT BE PROCESSED.

lll. Step 3 — Assignment to Employee:
The copy of the timesheet form is given to the employee assigned to perform the work.
IV.  Step 4 — Certification of time worked by Employee and Administrator:

e Upon completion of the assigned work the employee signs the form and submits to
Administrator for their confirmation that the work was performed.

e All certified timesheets must be submitted with justification for additional duties and
available funding in their budget.

ANY INCORRECT OR INCOMPLETE TIMESHEETS WILL NOT BE PROCESSED BY PAYROLL
AND
WILL BE RETURNED TO THE BUILDING ADMINISTRATOR TO BE CORRECTED




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT Form # 2
Overtime and Temporary Personnel
2016-2017 Timesheet

EMPLOYEE NAME: POSITION:
Last/First (i.e. Clerical, Teacher, Teacher Asst, Aide, Temporary, etc.)

REGULAR HOURS: BLDG/DEPT O/T Worked:

(i.e. TZHS, SOMS, CLE, TZE, WOS, ECP, Facilities, Central Office, etc.)

Non Exempt Employees working overtime
** [n accordance with District's Policy No. 6810, an employee's immediate supervisor shall have the authority to allow an employee up to 15 hours of overtime pay weekly, provided that

the same has been budgeted for. Beyond that limit, any overtime work (hours beyond forty (40) in one week) shall be approved in writing in advance by the Superintendent's Designee
prior to the work being performed.**

Temporary Personnel

*Any time anticipated to be worked by a Temporary employee must be approved in advance by the Superintendent's Designee**
**|F THE ADMINISTRATOR AND SUPERINTENDENT'S DESIGNEE HAVE NOT APPROVED THIS FORM PRIOR TO THE TIME WORKED, PAYMENT WILL NOT BE PROCESSED**

Payroll Date Mon Tue Wed Thu Fri
Date:
Work Description & Rationale Start Time Lunch End Time TOTAL HOURS
Daily Totals
Weekly Totals
Administrator's Pre-approval Signature (if applicable) Date

Payroll Department Use Only

Earnings Superintendent Designee's Approval (if applicable) Date

Account Code Hours Rate Total
Code

Employee's Signature Date
| certify that | worked the times and dates as set forth on this timesheet

Administrator's Signature Date

| certify that to the best of my knowledge, the time submitted is accurate and, when
applicable, is in accordance with time assigned in advance.




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

TEACHER ADDITIONAL WORK-CURRICULUM AND INSTRUCTIONAL TIMESHEET — FORM #3A

Article VI — Section A Timesheet (A teacher engaged in professional work for the District outside of the
regular school day, i.e. curriculum revision, constructing learning packages, attendance at workshops,
etc.):

e Name of Employee: Last, First
e Position
e Building: Location where time worked. TZHS, SOMS, CLE, TZE, WOS, etc.
e Regular Hours: Hours normally worked
e Payroll Date: Completed by the payroll department
e Work Description:
0 Curriculum Work
Curriculum — Mini Grants
Curriculum — Learn Inst-Instr
Curriculum — Learn Inst-Prep
Curriculum — Staff Dev-Instr
Curriculum — Staff Dev-Prep

O OO0 O0Oo

e Start Time: Time beginning time work

e End Time: Time ending time work

e Total Hours: Total number of hours worked for that day

e Signature and date of employee and Assistant Superintendent for Curriculum

ALL TIMESHEETS FOR CURRICULUM WORK MUST BE SENT TO THE
ASSISTANT SUPERINTENDENT FOR CURRICULUM FOR FINAL APPROVAL

ANY INCORRECT OR INCOMPLETE TIMESHEETS WILL NOT BE PROCESSED BY PAYROLL
AND
WILL BE RETURNED TO THE BUILDING ADMINISTRATOR TO BE CORRECTED




| certify that | worked the times and dates as
set forth on this timesheet

| certify that, to the best of my knowledge, the

time submitted is accurate

| certify that, to the best of my knowledge, the time submitted

is accurate

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT Form # 3A
TEACHER ADDITIONAL WORK-CURRICULUM AND INSTRUCTION
2016-2017 TIMESHEET
Employee Name: Position: Bldg/Dept: Regular Work Hours:
(Last, First)
EASO Contract Article VI - Compensation for Extra Pay Assignments: Payroll Date
Section A: A teacher engaged in professional work for the District outside the regular school day (i.e. curriculum revision,
constructing learning packages, attendace at workshops, etc.)
Date
Payroll Department Use Only
Start Time:| End Time: [Start Time:| End Time: [Start Time:|End Time:|Start Time:| End Time: |Start Time:| End Time: Account Code Earn Code(s) | Hours/Units | Rate of Pay Total
Curriculum Work
38.58
Total Hours A2010.152- 30 -0000 | CURRICUL
Curriculum -
Learn Inst-Instruction
53.09
Total Hours A2010.152- 30 -0000 | LRNINST
Curriculum -
Learn Inst-Prep
38.58
Total Hours A2010.152- 30 -0000 | LRNINST
Curriculum -
Staff Dev-Instruction 53.09
Total Hours A2010.152- 30 -0000 | STAFFDEV '
Curriculum -
Staff Dev-Prep 38.58
5
Total Hours A2010.152- 30 -0000 | STAFFDEV
Other
Total Hours
Employee's Signature Date Administrator's Signature Date Asst. Superintendent for Curriculum's Signature Date




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT Form # 3AF
A & F codes
TEACHER ADDITIONAL WORK-CURRICULUM AND INSTRUCTION
2016-2017 TIMESHEET
Employee Name: Position: Bldg/Dept: Regular Work Hours:
(Last, First)
EASO Contract Article VI - Compensation for Extra Pay Assignments: Payroll Date

Section A: A teacher engaged in professional work for the District outside the regular school day (i.e. curriculum revision, constructing
SPECIAL-F GRANTS

Date Payroll Department Use Only
Start Time:| End Time: |Start Time:| End Time: [Start Time:| End Time: [Start Time:| End Time:|Start Time:| End Time: Account Code Earn Code(s) | Hours/Units | Rate of Pay Total
Curriculum Work A2010.152- 30 -0000 | CURRICUL 38.58
Total Hours
Curriculum - A2010.152- 30 -0000
Learn Inst-Instruction OR LRN INST 53.09
Total Hours F2110.152 00 9917
Curriculum - A2010.152- 30 -0000
Learn Inst-Prep OR LRN INST 38.58
Total Hours F2110.152 00 9917
Curriculum - A2010.152- 30 -0000
Staff Dev-Instruction OR STAFFDEV 53.09
Total Hours F2110.152 00 1217
Curriculum - A2010.152- 30 -0000
OR
Staff Dev-Prep F2110.152 00 1217| STAFFDEV 38.58
OR
Total Hours F2110.152 00 9917
Employee's Signature Date Administrator's Signature Date Asst. Superintendent for Curriculum's Signature Date

| certify that | worked the times and dates as
set forth on this timesheet

| certify that, to the best of my knowledge, the
time submitted is accurate

| certify that, to the best of my knowledge, the time submitted

is accurate




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

TEACHER ADDITIONAL GENERAL DUTIES TIMESHEET — FORM #3B

Article VI — Section A Timesheet (A teacher engaged in professional work for the District outside of the
regular school day, i.e. curriculum revision, constructing learning packages, attendance at workshops,
etc.):

e Name of Employee: Last, First

e Position

e Building: Location where time worked. TZHS, SOMS, CLE, TZE, WOS, etc.
e Regular Hours: Hours normally worked

e Payroll Date: Completed by the payroll department

e Work Description:

AM/PM Bus Duty

Detention

Student supervision after school
Lunch Supervision

Other

O OO0 O0Oo

e Start Time: Time beginning time work

e End Time: Time ending time work

e Total Hours: Total number of hours worked for that day
e Signature and date of administrator and employee

ANY INCORRECT OR INCOMPLETE TIMESHEETS WILL NOT BE PROCESSED BY PAYROLL
AND
WILL BE RETURNED TO THE BUILDING ADMINISTRATOR TO BE CORRECTED




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT Form # 3B

TEACHER ADDITIONAL GENERAL DUTIES
2016-2017 TIMESHEET

Employee Name: Position: Bldg/Dept: Regular Work Hours:
(Last, First)
Payroll Date
EASO Contract Article VI - Compensation for Extra Pay Assignments:
Section A: Ateacher engaged in professional work for the District outside the regular school day (i.e. curriculum revision, constructing
learning packages, attendace at workshops, etc.)
Date Payroll Department Use Only
Start Time:| End Time: |Start Time:| End Time: [Start Time:| End Time: [Start Time:| End Time: |Start Time:| End Time: Account Code Earn Code(s) | Hours/Units | Rate of Pay Total
AM/PM/Bus Duty o1
A2110.139- — -0000 | STUDSUPE 38.58
Total Hours 02
Detention
A2110.139- o -0000 | DETENTIO 38.58
Total Hours 02
Student Supervision
After school
A2855.139 -70 - 0000 | STUDSUPE 38.58
Total Hours
Lunch Supervision
A2110.139- o -0000 | STUDSUPE 38.58
Total Hours 02
Other
Total Hours
Employee's Signature Date Administrator's Signature Date

| certify that | worked the times and dates as set forth on this timesheet | certify that, to the best of my knowledge, the time submitted is accurate




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT Form # 3C
TEACHER ADDITIONAL DUTIES-SPECIAL EDUCATION
2016-2017 TIMESHEET
Employee Name: Position: Bldg/Dept: Regular Work Hours:
(Last, First)
EASO Contract Article VI - Compensation for Extra Pay Assignments:
Section A: Ateacher engaged in professional work for the District outside the regular school day (i.e. curriculum revision, constructing learning packages, attendace at workshops, etc.)
Payroll Date
Date Payroll Department Use Only
Teacher's regular
scheduled duty during
below coverage
Start Time: | End Time: | Start Time: [ End Time: | Start Time: | End Time: | Start Time: | End Time: | Start Time: | End Time: Account Code Earn Code(s) | Hours/Units [Rate of Pay Total
g1 F2250.152:00-1116 | cop e 38.58
CSE/CPSE MEET/IEP PREP OR
A2250.153-40-0000 | CSEMTC 38.58
Total Hours
|11 F2250.152-00-1116
z SE EVAL
SE TEST EVALUATIONS E OR PER-DIEM
&
E
8 A2250.153-40-0000 SE EVAL
Total Hours PER-DIEM
TZHS 41
STUDENT TEST ACCMDTN SOMS 42
(AS PER IEP) 1ze |A2250.139- 43 -0000 | I1EP MOD 38.58
Student Name: wos 44
Total Hours CLE 45
NEW ENTRANT -
TEST/SCREEN E A2816.129-40-0000 NEW ENT
E
Total Hours é PER-DIEM
OTHER
Total Hours
Employee's Signature Date Building Principal's Signature Date Director of Special Education's Sighature Date

| certify that | worked the times and dates as set forth on this timesheet

| certify that, to the best of my knowledge, the time submitted is accurate

| certify that, to the best of my knowledge, the time submitted is accurate




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

HOME TUTORING TIMESHEET — FORM #4

Article VI — Section B Timesheet (Tutoring — A teacher engaged in home tutoring, or other specific
employee as approved by the Board of Education):

e Name of Employee: Last, First
e Payroll Date: Completed by the payroll department
e Student: Name of student receiving service
e Subject: Subject being taught
e Date: Date service being provided
e Work Description:
0 lliness
0 Committee Action
0 Discipline/Supervision
0 New entrant to be placed
o Titlel
e Start Time: Time beginning time work
e EndTime: Time ending time work
e Total Hours: Total number of hours worked for that day
e Remarks by teacher, parent administrator
e Parents signature: Signature required to assure that student received services
e Signature of individual assigning tutor, Director of Special Education and employee

If a two hour or more tutoring session is cancelled the tutor will be compensated for one hour

ANY INCORRECT OR INCOMPLETE TIMESHEETS WILL NOT BE PROCESSED BY PAYROLL
AND
WILL BE RETURNED TO THE BUILDING ADMINISTRATOR TO BE CORRECTED




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
HOME TUTORING

2016-2017 TIMESHEET

Form # 4

EMPLOYEE NAME: Position:
(Last, First)
EASO Contract Article VI - Compensation for Extra Pay Assignments:
Section B: Tutoring - A teacher engaged in home tutoring,
or other specific employees as approved by the Board of Education
*In a case of a cancelled 2+ hour session-a minimum payment for one hour will apply*
Student: | | Payroll Date
Subject: | |
Monday Tuesday Wednesday Thursday Friday
Date: Payroll Department Use Only
Start Time: | End Time: | Start Time: | End Time: | Start Time: [ End Time: | Start Time: | End Time: [ Start Time: | End Time: Account Code Earn Code Hours Rate of Pay Total
lliness
HOME
A2110.150- 40 -0152| | rom 50.78
Total Hours
|
Committee
Action ) ] HOME
A2250.150- 40 -0153| | rom 50.78
Total Hours
- ___________ __________________________________________ __________ ___________ |
Discipline /
Supervision N } HOME
p A2110.150- 40 -0154| 1 7on 50.78
Total Hours
|
New Entrant
to be Placed . ] HOME
A2110.150- 40 -0155| | Tom 50.78
Total Hours
Title |
HOME
F2110.151- 00 -9917| 1o 50.78
Total Hours
|
Remarks of :
Teacher,
Parent,
Administrator
- _______________________________________________________________________|
Parent's Signature

Signature of Person Assigning Tutor

| certify that, to the best of my knowledge,
the time submitted is accurate

Date

Employee's (Tutor) Signature
| certify that | worked the times and dates as set forth on

this timesheet

Date

Director of Special Education's Signature

| certify that, to the best of my knowledge, the time
submitted is accurate

Date



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

CHAPERONE DUTIES TIMESHEET — FORM #5

Article VI — Section C Timesheet (Chaperoning — a teacher, or other specific employee as approved by
the Board of Education chaperoning a District event or assisting in an Athletic event):

e Name of Employee: Last, First

e Payroll Date: Completed by the payroll department

e Activity/Event: Name of activity or event that time is being worked

e Location: Building or location (away events) where time is being worked
e Date: Date of activity or event

e Start Time: Time beginning time work

e End Time: Time ending time work

e Total Hours: Total number of hours worked for that day

e Signature of administrator and employee

ANY INCORRECT OR INCOMPLETE TIMESHEETS WILL NOT BE PROCESSED BY PAYROLL
AND
WILL BE RETURNED TO THE BUILDING ADMINISTRATOR TO BE CORRECTED




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT Form #5

CHAPERONE DUTIES TIMESHEET

EMPLOYEE NAME: POSITION:
(Last, First)
EASO Contract Article VI - Compensation for Extra Pay Assignments:
Section C: Chaperoning - A teacher chaperoning or assisting an athletic event,
or other specific employees as approved by the Board of Education Payroll Date
Activity/
Event
Event
Originator
(TZHS,SOMS,CL
E,TZE,WOS,
etc.)
Saturday Sunday Monday Tuesday Wednesday | Thursday Friday
Date: Payroll Department Use Only
Start Time:| End Time: |Start Time:| End Time: | Start Time: | End Time: | Start Time: [ End Time: [Start Time:| End Time: |Start Time:| End Time: |Start Time:| End Time: AeEeil CeEl Eaip Cote || Rlows || Ui || Retie o Pey TWE]
01 Min 70.05
Chaperone 02
A2850.139- 03 -0000 | CHAPERON |2.5 + 93.42
Total Hours 83 35+ 116.69
L e oo e s e e i st i i [t i | 1t e e e st e e i s i v i || Account coce ] ean Sove [ours | uns [ s otpey ] toia |
Athletic Min 70.05
Event
Supervision A2855.139-70-0000 [CHAPERON |2.5 + 93.42
Total Hours 35+ 116.69
Employee's Signature Date Administrator's Signature Date

| certify that | worked the times and dates as set forth on this timesheet | certify that, to the best of my knowledge, the time submitted is accurate



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

TEACHER CLASS COVERAGE TIMESHEET — FORM #6

Article VIII - Section G Timesheet (Class Coverage — Absence about which the school administration has
received adequate notice will be covered by substitutes). This form is to be used if an in-house regularly
employed teacher or a substitute teacher covers a period(s) for another teacher that is absent.

e Name of Employee: Last, First
e Building: Location where time worked. TZHS, SOMS, CLE, TZE, WOS, etc.
e Regular Hours: Hours normally worked
e Payroll Date: Completed by the payroll department
e Date of Coverage: Date time being worked
e Teacher Covered For: Name of teacher coverage is being worked
e Regular scheduled duty: List teacher’s scheduled duty during the time frame of coverage
(PREP, LUNCH, PLANNING-only if cancelled)
e Circle number of periods worked under category:
0 Class Coverage — District Business
0 Class Coverage — Special Education
0 Class Coverage — TSP
0 Class Coverage — COVE
e Total # of Periods: Total number of periods worked for that day
e Signature of administrator and employee

ANY INCORRECT OR INCOMPLETE TIMESHEETS WILL NOT BE PROCESSED BY PAYROLL
AND
WILL BE RETURNED TO THE BUILDING ADMINISTRATOR TO BE CORRECTED




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT Form # 6
TEACHER CLASS COVERAGE-SUBSTITUTE
2016-2017 TIMESHEET
Employee Name: Position: Bldg/Dept: Regular Work Hours:
(Last, First)
EASO Contract Article VIII - Teacher Load and Assignment:
Section G: Class Coverage - Absence about which the school administration has received adequate notice will be covered by substitutes.
A teacher who volunteers at the beginning of the school year may be asked to substitute for a period for an absent teacher.
Monday Tuesday Wednesday Thursday Friday
Payroll Date
Date of Coverage: Y
Teacher Covering For: Payroll Department Use Only
Earn Rate of
Circle each extra period covered below Account Code Code(s) | Units Pay Total
1 2 3 1 2 3 1 2 3 1 2 3 2 01
02
Class Coverage Reg Ed 4 5 6 4 5 6 4 5 6 4 5 6 5 A2110.141- o3 -0000|cLAsscov 45,08
04
7 8 9 7 8 9 7 8 9 7 8 9 8 05

Total # of Extra Periods

1 2 3 1 2 3
Class Coverage Sp Ed 4 5 6 4 5 6
7 8 9 7 8 9

1 2 3
4 5 6
7 8 9

1 2 3
4 5 6
7 8 9

A2250.141- 43

Total # of Extra Periods

1 2 3 1 2 3
Class Coverage COVE 4 5 6 4 5 6
7 8 9 7 8 9

1 2 3
4 5 6
7 8 9

1 2 3
4 5 6
7 8 9

Total # of Extra Periods

Employee's Signature
| certify that | worked the times and dates as set forth on this timesheet

Date

-0000
44
45

A2257.140- 41 -0059

CLASSCOV

CLASSCOV

45.08

45.08

Administrator's Signature
| certify that, to the best of my knowledge, the time submitted is accurate

Date




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

TEACHING ASSISTANT CLASS COVERAGE TIMESHEET - FORM #7A

Timesheet was developed based on the Teacher Assistant contract for teacher coverage time.

NOTE: Per SOTAA contract “When a unit member who works six (6) or more hours on a daily basis,
serves as a substitute teacher for a period of three (3) or more hours, the unit member’s rate of pay for
the full day will be 1.75 times the daily rate.” Lunch time should be subtracted from total hours.

e Name of Employee: Last, First
e Building: Location where time worked. TZHS, SOMS, CLE, TZE, WOS, etc.
e Regular Work Hours: Hours normally worked
e Payroll Date: Completed by the payroll department
e Date of Coverage: Date time being worked
e Teacher Covered For: Name of teacher coverage is being worked
e Reason for Coverage: Reason coverage necessary (i.e. teacher went home sick, teacher
pulled for meeting, family sick, conference, training, etc.)
e Start Time: Time beginning time work
e EndTime: Time ending time work
e Lunch Break: Number of minutes taken for lunch
e C(lass coverage worked under category:
0 Class Coverage — Regular Education class
0 Class Coverage — Special Education
0 Class Coverage — TSP
0 Class Coverage — COVE
e Total Hours: Total number of hours worked for that day (less lunch period)
e Signature of administrator and employee

ANY INCORRECT OR INCOMPLETE TIMESHEETS WILL NOT BE PROCESSED BY PAYROLL
AND
WILL BE RETURNED TO THE BUILDING ADMINISTRATOR TO BE CORRECTED




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT Form #7A
TEACHING ASSISTANT CLASS COVERAGE

2016-2017 TIMESHEET

Employee Name: Position: Bldg/Dept: Regular Work Hours:
(Last, First)

NOTE: Per SOTAA contract "When a unit member who works six (6) or more hours on a daily basis, serves as a substitute teacher for a period of three (3) or more hours, the unit member's rate of pay for the
full day will be 1.75 times the daily rate."”

Monday Tuesday Wednesday Thursday Friday
Date of Payroll Date
Coverage:
TeaChiof,overed Payroll Department Use Only
Reason for 1.0 Hrly Rate: 75 Hrly Rate:
Coverage: .0 Hrly Rate: . rly Rate:
Lunch Lunch Lunch Lunch Lunch Rate of
) Break End ) Break ) ) Break ) ) Break ) ) Break ] Account Code Earn Code| Hours Total
Start Time: | Minutes | Time: | Start Time:| Minutes | End Time: | Start Time: [ Minutes | End Time: |Start Time:| Minutes | End Time: | Start Time: | Minutes | End Time: Pay
01 Total Hrs
Class Coverage
02 @ .75
Regular Ed
A2110.141- 03 -0000 |cLASSCOV
Total Hours 04 O/T Hrs
(less lunch) 05 @1.0
. _____________________________________________________ _______ __________—________-______________ |
41 Total Hrs
Class Coverage
Special Ed 42 @.75
A2250.141- 43 -0000 |cLASSCOV
Total Hours 44 O/T Hrs
(less lunch) 45 @1.0
e _____________ _____________ __________ _________________ _____ _______________________ ________ |
Class Coverage Total Hrs
COVE 1zHs @ .75
A2257.159- 41 -0059 |cLASscoV
Total Hours O/T Hrs
(less lunch) @1.0

Employee's Signature Date Administrator's Sighature Date
| certify that | worked the times and dates as set forth on this timesheet | certify that, to the best of my knowledge, the time submitted is accurate



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

TEACHING ASSISTANT ADDITIONAL DUTIES TIMESHEET — FORM #7B

Article Ill — Section E: Bargaining unit members assigned to detention classes, chaperone and athletic
event supervision shall be compensated as per the teacher’s collective bargaining agreement

e Name of Employee: Last, First
e Building: Location where time worked. TZHS, SOMS, CLE, TZE, WOS, etc.
e Regular Hours: Hours normally worked
e Payroll Date: Completed by the payroll department
e Work Description:
0 Detention
0 Chaperone-Co-Curricular
0 Athletic Event Supervision
e Start Time: Time beginning time work
e End Time: Time ending time work
e Total Hours: Total number of hours worked for that day
e Signature and date of administrator and employee

ANY INCORRECT OR INCOMPLETE TIMESHEETS WILL NOT BE PROCESSED BY PAYROLL
AND
WILL BE RETURNED TO THE BUILDING ADMINISTRATOR TO BE CORRECTED




Employee Name:

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
TEACHING ASSISTANT ADDITIONAL DUTIES

Position:

Bldg/Dept:

Detention, Chaperone Co-curricular, Athletic Event Supervision
2016-2017 TIMESHEET

Regular Work Hours:

Form # 7B

(Last, First)

SOTAA Contract Article Ill - Detention, Chaperone and Athletic Events Supervision:

Section E: Bargaining unit members assigned to detention classes, chaperone and athletic event supervision shall be compensated as per the
teacher's collective bargaining agreement

Payroll
Date
Date Payroll Department Use Only
S_tart E_nd S_tart E_nd S_tart E_nd S_tart E_nd S_tart E_nd EAGO Ree
Time: Time: Time: Time: Time: Time: Time: Time: Time: Time: Account Code Earn Code(s) S Uit of Pay Total
Detention 01
A2110.139- -0000 | DETENTION 38.58
Total Hours 02
Min 70.05
01
Chaperone-
Co-Curricular 02 25+ 93.42
A2850.139- 03 -0000 | CHAPERON
Total Hours 04 35 + 11669
05
_ Min 70.05
Athletic Event
Supervision A2855.139- 70 0000 | CHAPERON | 2.5 + 93.42
Total Hours 35+ 116.69
Employee's Signature Date Administrator's Signature Date

| certify that | worked the times and dates as set forth on this timesheet

| certify that, to the best of my knowledge, the time submitted is accurate




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Form #8
Substitute Employee
2016-2017 Timesheet
NAME:
(Last, First)
BOARD APPROVED SUBSTITUTE/TEMP POSITION: SUB T/A SUB AIDE SUB CLER SUB CUST SUB LIFE G
(circle one)
BUILDING WORK PERFORMED AT: TZHS SOMS CLE TZE WOS
(circie one) Payroll Date
***To be used by all substitute employees (except substitute teachers and nurses)***
*** All time worked should be approved in advance by an Administrator***
*TIMESHEETS MUST BE HANDED IN AT THE END OF THE DAY ON FRIDAY*
Mon Tue Wed Thu Fri
Date
Name of Employee Substituting For Work Description Start Time Lunch Break End Time TOTAL HOURS
Daily Total
Weekly Total
Payroll Department Use Only
Earnings
Account Code g Hours Rate Total
Code
Employee's Signature Date

| certify that | worked the times and dates as set forth on this timesheet

Administrator's Signature

Date

| certify that, to the best of my knowledge, the time submitted is accurate




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

SUBSTITUTE EMPLOYEE TIMESHEET — FORM #8

To be used by ALL substitute employees (other than teacher and nurse substitutes) in order to receive
pay for work performed. ALL time submitted on time sheet must be approved in advance by an
administrator and must have prior Board approval for the type of work performed.

e Name of Employee: Last, First

e Board Approved to work in substitute position (circle all that apply): sub TA, sub Aide,
sub Clerical, sub Custodial, sub Lifeguard

e Building: Location where time worked. TZHS, SOMS, CLE, TZE, WOS, etc.

e Payroll Date: Completed by the payroll department

e Date of Coverage: Date time being worked

e Employee Covered For: Name of employee covering for

e Work Description: Detail work being performed

e Start Time: Time beginning time work

e Lunch Break: Number of minutes taken for lunch

e End Time: Time ending time work

e Total Hours: Total number of hours worked for that day (less lunch period)

e Signature of administrator and employee

ANY INCORRECT OR INCOMPLETE TIMESHEETS WILL NOT BE PROCESSED BY PAYROLL
AND
WILL BE RETURNED TO THE BUILDING ADMINISTRATOR TO BE CORRECTED




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

SALARY DOCKING FORM

This form is to be used by the building attendance secretary to report an employee’s absence
after an employee has exhausted all of his/her paid sick, personal and/or vacation time. Each
time an employee is absent, this form must be faxed to Human Resources, immediately on the
day of each absence.

TO: OFFICE OF HUMAN RESOURCES
FROM: (School, Bldg., Dept.)
DATE:
RE: (Employee Name; Position)
The above employee is absent on (date). This employee
has exhausted all of his/her (sick, personal, vacation), as of
(date).

/ /
Employee Signature Date Principal/Building Supervisor Date
TO: PAYROLL
Please dock the above employee’s pay for days and process it in with the next payroll.

HUMAN RESOURCES

/
Administrator’s Signature Date

Attachments/Attendance Report — HR

FOR PAYROLL PURPOSES ONLY:

Payroll Date: Hourly/Daily rate of Pay:

Total # of Hours/Days Docked: Total Amount Docked this P/R$

Attachments/Salary Information — PR

Calculated by: Approved by:

Cc: Human Resources
Employee

4/30/14



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

RECOUPMENT OF OVERPAID WAGES
INSTRUCTIONS

e HR notifies P/R immediately when there is a situation that
could cause an overpayment of wages.

® P/R completes recoupment form and provides copy to HR

¢ HR contacts employee and notifies them of overpayment and
recoupment

e HR provides provides form to employee for the signed
acknowledgement



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
RECOUPMENT OF OVERPAID WAGES

Employee Name

Pay Date of Overpayment

In accordance with New York State Department of Labor, Section 193 Subpart 195-5, Deductions for Advances and
Overpayments, The New York State Labor Law permits an employer to make deductions from an employee's wages for "an
overpayment of wages where such overpayment is due to a mathematical or other clerical error by the employer.” Such
deductions are permitted as follows:
(d) Limitations on the Periodic Amount of Recovery

(1) In such cases where the entire overpayment is less than or equal to the net wages earned after other permissible
deductions in the next wage payment, the employer may recover the entire amount of such overpayment in the next wage
payment.

(2) Where the recovery of an overpayment exceeds the net wages after other permissions deductions in the immediately
subsequent wage payment, the recovery may not exceed 12.5% of the gross wages earned in that wage payment nor shall
such deduction reduce the effective hourly wage below the statutory state minimimum hourly wage.

CALCULATION
Annual Contract $ -
Contract months $ 12.00
Monthly Rate $ -
Total Prorated months worked $ -
Total Contract Entitlement $ -
Amount Paid to date $ -
Amount paid for future payrolls $ -
Total Amount of Overpayment $ =
Net Bi-weekly Pay $ -
Recoupment Amount on next payroll $ -
or
Employee's Gross Bi-weekly pay $ =
12.5% amount of recoupment each payroll $ =
Total amount to be recouped: - over pay periods
and - over 1 pay period
Calculated By Date Calculation Reviewed By Date
Employee Date Director of Human Resources Date

(1 acknowledge the receipt of recoupment form) (1 have reviewed the recoupment form with the employee)




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
Changes in Personnel Position/Service

The following form must be completed anytime there is a change in staffing (i.e., staff moves from
one department to another, from one building to another, increase FTE to cover other classes,
increase in hours, new position, etc). All changes that occur after adoption of the original budget in

any fiscal year must be tracked by using this form. Changes in payroll will not incur unless this form is
used.

Complete the form and forward to the Human Resources Department. At which time Human
Resources will explore the need for this change and discuss with the appropriate administrator and
with the Deputy Superintendent. At which time a final recommendation will be made to the
Superintendent for final approval and recommendation to the Board of Education.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
PERSONNEL CHANGE FORM

This form must be used to request a change in any staffing position within the District. Form must be submitted to the Human Resources Office prior to the
effective date of the requested change.

Date of Request:

Title of Position:

Name of Current Employee or Recommended Employee:

Type of Request:

[ ] NewHire FTE

|:| Leave Replacement FTE

|:| Long Term Substitute Period of time coverage needed: From: To:
|:| Creation of New Position Department FTE

|:| Change in FTE of Existing Position Current FTE Requested FTE

|:| Change in Assignment within School

Current Requested

Grade Grade

Department/Program FTE Department/Program FTE
I:l Transfer of employee between buildings From To

I:l Other

Effective Date of Request:

Rationale for Request:

Funding/Budget Information (REQUIRED):

I:l Budgeted Code:
I:l Not Budgeted

Proposed Funding

I:l General Fund Code:

I:l Grant Funded Code:

Budget Transfer (Required)

From To

Requested By:

Signature Title Date

(CONTINUED)



TO BE COMPLETED BY HUMAN RESOURCES:

Contract Salary:

EASO (Teachers)

SNASO (Nurses)

SOTAA (Teaching Assistants)
SOEAA (Aides/LFTs)

SOAA (Administrators)

SOSA (Secretaries)

SOCBD (Custodians/Maintenance)
Independents

Substitute Teacher

NN RRRNN

Other (Specify)

Step Lane

Salary $

Official transcripts received and verified (if required)
Change being requested:

New
Step New Lane

Yes
No

New Salary $

Reason for change:

per year / day

Circle

By:

Change completed in Finance Manager:

Approved By:

Signature

Yes
No

Date Entered By

Director of Human Resources Date

Signature

School Business Administrator Date

Date of Board of Education Approval




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Attendance Procedures

Each Day:

¢ Each department will designate 1 person to take attendance for ALL
employees

e Building and department designee takes attendance for all teachers,
secretaries, administrators, aides, TA and LFT’s within 3 hours after
program start. Please refer to “Procedures for Entering Attendance”
sheet for full step by step instructions

e Please note: If an employee who works in two buildings is absent, only
the primary listed building will be able to enter attendance.

e If a substitute works less time than the full amount a teacher was absent,
please fill in two separate absence entries for a teacher. 1 should report
the fraction of a day without a sub, and one should report the fraction of a
day with the sub. If a teacher was absent a full day, and the substitute
worked a half day only, you should enter two separate entries for the
teacher. The first should read .5 units taken with the name of the sub, and
the second should read .5 units taken with no sub.

e Building and department designee should check for signed approval card
before entering Personal time or vacation time.

e Custodians will be reported by the Facilities Department
e Employees must still fill out appropriate forms for each absence

e Teachers and teaching assistants doing period coverage must fill our
appropriate forms and submit for approval

e Employees who work beyond the normal day or temporary employees
must fill out time sheets and submit for approval.

e Department designees must contact HR if a substitute is not listed in the
drop down menu



Every Two Weeks:

Every two weeks on days designated by payroll, after 12:00 PM, each
department will print out an attendance report from Nvision.

Select Microsoft Excel. Confirm that the dates on the report are for the
proper 2 week payroll cycle. Sort the sub-name in alphabetical order and
verify for duplication of dates. Email file to the payroll department.

Reports must be signed by the Principal or Department Head and
submitted to payroll via inter-office mail that same day.



Employee Name:

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Employee Exit Checklist

Date:

Position: Separation Date:
Building/Department: Supervisor:
Employee Type: O Certificated O Classified O Other
Reason for Exit: [0 Retirement [0 Resignation O Layoff [ Dismissal [0 Abandonment [ Other
Supervisor: Date Initials Technology Date Initials
Employee Notification Received E-mail Account Deactivated
Keys Collected PDA (Palm, Blackberry, etc) Returned
Laptop Computer & Accessories Returned
Desk Cleared (Charger, docking station, etc.)
Tools/Equipment Collected Desktop Computer Cleared
Textbooks, (ATE)/Classroom Materials Collected Laptop Computer Cleared
Network Files Moved to Supervisor Digital Camera Returned
Employee Change Form Complete to HR Cell Phone: ( - )
Accessories (headset, charger, etc)
Human Resources Telephone Password/Messages Changed
Date Initials
Network Access Deactivated:
Employee Notification Received (Powerschool, FM, Aesop, MLP, etc.)
FM Entries Completed
Benefits Updated Payroll Date Initials
EAP Notified Accrued Benefit Time Paid
Removal From Phone List Final Paycheck (DD, Mail, Pickup)
Earned/Unused Sick Days: Tax Forms (Forwarding Address Logged)
Earned/Unused Vacation Days:
Organization/Staffing Charts Updated
Retirement Forms Completed
Exit Interview Completed
Forwarding Information:
Street/PO. Box City State Zip Phone

(Payroll must be advised of address change in order to receive final paycheck and/or W2 Forms in a timely manner)

Employee Affirmation:

“| certify that all property of the South Orangetown Central School District has been returned.”

(Departing Employee Signature) (Date)



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
Office of the Assistant Superintendent

TO:

FROM:
DATE:

RE:

All Certificated Staff

Professional Development Committee

September 2016

Fall Mini-Grant Applications

The components of the Mini Grant program are as follows:

District Funding: $25,000 for the school year ($12,500 per grant period)

Purpose:

Provide teachers with the opportunity to develop instructional programs and to initiate creative and

innovative ways to enhance current curriculum and instructional practices. Mini-grants are not designed to provide

ordering classroom supplies or classroom libraries. Mini-grant are for “out of the box” innovation.

Mini-Grant Proposal Process:

Submit
Applications by:

PDC
Approval by:

Submit Typed
Requisition for
Supplies by:

Complete Grant &
Submit Summary
Form by:

Submit Time
Sheets by:

October 19, 2016

November 14, 2016

November 30, 2016

February 17, 2017

February 17, 2017

Awards:

Criteria for

Submissions after these dates will not be honored.
Reimbursement for supplies personally purchased by a teacher will NOT be approved.

The award categories are: $250.00 (adopted grant award), $500.00, $1,000.00, and $1,500.00.

If your proposal costs slightly more than these amounts, please explain that in your submission.

If all of the funds are not expended on innovation programs, the committee will consider funding
professional development experiences. (i.e. attendance at a regional or national conference).

selecting winning mini grants:

Each segment of the application form should be completed in full and written legibly or typed.

The applicant(s) must sign the application.

The proposed project should have the potential for replication by other staff at the same and other
grade levels.

The proposal must include a plan for how the grant will be shared with other staff. The person who
receives the grant must setup a communication plan with their building administrator.

The applicant(s) must be willing to present the project to the Board and share information to District-
wide staff at appropriate levels, pre-K through 12.

Applications will describe monitoring measurements and/or evaluation procedures, which will be used
to document the outcomes.

Each application must be for a new grant.

Collaboration grants across building or grades are a priority.

Adaptation of previous grants will be considered but for adapted award will be $250.00 maximum
amount.

Grants must support our district goals.

Only one grant per year will be awarded to the same teacher unless mini-grant money is still available
within a fiscal year and the PDC approves.

We look forward to the receipt of many innovative projects and encourage all to use this program, which

the

Board has established as an incentive to support the excellent work of our faculty.




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Mini-Grant Application
Fall 2016

Application Submission Dates:

October 19, 2016 — Submit Mini-Grant Application

November 14, 2016 — PDC will respond to application
November 30, 2016 — Submit typed requisition for supplies
February 17, 2017 — Complete Grant and submit summary form
February 17, 2017—- Submit time sheets

A. General Information
Applicant's Name(s)

School: Principal/Supervisor's Name

B. Program Profile
Grant Title:

1. Mini-Grant Curriculum Project
OR
2. Mini-Grant Professional Development

Grade(s) in which your program can be implemented:

Grant Description:
a) Objectives:

b) Alignment to goals:

c) Evaluation plan:

d) How, when, where will project be shared:

e) Impact on student achievement:

f)  Impact on professional learning:

(Attach additional sheet if necessary.)

New Grant: $500__ $1,000 $1,500
Adapted Grant: $250__ (Who credited the original grant)
C. Budget
If awarded a grant, what product would result? Please check.
____instructional guide ____curriculum guide _lessonplans  __list of outside resources ~___ course outline
____bibliography ___list of basic material ~___ studentwork ___ publications

___electronic products, such as Webquest, websites, on-line references, etc.(samples)

___other

(Describe)

(OVER)



CHOOSE ONE: #1 MINI-GRANT CURRICULUM PROJECT OR #2 CURRICULUM DEVELOPMENT
1. Mini-Grant Curriculum Project

Supplies and Materials
Please list and indicate approximate cost for materials and supplies to be purchased for this program. Remember that this must be
no more than half the total amount requested.

Item and Description Approximate Cost

Total

*Upon approval of the Mini-Grant, a typed request for supplies must be submitted and approved
before spending money on materials.

Professional Development Time
List the number of hours of time for you or team to plan the project and to develop materials.

Total number of hours for you and/or team x $ 38.58 (negotiated contractual rate) =$

*Upon completion of the approved Mini-Grant, a Time Sheet for your time must be submitted.

Mini-Grant Total $

OR
2. Mini-Grant Professional Development

Professional Development Mini-Grant

Conference Name:

Conference Dates:

Cost you are requesting reimbursement:

Registration:

Travel (explain):

Food: (go to www.gsa.gov/mie to calculate allowable expense)

Other:

Mini-Grant Total $

If you are awarded this grant you will need to file the District’s Conference Request Forms with all appropriate paperwork. The
office or the Assistant Superintendent will assist you with process, if needed.

Signature of Applicant Date

PLEASE RETURN COMPLETED APPLICATIONS TO: Rose Ngai, Brian Culot’s Office Revised: April2016



http://www.gsa.gov/mie

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

PROFESSIONAL DEVELOPMENT COMMITTEE
Grant Proposal Response Form
Fall 2016

TO:

SCHOOL:

Members of the Professional Development Committee have reviewed your grant proposal. The
committee’s disposition is:

Grant has been approved in the amount of $

Grant has been denied.
Grant requires revision and resubmission.

COMMENTS:

If your grant has been approved, these procedures must be followed:
e Arequisition must be submitted to Brian Culot’s office before materials and supplies can be
obtained by November 30, -2016.
e A copy of the approved Mini-Grant Application must be attached to the requisition.

We applaud your efforts!

Please be aware that the attached Professional Development Mini-Grant Summary form for the
completed grant must be submitted, along with a Time Sheet, to receive final payment. The
deadline is February 17, 2017.

Attachment




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Professional Development Mini-Grant Summary
Fall 2016

TO: Brian Culot

FROM:

Please complete this summary form AFTER project has been completed and submit it to
Brian Culot’s Office with your Time Sheet for time allotted to your project by February
17, 2017. Any submissions after this date will NOT be honored.

. TITLE/TOPIC:

1. PROJECT SUMMARY:

1. ASSESSMENT/EVALUATION:

Attach Curriculum Guide, etc.




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
Office of the Assistant Superintendent

TO:

FROM:
DATE:

RE:

All Certificated Staff

Professional Development Committee
Spring 2017

Spring Mini-Grant Applications

The components of the Mini Grant program are as follows:
District Funding: $25,000 for the school year ($12,500 per grant period)

Purpose:
innovative

Provide teachers with the opportunity to develop instructional programs and to initiate creative and
ways to enhance current curriculum and instructional practices. Mini-grants are not designed to provide

ordering classroom supplies or classroom libraries. Mini-grant are for “out of the box” innovation.

Mini-Grant

Proposal Process:
Submit PDC Submit .Typﬁd Co'g‘p'.ete Grant& | o\ 1 mit Time
Applications by: Approval by: Reqws!non or Submit Summary Sheets by:
' ' Supplies by: Form by: '
April 11, 2017 May 2, 2017 June 20, 2017 September 12, 2017 | September 12, 2017

Awards:

Criteria for

Submissions after these dates will not be honored.
Reimbursement for supplies personally purchased by a teacher will NOT be approved.

The award categories are: $250.00 (adopted grant award), $500.00, $1,000.00, and $1,500.00.

If your proposal costs slightly more than these amounts, please explain that in your submission.

If all of the funds are not expended on innovation programs, the committee will consider funding
professional development experiences. (i.e. attendance at a regional or national conference).

selecting winning mini grants:

Each segment of the application form should be completed in full and written legibly or typed.

The applicant(s) must sign the application.

The proposed project should have the potential for replication by other staff at the same and other
grade levels.

The proposal must include a plan for how the grant will be shared with other staff. The person who
receives the grant must setup a communication plan with their building administrator.

The applicant(s) must be willing to present the project to the Board and share information to District-
wide staff at appropriate levels, pre-K through 12.

Applications will describe monitoring measurements and/or evaluation procedures, which will be used
to document the outcomes.

Each application must be for a new grant.

Collaboration grants across building or grades are a priority.

Adaptation of previous grants will be considered but for adapted award will be $250.00 maximum
amount.

Grants must support our district goals.

Only one grant per year will be awarded to the same teacher unless mini-grant money is still available
within a fiscal year and the PDC approves.

We look forward to the receipt of many innovative projects and encourage all to use this program, which

the

Board has established as an incentive to support the excellent work of our faculty.




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
Mini-Grant Application
Spring 2017

Application Submission Dates:

April 11, 2017 — Submit Mini-Grant Application

May 2, 2017— PDC will respond to application

June 20, 2017 — Submit typed requisition for supplies

September 12, 2017 — Complete Grant and submit summary form
September 12, 2017— Submit time sheets

A. General Information
Applicant's Name(s)

School: Principal/Supervisor's Name

B. Program Profile
Grant Title:

1. Mini-Grant Curriculum Project
OR
2. Mini-Grant Professional Development

Grade(s) in which your program can be implemented:

Grant Description:
a) Objectives:

b) Alignment to goals:

c) Evaluation plan:

d) How, when, where will project be shared:

e) Impact on student achievement:

f)  Impact on professional learning:

(Attach additional sheet if necessary.)

New Grant: $500__ $1,000 $1,500
Adapted Grant: $250__ (Who credited the original grant)
C. Budget
If awarded a grant, what product would result? Please check.
____instructional guide ____curriculum guide __lessonplans ~ __list of outside resources __ course outline
____bibliography ___list of basic material ~___ studentwork ___ publications

___electronic products, such as Webquest, websites, on-line references, etc.(samples)

____other

(Describe)

(OVER)



CHOOSE ONE: #1 MINI-GRANT CURRICULUM PROJECT OR #2 CURRICULUM DEVELOPMENT
1. Mini-Grant Curriculum Project

Supplies and Materials
Please list and indicate approximate cost for materials and supplies to be purchased for this program. Remember that this must be
no more than half the total amount requested.

Item and Description Approximate Cost

Total

*Upon approval of the Mini-Grant, a typed request for supplies must be submitted and approved
before spending money on materials.

Professional Development Time
List the number of hours of time for you or team to plan the project and to develop materials.

Total number of hours for you and/or team x $ 38.58 (negotiated contractual rate) =$

*Upon completion of the approved Mini-Grant, a Time Sheet for your time must be submitted.

Mini-Grant Total $

OR
2. Mini-Grant Professional Development

Professional Development Mini-Grant

Conference Name:

Conference Dates:

Cost you are requesting reimbursement:

Registration:

Travel (explain):

Food: (go to www.gsa.gov/mie to calculate allowable expense)

Other:

Mini-Grant Total $

If you are awarded this grant you will need to file the District’s Conference Request Forms with all appropriate paperwork. The
office or the Assistant Superintendent will assist you with process, if needed.

Signature of Applicant Date

PLEASE RETURN COMPLETED APPLICATIONS TO: Rose Ngai, Brian Culot’s Office Revised: April2016



http://www.gsa.gov/mie

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

PROFESSIONAL DEVELOPMENT COMMITTEE
Grant Proposal Response Form
Spring 2017

TO:

SCHOOL:

Members of the Professional Development Committee have reviewed your grant proposal. The
committee’s disposition is:

Grant has been approved in the amount of $

Grant has been denied.
Grant requires revision and resubmission.

COMMENTS:

If your grant has been approved, these procedures must be followed:
e Arequisition must be submitted to Brian Culot’s office before materials and supplies can be
obtained by June 20,-2017.
e A copy of the approved Mini-Grant Application must be attached to the requisition.

We applaud your efforts!

Please be aware that the attached Professional Development Mini-Grant Summary form for the
completed grant must be submitted, along with a Time Sheet, to receive final payment. The
deadline is_September 16, 2017.

Attachment




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Professional Development Mini-Grant Summary
Spring 2017

TO: Brian Culot

FROM:

Please complete this summary form AFTER project has been completed and submit it to
Brian Culot’s Office with your Time Sheet for time allotted to your project by September
16, 2017. Any submissions after this date will NOT be honored.

. TITLE/TOPIC:

1. PROJECT SUMMARY:

1. ASSESSMENT/EVALUATION:

Attach Curriculum Guide, etc.




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

COURSE APPROVAL FORM
Name School Subject/Grade Salary Step Lane

| hereby request prior approval for the following course(s) so that credit earned is applied to my placement on the salary scale.
Check type of credit

Course Name of Course Format | School/linstitution offering | Dates # # In- Graduate | Graduate
# *see course hours | credits | service Course
below of Study

NOTE: ANY COURSE CHANGES FROM THOSE LISTED ABOVE MUST BE APPROVED.

The above course(s) will contribute to my professional development for the following reasons (please be specific and use
reverse side, if needed:

| understand that to receive credit for salary purposes, an OFFICIAL TRANSCRIPT OR OFFICIAL CERTIFICATION OF
COMPLETION must be submitted to the Human Resources Office. Complete the on-line COURSE EVALUATION
(www.surveymonkey.com/s.asp?u=44828147967)
Signature Date

A course description is attached. A copy of the catalog description and course outline (including university or organization
offering the course) must be included.

Attach a copy of approved Planned Program if courses are beyond MA+30.

Please submit completed form to your building principal who will forward to Central Administration.

| have met with the teacher and recommend / do not recommend this course, Principal
I have NOT met with the teacher and recommend / do not recommend this course, Principal
Your request is: approved not approved

Director of Human Resources

If required:
Your request is: approved not approved

Director of Special Education
Your request is: approved not approved

Asst Superintendent for C&l
AUTHORIZATION FOR DISTRIBUTION

Personel File Employee Copy

Superintendent of Schools

Comments:

TEACHERS MUST NOTIFY THE SUPERINTENDENT'S OFFICE BY FEBRUARY 1°" OF ANY SCHOOL YEAR IF HE/SHE WILL BE
ADVANCING ON THE SALARY SCHEDULE

* FORMAT: C=Classroom V=Video I=Internet O=Other



http://www.surveymonkey.com/s.asp?u=44828147967

SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
POLICY 4531

FIELD TRIPS AND EXCURSIONS

The Board of Education recognizes that field trips are an educationally sound and important
ingredient in the instructional program of the schools.

For purposes of this policy, a field trip shall be defined as any journey by a group of students
away from the school premises, under the supervision of a teacher, which is an integral part of an
approved course of study and conducted for the purpose of affording a first-hand educational
experience not available in the classroom.

Field trips are a part of the curriculum of the schools and attendance on field trips is
governed by the same rules as attendance at regular classroom activities. The School System
shall obtain written permission for students going on school-sponsored field trips.

The Superintendent shall prepare procedures for the operation of a field trip activity. Field
trip support shall be determined annually by the Board during its budget deliberations. Regardless
of the fiscal support for field trips, the rules of the School District for approval and conduct of such
trips shall apply.

Factors relevant in consideration of approval of such field trips may include the relationship
to the curriculum, the distance of the trip, availability of transportation, the cost involved, weather
conditions, and full utilization of transportation. In order to make necessary transportation
arrangements, all requests for day field trips must be submitted to the appropriate Building
Principal at least one week prior to the trip date.

Overnight Field Trips

Trips in excess of one day involving overnight travel should be approved by the
Superintendent of Schools prior to making any commitments or arrangements. Requests for
overnight trips should be made at least three months in advance of the planned event.

Transportation

When the district provides transportation to students on a school-sponsored field trip,
extracurricular activity or any other similar event, it shall provide transportation back to either the
point of departure or to the appropriate school in the district unless:

1. the parent or legal guardian of a student participating in such event has provided the
district with a written notice authorizing an alternative form of return transportation for
the student; or

2. intervening circumstances make such transportation impractical.

Where intervening circumstances have made transportation back to the point of departure
or to the appropriate school in the district impractical, a representative of the district shall remain
with the student until such student’s parent or legal guardian has been contacted and the student
has been delivered to his/her parent or legal guardian.

Ref: Education Law 881604; 1709; 1804; 1903; 2503; 2554; 2590-e
Former policy 8460 Erie BOCES

Adoption date: June 17, 2010



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
POLICY 4531

FIELD TRIPS AND EXCURSIONS

The Board of Education recognizes that field trips are an educationally sound and important
ingredient in the instructional program of the schools.

For purposes of this policy, a field trip shall be defined as any journey by a group of students
away from the school premises, under the supervision of a teacher, which is an integral part of an
approved course of study and conducted for the purpose of affording a first-hand educational
experience not available in the classroom.

Field trips are a part of the curriculum of the schools and attendance on field trips is
governed by the same rules as attendance at regular classroom activities. The School System
shall obtain written permission for students going on school-sponsored field trips.

The Superintendent shall prepare procedures for the operation of a field trip activity. Field
trip support shall be determined annually by the Board during its budget deliberations. Regardless
of the fiscal support for field trips, the rules of the School District for approval and conduct of such
trips shall apply.

Factors relevant in consideration of approval of such field trips may include the relationship
to the curriculum, the distance of the trip, availability of transportation, the cost involved, weather
conditions, and full utilization of transportation. In order to make necessary transportation
arrangements, all requests for day field trips must be submitted to the appropriate Building
Principal at least one week prior to the trip date.

Overnight Field Trips

Trips in excess of one day involving overnight travel should be approved by the
Superintendent of Schools prior to making any commitments or arrangements. Requests for
overnight trips should be made at least three months in advance of the planned event.

Transportation

When the district provides transportation to students on a school-sponsored field trip,
extracurricular activity or any other similar event, it shall provide transportation back to either the
point of departure or to the appropriate school in the district unless:

1. the parent or legal guardian of a student participating in such event has provided the
district with a written notice authorizing an alternative form of return transportation for
the student; or

2. intervening circumstances make such transportation impractical.

Where intervening circumstances have made transportation back to the point of departure
or to the appropriate school in the district impractical, a representative of the district shall remain
with the student until such student’s parent or legal guardian has been contacted and the student
has been delivered to his/her parent or legal guardian.

Ref: Education Law 881604; 1709; 1804; 1903; 2503; 2554; 2590-e
Former policy 8460 Erie BOCES

Adoption date: June 17, 2010



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

POLICY 4531R
REGULATION
Page 1 of 3

FIELD TRIPS AND EXCURSIONS

The following information is provided to assist staff in planning for field trips and transmitting
requests for approval. All transportation involving District students must be processed and approved
by the building principal, and in cases in which School district vehicles and/or drivers are to be used,
approval of the Superintendent or his/her designee is also required.

The approved Field Trip Request Form must be on file in the principal’'s office prior to the
beginning of the trip. A copy is also to be on file in the Transportation Office before transportation can
be scheduled. The forms must be kept on file for the duration of the school year.

Definitions

1)

2)

4.

A field trip is an approved School District sponsored and planned activity, involving
students, which takes place away from the traditional school setting. Included are all
events and activities outside of the school for which participation, cooperation, or support
of the activity is under the control of the school principal. When a field trip is consider, it
must be examined to assure that the trip is:

a. Appropriate to the curriculum;

b. Appropriate to the level of maturity of the students; and

c. Within a reasonable distance from the school.

Student transportation includes any mode of transportation necessary to transport students

on an approved educational and/or recreational field trip. Such forms of transportation
may include:

a. Private Contract or Charter Buses etc.
b. District School Buses
c. Private Passenger Car

Emergency situations are those instances when a staff member may be asked to provide
transportation for a student under some unexpected emergency circumstances (e.g.,
student or family illness). An emergency covers those instances which occur without prior
notice and preclude the provision of the District's usual means of transportation. In such
instances, alternate transportation will be provided in accordance with law as enumerated
in the subheading “Direct Supervision of Students.”

Walking Field Trip is defined as those excursions that involve taking students off school
grounds but within walking distance of the school so that no other form of transportation is
needed.




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
POLICY 4531R
REGULATION
Page 2 of 3
FIELD TRIPS AND EXCURSIONS

5. Overnight Field Trips include local, out of state or out of country trips which require that
students obtain overnight accommodations.

Guidelines
The following guidelines should be adhered to if a field trip or other group absence is planned:

1) Obtain and complete proper forms at least three (3) weeks prior to day trips and at least six
(6) weeks prior to overnight trips.

2) Secure written parent/legal guardian permission, emergency contact(s) if the parent/legal
guardian is unavailable, and any necessary medical information relating to the student’s
well being while participating in the filed trip — including any medication that may need to
be administered.

3) Notify cafeteria staff of the number of students who will be out of the building at lunch time.
If you wish to order milk for a field trip, please contact the cafeteria two (2) days in
advance.

4) For those students who remain at school, it is the teacher’s responsibility to provide
coverage by other faculty members and to provide any materials (plans) needed.

5) Teachers shall prepare and submit to the Attendance Officer by the morning before a
scheduled trip a list of all students who will be on the field trip or other activity. Attendance
should be taken at the beginning of the trip and the Attendance Officer notified of any
students who are missing.

6) Student conduct is governed by the District’'s code of conduct, and disciplinary action may
result for a student’s violation of such Code.

Direct Supervision of Students

Direct supervision of students must be provided to and from the field trip location as well as at
the site. Students must be provided supervised transportation back to either the point of departure or
to the appropriate school in the District unless the parent or legal guardian of a student participating in
such event has provided the District with written notice, consistent with District policy, authorizing an
alternative form of return transportation for such student or unless intervening circumstances make
such transportation impractical. In cases where intervening circumstances make transportation of a
student back to the point of departure or to the appropriate school in the District impractical, a
representative of the School District shall remain with the student until such student’s parent or legal
guardian has been contacted and informed of the intervening circumstances which make such
transportation impractical; and the student has been delivered to his/her parent or legal guardian.

Chaperones

Chaperones will immediately advise the teacher in charge of the activity of any intervening
circumstances which would prevent a student from being transported back to the District.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
POLICY 4531R
REGULATION
Page 3 of 3

FIELD TRIPS AND EXCURSIONS
Arrangements will then be made for a representative of the district to remain with the student until the
student has been delivered to his/her parent or legal guardian.

Cancellation of Field Trips

The Superintendent/designee may cancel previously approved field trips due to extenuating
circumstances.
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POLICY 4531R.1
REGULATION

OUT OF COUNTRY TRIPS

1) All out of country trips that use District funds, equipment, or personnel must be sanctioned by
the Board of Education.

2) Federal funds will not be used for any out of country trips.

3) Students involved in out of country trips will be expected to behave in an exemplary manner
at all times.

4) All out of country trips will be supervised by a staff member of the South Orangetown Central
School District.

5) Reports on out of country trips will be given to the Superintendent by the staff member in
charge within a reasonable time after the trip has been concluded.

Policy adopted: June 17, 2010
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POLICY 4531R.2
REGULATION

PARENTAL PERMISSION: SCHOOL SPONSORED TRIPS

Authorized school sponsored trips are considered an integral part of the student’s education.
Attendance rules, therefore, are the same as for a regular school day.

Building principals are responsible for authorizing school trips. Decisions are to be based on
educational value, safety of staff and students, and availability of funds.

Written parental/legal guardian permission must be received for each school trip which
includes any trip off the school premises.
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South Orangetown Central School District
Field Trip Request /Instructional Plan

Instructions

Prepare and submit via the principal, to the Superintendent, for approval at least six (6) weeks prior
to scheduling of an overnight trip and three (3) weeks prior to the scheduling of a trip during school
hours.

Identification

School: Submitted By:
Destination:
Departure:
Date Time Location
Return:
Date Time Location
Number of participating staff: Name(s):
Is bus transportation needed? Approx. number of miles round-trip:
Are substitutes needed? _ WiIll consent forms be secured from all parents/guardians?

Instruction objectives: (Be specific — include prerequisites, proficiency level desired and
measurement.)

Activities:
Preparation - How will the students be prepared for the trip as an instructional activity?
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South Orangetown Central School District
Field Trip Request /Instructional Plan

Activities cont’d:
On Trip — What instructional activities will occur on the trip?

Follow up — Upon return, what activities will occur to enrich the experience and to determine if the
objectives were achieved?

Correlation:
Name the subject matter area(s) to which the experiences of the trip will correlate; explain in what
way the trip correlates.

Provisions for Continuity of School Work

What instructional provisions have been made to help participants keep up with other classes that
they will miss?

What specific plans have been made for the continued instruction of those students who will not
participate in the field trip project?
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Field Trip Request /Instructional Plan

Principal’s Remarks

Approved Not Approved

Signature:

4531E.1
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Date :

Comments:

Superintendent’s Remarks

Approved Not Approved

Signature:

Date :

Comments:




4531E.2
South Orangetown Central School District
Field Trip Parent/Guardian Consent/Medical Information

Dear: :
Your child’s class has scheduled a field trip activity on to
(Date)
(Destination)
The group will be leaving at a.m./p.m. and plans to return at a.m./p.m. on

(Date)
Please sign the attached form by

(Date)

Sincerely,

(Teacher/Principal)

Field Trip Parental Consent

| hereby give permission for my child,

(Child’s full name)
to participate in a school sponsored education field trip to

(Place)
| understand that my child will leave on , at
(date) (time)
And is expected to return on , at
(date) (time)

Medical Information
Name of family doctor:

Doctor’'s phone number:

Is your child taking any medication with him/her on the trip?

If so, what is it and who is expected to administer this medication?

Should emergency medical services be required for your child during the trip, medical personnel will
be contacted immediately.

(Signature of Parent/Guardian) (Telephone) (Cell)



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
FORM FOR TEMPORARY AND PERMANENT PLACEMENT OF STUDENTS OUTSIDE OF THE SCHOOL DISTRICT

GENERAL INFORMATION: To be completed by requesting Administrator

DATE SUBMITTED: EFFECTIVE DATE:
REQUESTOR’S NAME: POSITION:

NAME OF STUDENT: GRADE:
ADDRESS:

TELEPHONE:

PLACEMENT INFORMATION: To be completed by requesting Administrator or Director of Special Education

TYPE OF PLACEMENT BOCES COSER (if applicable):

LOCATION OF PLACEMENT: LENGTH OF PLACEMENT:

REASON FOR PLACEMENT:

DOES REASON ALIGN WITH DISTRICT’S CRITERIA FOR THE PROGRAM? YES NO

COST OF PROGRAM: ACCOUNT CODE:

(REQUISITION MUST BE PREPARED IF P.O. DOES NOT EXIST CURRENTLY)

TRANSPORTATION: To be completed by requesting Administrator or Director of Special Education with the assistance
of the Director of Transporation
TRANSPORTATION REQUIRED: YES NO BUS MONITOR REQUIRED: YES NO

COST OF BUS: COST OF MONITOR: ACCOUNT CODE:

(REQUISITION MUST BE PREPARED IF P.O. DOES NOT EXIST CURRENTLY)

CENTRAL REGISTRATION: To be completed by requesting Administrator or Director of Special Education with the
assistance of the Registrar

PERSON NOTIFIED: DATE: RECORDED IN POWERSCHOOL: YES NO

COMMENTS AND/OR SPECIAL INSTRUCTIONS:

APPROVAL:
ADMINISTRATOR: DATE:
DIRECTOR OF SPECIAL EDUCATION: DATE:

Original form must be forwarded to the School Business Adminstrator/Business Office. The
Business Office will send a copy to all applicable administrators/departments.

SCHOOL BUSINESS ADMINISTRATOR: DATE:




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

REQUEST FOR DISTRICT-WIDE PROJECTS FUNDS

Funds for District-Wide Projects are approved annually by the Board of
Education for specific facilities related projects to be completed throughout the
school year. A detailed list of these projects can be found under the Central
Services (Operations and Maintenance of Plant) notes section of the budget
book. Any deviation from this allotment of funds requires approval.

The following form must be completed with the appropriate information and
approvals prior to any requisitions being submitted under the District-Wide
Projects budget code. Once completed, please forward to the business office for
processing.



SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

REQUEST FOR DISTRICT-WIDE PROJECTS FUNDS FORM

REQUEST DATE:

In order to utilize funds from a District-Wide budget code, the following form must be completed
and approved. Upon completion, please forward the form to the Business Office for processing.
A signed copy will be returned to the department.

Please note: Requisitions submitted for services/goods under the District-Wide project
code without Board approval will not be processed.

MUST BE COMPLETED

Project Project Description Amount
Location

Administrator
Approval: Date:

Director of Facilities
Approval: Date:

BUSINESS OFFICE USE ONLY *»* MUST BE COMPLETED FOR PROCESSING

School Business
Administrator Approval: Date:
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SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

Regulation for the Use of School-Owned Materials and Equipment

In the case that a specific district employee is required to have school-owned equipment
for use at work and at home to meet their job responsibilities, this is allowed under
Board Policy 8330.

The regulations governing this use are as follows:

District-owned equipment is to be used for work-related use only. Employees
should not alter equipment or change settings and configurations on any loaned
equipment.

Upon assignment of any equipment, the employee will be required to complete
an equipment sign out form.

Equipment is for work-related usage only.

Any damage, loss or theft is to be reported immediately to the Facilities Office
and Business Office. Employees are expected to take reasonable precautions to
protect the equipment.

Employees will be held responsible for any problems with the equipment caused
by their negligence as deemed by the District’'s administration.

Upon the District’'s request, employees must return any equipment, and/or
accessories they have been assigned. If an employee is leaving the District’s
employment, equipment must be returned to the District during the exit interview
process.
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Policy 8330

AUTHORIZED USE OF SCHOOL-OWNED MATERIALS AND EQUIPMENT

It is recognized that district employees will be required to have laptops/computers and various
handheld devices, including cell phones, for use to meet their job responsibilities.

All equipment loaned to district employees and officers remains the property of the District and be
used for business use only. District-owned equipment shall be returned immediately upon the
termination of employment or office upon District request, regardless of condition or other factors.
No item may be sold to or purchased by the borrower (unless such equipment has been returned to
the district for evaluation and, if necessary, disposal in accordance with district policy and
regulations). Employees or officers who fail to return district-owned equipment upon termination or
at the District’s request will be billed for the actual replacement cost of the equipment. As with any
district-owned equipment, employees must take proper care and all reasonable precautions against
damage, lost or theft. Any damage, loss or theft must be reported immediately to the Business
Office. Since employees are responsible for the safe return of district-owned equipment, employees
may be liable for damages or loss that occurs during the period of its use. The Board of Education
permits the use of district-owned materials and equipment (e.g., laptop computers, cell phones,
audio-visual equipment, etc.) by Board members, officers, and employees of the district when such
material and equipment is needed for district-related purposes.

Administrators, who are required to carry a work smart phone (cell/data), may have the option to do
SO or request to utilize their personal smart phone for work-related usage. The District will provide
remuneration on a monthly basis, as determined by the Superintendent upon receipt of their monthly
bill. By accepting reimbursement for the cost of the cellular/data service, the employee agrees that
he or she will be available in the event of an emergency at the number for which the reimbursement
is made. In addition, the cell phone number will be published on the District’s contact list.

All equipment shall be inventoried and a list shall be maintained of the date such equipment was

loaned, to whom it was loaned, the date of expected and actual return, and the list shall be reviewed
periodically throughout each fiscal year.

Cross-reference: Policy 8630, Computer Resources & Data Management

Adopted: June 2, 2011
Revised & Adopted: July 2, 2012
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South Orangetown Central School District
160 Van Wyck Road e Blauvelt, NY 10913 ¢ (845)680-1030 * Fax (845)680-1904

PERSONAL CELLPHONE REIMBURSEMENT OPTION

BOE Policy 8330:

“Administrators, who are required to carry a work smart phone (cell/data), may have the option to do
so or request to utilize their personal smart phone for work-related usage. The District will provide
remuneration on a monthly basis, as determined by the Superintendent upon receipt of their monthly
bill. By accepting reimbursement for the cost of the cellular/data service, the employee agrees that he
or she will be available in the event of an emergency at the number for which the reimbursement is
made. In addition, the cell phone number will be published on the District’s contact list.”

PLEASE RETURN TO THE FACILITIES OFFICE BY
Choose one (1) option

l, , am required as an employee of the South
Orangetown Central District to carry a smart phone and | hereby elect to have the District supply a
smart phone. | understand that this District owned smart phone is to be used for work related
purposes only.

Signature Date

l, , am required as an employee of the South
Orangetown Central District to carry a smart phone and | hereby elect to utilize my personal smart
phone for work related usage. | understand following:
e Inthe event of an emergency, | will be available at the number listed below
e My cell phone number will be published in the District’s contact list
e To receive reimbursement, the summary page of my monthly cell phone bill will be submitted
for reimbursement within 30 days of the close of each month. Reimbursement will be
provided to a maximum of $30 per month as determined by the Superintendent.

Signature Date

( )

Cell Phone Number




SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

POLICY 5211
EXTRACLASSROOM ACTIVITY FUNDS

Extraclassroom activity funds are defined in the Regulations of the Commissioner of Education as
“funds raised other than by taxation or through charges of a Board of Education, for, by or in the name
of a school, student body or any subdivision thereof.” Basically, extraclassroom activity funds are
those operated by and for the students. Monies are usually collected voluntarily by pupils and are
spent by them as they see fit so long as they abide by established regulations.

Extraclassroom activity funds must not be confused with funds accounted for in accordance with the
Uniform System of Accounts prescribed by the State Comptroller. Procedures discussed in this policy
and applicable regulations apply only to extraclassroom activity funds.

The Board of Education recognizes that the fundamental task of the schools is to prepare young
people for life. In order for this preparation to be done properly, the educational program of the
schools must be as wide as life itself. An integral part of such a program is extraclassroom activities.
They represent an essential part of the educational experiences which should be available to young
people. In order to promote the organization and maintenance of extraclassroom activities and to
provide for the proper handling and safeguarding of extraclassroom activity funds, the Board of
Education hereby adopts rules and regulations for the guidance of students, teachers, and principals.

Purpose
Student extraclassroom activities may only be formed for educational purposes.
Definition

Extraclassroom activity funds are funds raised other than by taxation or through charges of a Board of
Education, for, by or in the name of a school, student body, or any subdivision thereof.

Organizational Procedures

Students desiring to form an extraclassroom activity shall petition their principal in writing. The
petition shall state the purpose of and describe the activities of the proposed extraclassroom activity,
and shall be signed by at least seven students before it is presented to the principal for action. If the
purpose of the proposed extraclassroom activity falls within the scope of educational or school service
purposes and if the necessary space and equipment are available, the principal, in conjunction with
the petitioning students, shall seek a suitable adviser. When these procedures have been
accomplished, the building principal shall recommend to the chief school officer that the
extraclassroom activity be approved by the Board of Education.

Approved Extraclassroom Activities

All extraclassroom activities shall be approved by the Board of Education. The chief school officer
shall maintain an up-to-date register of all extraclassroom activities that are approved or discontinued.

Faculty Advisor
Each extraclassroom activity shall have a faculty adviser recommended by the superintendent and

appointed by the Board of Education. The faculty adviser shall attend all meetings of the
extraclassroom activity.
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POLICY 5211
EXTRACLASSROOM ACTIVITY FUNDS
Meetings

All extraclassroom activities shall meet at least once monthly while school is in session. These
meetings shall be held on school property. Extraclassroom activities shall not meet outside school
property unless they have received the consent of their school principal.

Officers

Each extraclassroom activity shall have a president, secretary, and treasurer. These officers shall be
elected annually from among the membership by secret ballot, with the exception of COVE and
TSP/KEA. Due to the nature of the students involved in these clubs, student officers may not be
elected.

Financial Procedures

All extraclassroom activity funds shall be handled in accordance with the regulation for the
safeguarding, accounting, and auditing of these funds.

Inactive Clubs and Leftover Funds

An inactive extraclassroom activity shall be defined as one having no financial activity for one full
school year. If an inactive club is identified, the central treasurer is directed to expend leftover funds
as voted by the organization controlling these funds or if no such designation exists, then liquidate the
leftover funds of these club(s) in accordance with the following: Leftover funds of inactive or
discontinued extraclassroom activities and of graduating classes shall automatically revert to the
account of the general student organization or student council. Inactive clubs must follow the
organizational procedures set forth in this policy to re-activate previously existing activities.

Sales, Campaigns and Fundraising Activities

The chief faculty counselor shall approve any sales, campaigns and fundraising activities of all
extraclassroom activity clubs, including the nature of the event, dates of operation, duration of sale or
campaign, and means of solicitation (e.g., door-to-door, direct mailing, etc.), vendor, quantity of item
to be purchased, unit cost and estimated profit to be made.

Risk Management

The chief faculty counselor shall work with the business official to assure that the district’'s exposure to
any risk resulting from club activities or fundraisers is minimized. In all cases where a vendor will be
using district facilities to conduct its event, the district requires a certificate of insurance with the
district named as an additional insured. Periodically, the district may request that its primary liability
insurance carrier conduct a review of the activities of its extraclassroom activities and may prohibit
certain events based on the review results.

Equipment Acquisitions

All equipment purchases shall be evidenced by official action of a majority of the club or activity
members. Title to all equipment acquired with extraclassroom activity funds shall reside with the
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POLICY 5211

EXTRACLASSROOM ACTIVITY FUNDS

district and be carried as an insurable asset on its list of insurable values. All equipment shall be
operated on district property, unless express permission from the superintendent is secured to use the
equipment or have it reside off-premises. Such equipment shall be tagged as district property but is
available for exclusive use by the extraclassroom activity club acquiring the item.

Tax Exempt Status

The extraclassroom activities of the district are not included in the exemption granted to the school
district from New York State sales tax. Without exception, clubs and activities are prohibited from
using the school’'s tax exemption. The taxable status of all fundraising events specified in the
administrative regulations to this policy shall be enforced as listed by the central treasurer. Any event
not specifically listed shall be deemed taxable unless a written determination that it is non-taxable has
been issued from the business official to the central treasurer. The central treasurer shall be
responsible for filing the periodic sales tax returns for the extraclassroom activity funds.

Contracts, Commitments and Guarantees

All commitments and contracts shall be the sole responsibility of the extraclassroom activity club
giving rise to the transaction, regardless of change in advisers, membership or officers.

Adopted: January 21, 2010
Revised & Re-adopted: July 1, 2014
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POLICY 5211
REGULATION

RULES FOR THE SAFEGUARDING, ACCOUNTING, AND AUDITING OF EXTRACLASSROOM
ACTIVITY FUNDS

General

There are certain principles and procedures that should be followed in establishing an adequate
accounting system for extraclassroom activity funds. The following basic devices are essential to the
proper management of such funds:

Basic Principles

A. Two separate and independent sets of records of receipts and expenditures shall be maintained.

B. The authority to expend monies shall be distinct and separate from the custody of these monies.

C. At least two individuals shall take part in each act of disbursing money.

D. The custodian of funds and the accounting officer or auditor shall both report to the Board of
Education or its designated representative regularly and independently at intervals.

E. All accounts shall be audited at least annually.

F. The accounting system shall be such that it will yield the largest possible educational return to
students without sacrificing the safety of funds or exposing students to undue responsibility or
unnecessary routine.

Appointment of Officers

The Board of Education shall appoint, on the recommendation of the Superintendent, members of the
regular faculty and clerical staff to fill the following positions:

Central Treasurer

Faculty Advisor

Faculty Adviser - appointed by the chief faculty counselor
Activity Treasurers - elected by club members
Independent Auditor

agrwnPE

The building principals shall be chief faculty counselor(s) and shall recommend faculty advisors for each
extraclassroom activity.

Each extraclassroom activity shall elect an activity president, secretary, and treasurer (students).

Function and Duties of Officers

1. CENTRAL TREASURER (appointed by the Board of Education) It shall be the duty of the central
treasurer to have custody of all funds. All disbursements of funds shall be by means of pre-

numbered check forms signed by the central treasurer upon receipt of a disbursement order signed
by the activity treasurer and faculty adviser. The central treasurer shall have no part in the approval
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RULES FOR THE SAFEGUARDING, ACCOUNTING, AND AUDITING OF EXTRACLASSROOM
ACTIVITY FUNDS

2. of payments but shall disburse funds only on the presentation of a properly signed pay order in
duplicate providing, of course, that there are sufficient funds available in the account. The completed
check will be sent to the vendor after posting.

The central treasurer shall sign a receipt for all funds placed in his/her custody and he/she shall deposit
these funds promptly in a bank designated by the Board of Education.

Once each month, the central treasurer shall receive and verify his/her bank statements and once each
guarter prepare reports for presentation to the faculty auditor and the Board of Education. These Central
Treasurer Reports and Reconciliation of Bank Balances to the board should show beginning balances,
receipts for the month, disbursements for the month, and the ending balances for each organization, as
well as a copy of the bank reconciliation. In addition, periodically the central treasurer shall reconcile
his/her club sub-ledgers balances to the independently maintained activity treasurers’ ledger balances.

3. FACULTY AUDITOR (appointed by the Board of Education)

The function of the auditor shall be distinct and separate from the duties of the other officers. The person
appointed as auditor shall have no part in the approval of payments, the planning of income, or in the
keeping of records and forms. This policy prohibits the appointment of a building principal or the chief
school officer as auditor inasmuch as the building principal should serve as chief faculty counselor and
the chief school officer would have general supervision of the entire system and would be responsible for
the decisions of the chief faculty counselor and the faculty advisers.

In order to establish the responsibility of the auditor and to make available to this office adequate
evidence of all financial transactions, the auditor shall receive once each quarter from the central
treasurer, a complete statement of the accounts showing the balance for each activity and the total
balance for all accounts. In addition, the auditor will call in the ledgers kept by the activity treasurers at
least twice a year in order to compare the balance as shown on the central treasurer’s report with the
balance recorded in the ledger of the activity treasurer. He/she should also examine various transactions
and paperwork to determine if correct procedures are being used. He/she shall certify on these pages as
to the accuracy of the entries posted and the available balances listed.

In the event that the ledgers of the activity treasurer do not agree with the ledger kept by the central
treasurer, the auditor shall base his/her investigation on the supporting evidence kept by the activity
treasurer and the central treasurer in the form of audited receipt statements, signed deposit slips, original
audited bills, signed pay orders, canceled checks, and bank statements. The entries in the central
treasurer’'s books and activity treasurer’s ledgers are in the final analysis, based on forms, bearing not
only the signature of the activity treasurer, but also the counter signature of the faculty adviser.

4. CHIEF FACULTY COUNSELOR (the building principal)

It shall be the duty of this officer to coordinate the financial planning of all projects of the various pupil
organizations in his/her building; to consult with the faculty advisers; to appoint a faculty adviser for each
activity in his/her building on a year-to-year basis; and to submit to the Board of Education for approval
all new activity organizations initiated by the students. He/she shall investigate all problems and disputes

2
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concerning the student organizations under his/her jurisdiction and shall effect action that will enable
these problems and disputes to be resolved.

5. FACULTY ADVISER (appointed by the Chief Faculty Counselor)

It shall be the duty of these officers to guide and advise the pupil officers in planning extraclassroom
activities and the planning of financial budgets. The advisers shall assist the activity treasurer in the
preparation of statements of income. He/she shall audit these statements and sign them as
acknowledgments of verification of the income statement to be attached to deposit slips. The adviser
shall guide the student treasurer in posting his/her account ledger and from time to time shall check the
balancing of the activity treasurer’'s accounts and the completeness of their supporting evidence. The
faculty adviser shall supervise expenditures by insuring that funds are available before approving each
proposed purchase and by signing all pay orders drawn on the central treasurer for disbursement of
funds. The faculty advisor is responsible for determining which of the activities of his/her organization
are subject to sales tax and for taking steps to see that all tax information is accurately recorded and sent
to the central treasurer. The faculty adviser shall constantly work toward the goal of insuring the largest
educational return from the activities participated in by the pupils.

Each faculty adviser shall receive a copy of board policy governing the conduct and operation of
extraclassroom activity funds and shall sign a declaration that they have received, read, and understand
said policy and declare that the activities of the club shall be conducted in accordance with said board
policy prior to appointment. Failure to adhere to board policy may result in termination.

6. ACTIVITY TREASURER (elected by the pupils of each organization)

The activity treasurer shall receive all monies raised by his/her activity and shall immediately deposit
such funds with the central treasurer. Duplicate deposit slips shall be made out and signed by both the
adviser and activity treasurer. One of these is to be retained by the central treasurer, and one, after
being signed by the central treasurer, is to be returned to the activity treasurer together with a central
treasurer’s receipt.

The activity treasurer shall pay all bills by issuing pay orders signed by himself/herself and the faculty
adviser. This form is to be made in duplicate and is an order for on the central treasurer to issue a check
for payment of the invoice, which shall be attached to the pay order. The central treasurer will keep one
copy of the pay order and return the other copy to the activity treasurer. The central treasurer will then
send the check to the vendor involved after posting.

The activity treasurer shall keep a ledger showing all receipts and expenditures and indicating a daily
running balance. He/she shall file all supporting data, chronologically, as evidence for the entries made
in the ledger.

7. INDEPENDENT AUDITOR

The independent auditor is appointed by the Board of Education to make an annual audit of all School
District finances and should be required to include the extraclassroom activity fund as a part of his/her
annual audit. This audit should include a statement of receipts, disbursements, and balances for each
activity together with a reconciliation of cash.
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FORMS
FUNDRAISING APPROVAL FORM (Exhibit A)

A fundraising approval form is required to be completed when costs are anticipated to exceed $250.
Approval must be obtained prior to the proposed fundraising date. The form must be completed as
follows:

Date of request

Name of Club/Activity

Account Number (if applicable)

Purpose/Description of Fundraiser

Explanation on how funds will be raised

Proposed Fundraising start and end dates

Whether or not the event is subject to NYS sales tax

Vendor used to purchase materials or services

Date vendor expects payment

Whether or not a formal written contract/agreement is required (Required for costs in excess of

$500. For costs less than $500, a written quote should be obtained from the vendor.) The

contract/agreement/quote must be attached to the fundraising approval form prior to submitting

form for approval. (It is recommended that at least three quotes be received to ensure the most

favorable results for the club).

¢ Anticipated profit must be estimated, noting quantity of items to be purchased, unit cost, total
estimated expense, sales price and total estimated revenue.

¢ Student member approval must be clearly documented and signed by the activity/club treasurer
and club president.

¢ Form must be signed by Activity Advisor, Central Treasurer and Building Principal (or designee).

The Building Principal will keep a copy of the completed form and return the original and one copy to the
Central Treasurer. The Central Treasurer will give the copy to the Activity Advisor and keep the original
on file to be reviewed quarterly by the Business Office and annually by the internal/external auditors. It is
important that the Central Treasurer, as part of their review of club receipts, ensure that a copy of the
form is attached to each receipt.

EXTRACLASSROOM CASH RECEIPT FORM (Exhibit B)

The purpose of Cash Receipt Form is to tally the funds collected by the club members. Funds must be
counted by the Student Activity Treasurer and verified by the Activity Advisor. The completed
Extraclassroom Cash Receipt Form and deposit is given to the Central Treasurer who will perform a
second count and complete a bank deposit slip. Funds are required to be locked in the building safe and
must never be kept in desk drawers, filing cabinets or lockers.

EXTRACLASSROOM DISBURSEMENT REQUEST FORM (Exhibit C)

The Disbursement Request Form is used to request payment be made to a vendor. When an original
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vendor invoice is received, the Student Activity Treasurer and Activity Advisor must review the invoice for
accuracy and that the club has sufficient funds available to make the payment. The Disbursement
Request form must include the name of the club, the purpose of the request for disbursement, the name
of the payee and the amount to be paid. The Student Activity Treasurer will confirm the available club
balance, subtract the amount of the disbursement request and state the new club balance. The form is
signed by the Student Activity Treasurer and the Activity Advisor. A copy of the form is maintained by
the club and the original is forwarded to the Central Treasurer for the payment to be processed.

PROFIT AND LOSS STATEMENT (Exhibit D)

After a fundraiser has ended and been reconciled by the Student Activity Treasurer, a Profit and Loss
Statement must be completed. The form should include the name of the club, the name of the
fundraiser, the date of the fundraiser, the list of cash receipts and cash disbursements and the total
profit/(loss) from the event. The form should be signed by the Student Activity Treasurer, Activity
Advisor, Central Treasurer and Building Principal. A copy of the form should be given to the Student
Activity Treasurer/Activity Advisor and compared to the anticipated profit on the Fundraising Activity
Form. The Central Treasurer should file the original form with the Fundraising Activity Form.

INVENTORY CONTROL FORM (Exhibit G)

In addition to the Fundraising Approval Form and the Profit and Loss Statement, the club will be required
to maintain an Inventory Control Form. The form tracks the inventory of the items purchased and sold for
a specific fundraising event and the school store.

PROCEDURES IN HANDLING FUNDS
PREAUDIT OF RECEIPTS

Confusion and sometimes loss of funds can be traced more often to a lax checkup and recording of
money taken in than to any other single cause. For this reason, every possible precaution should be
taken to protect the individual concerned and the money collected. Consequently, the most important
functions are the prompt checking, recording, and depositing of receipts. Extraclassroom activities funds
are derived from a number of sources such as admissions, membership dues, sales and campaigns, and
donations. The procedures used in collecting and pre-auditing (checking) these several types of receipts
will naturally vary. So far as possible, devices should be used which will make it possible to determine in
advance the amounts which should be received.

To facilitate the pre-audit and recording of receipts, statements should be made by those collecting
money. Such a statement should, on the face of it, give all the essential data for a complete check and
audit of the receipts. A determination should be made as to whether the activity falls within the provision
of the New York State Sales Tax Law, and an estimate should be obtained as to the amount of sales tax
that will be collected. An Individual Project Profit or Loss Statement shall be prepared to enable those
collecting money to prepare a complete report and to verify the money turned over to the treasurer.
(Attached) In addition, it will afford protection for those handling funds, facilitate a check and serve as
documentary evidence that can be used for accounting purposes. A pre-audit of receipts should make
only reasonable allowances for errors in making change.
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ADMISSIONS

Pre-numbered tickets shall be used so that the auditor may by reference to the beginning and ending
numbers determine the amount that should be collected. A different color should be used for each
occasion, thus making it difficult for anyone to use old tickets, and ticket collectors shall destroy each
ticket by tearing it in two, giving one part to the customer and retaining one.

RECEIPTS FROM SALES, CAMPAIGNS, ETC.

Pupils collecting monies should, whenever possible, issue pre-numbered receipts in duplicate, the
original to be given to the purchaser and the duplicate to the pupil treasurer of the activity after the audit
has been completed. In those cases where receipts are not practical, for example, a candy sale, the
activity treasurer with the assistance of the adviser should prepare a statement whereby the estimated
amount to be realized by the sale is determined in advance.

INVENTORY

Inventory items held for resale must be adequately safeguarded in a secure location and properly
accounted for, including an accounting of and reconciliation of amounts on hand at all times.

DONATIONS

Gifts or donations are usually made in lump sums and should be recorded in the minutes of the activity.
The activity treasurer should issue a receipt and deposit the gift with the central treasurer.

RECEIPT OF MONIES
Upon receiving money, the activity treasurer will take the following steps:

1. Ensure that if the money received is from a fundraising event, that a completed Fundraising
Authorization Form accompanies the money received.

2. Count the money received and reconcile with the individual project profit or loss statement that is
involved in the transaction. The faculty adviser should sign the statement next to the signature of

3. the activity treasurer, check any activity treasurer receipts involved, place the receipts in a bank
deposit bag, and place the bag in the school vault until the next school day. No activity money
should be taken home by anyone.

4. Prepare the deposit slip, obtain the signature of the faculty adviser on the deposit slip following
his/her review, and deposit the funds with the central treasurer.

5. Return all funds used for making change.

6. Receive the duplicate deposit slip signed by the central treasurer.
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7. Enter the amount of the deposit in the activity fund register indicating the source from which the
funds were received.

8. File chronologically the supporting data consisting of the duplicate deposit slip, and, if applicable,
the profit or loss statement. These forms provide the evidence for the entries made in the activity
treasurer’s books.

PAYMENTS

When merchandise is to be purchased, the adviser is responsible for being sure the purchase is proper
in all respects. When the goods are received and the bill arrives, the activity treasurer, under the faculty
adviser's supervision, checks the goods and bill to see that there are no discrepancies. When it is
determined that the bill is correct, the following steps are taken:

1. The payment order is prepared in duplicate and signed by both the activity treasurer and faculty
adviser.

2. The final audited bill is attached to the original pay order form and both are given to the central
treasurer.

3. The central treasurer records the consecutive pay order number on the forms and prepares the
check.

4. The central treasurer makes the entries in his/her books and files both the original pay order and the
bill as evidence for the entries.

5. A copy of the pay order will be sent to the activity treasurer.

6. The activity treasurer makes the necessary entry in his/her books indicating to whom the check is
made out and the reason. The central treasurer then sends the check to the vendor. The central
treasurer to give evidence for the entry files the pay order.

ADVANCES

To provide ways and means for financing certain types of activities which do not lend themselves to the
usual procedures, it is suggested provision be made for “advances.” For example, to provide the
necessary cash for student organization activity trips, the activity treasurer of the group will draw a
payment order in the same manner as when paying for a purchase except that in explaining the payment
he will state that the check is to be drawn to himself, giving essential facts regarding the trip. A detailed
statement of estimated expenditures and the like should accompany this order. Such a payment order
should be pre-audited and approved the same as any other payment order. After audit and approval, the
central treasurer will draw the necessary voucher check. The activity treasurer will thus secure the
requested cash. After the trip, the activity treasurer shall file with the central treasurer a detailed
statement of actual expenditures and turn over any balance not accounted for. The statement should, of
course, be audited and approved by the faculty adviser.
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The use of the “advance” procedure shall be very carefully limited and closely supervised. The device
should be used only in case of real need, and not merely for convenience.

In order to avoid confusion in the case of advances for making change for admission tickets sold and to
avoid inflation of accounts, a “service account” shall be set up. This account is charged with the advance

and credited with the return of the money. Then the exact amount of net receipts can be credited to the
activity.

TRANSFER OF FUNDS FROM ONE ACTIVITY TO ANOTHER

It may be necessary or desirable occasionally to transfer funds from one activity to another. This may be
done by the use of a payment order. The treasurer of the activity managing the donation will upon
proper authorization draw a payment order stating all essential facts. The central treasurer will then
affect the necessary transfer in his accounts, and no money will actually change hands.

BONDING OF THE CENTRAL TREASURER

The Board of Education shall require the central treasurer of the extraclassroom activity fund to be
bonded for no less than the amount of the average cash balance of the fund.

INVESTING EXTRACLASSROOM ACTIVITY ACCOUNT MONIES

The central treasurer may entrust a portion of the fund in a time deposit account, a certificate of deposit,
a savings account, or other investment approved by the Board of Education. The investment of this
money must be authorized by the Board of Education and shall be credited to each activity account
based on its prorata principal investment.

CLOSING OUT OF INACTIVE ACCOUNTS

Prior to the termination of a student organization, all funds will remain in the custody of the Central
Treasurer for six months and then disposed of in one of the following ways:

1. Expended by vote of the organization controlling these funds as provided for in the bylaws.
2. Transferred to the general student organization or student council.

3. An account that is inactive for two years should be terminated with the monies transferred to the
activity representing the general student organization or student council.

GRADUATING CLASS ACCOUNTS
Upon graduation, all funds in the Senior Class Treasury will be disposed of in one of the following ways:
1. Expended by vote of the organization controlling these funds as provided for in the bylaws.

2. Transferred to the general student organization or student council.
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SALES TAX (Exhibit E and Exhibit F)

A school district is not exempt from the provisions of the Sales Tax Law whenever it becomes the vendor
of services or property ordinarily sold by private persons. Extraclassroom Activity Funds are separate
and distinct from the School District. Therefore, they are not tax exempt, nor can they use the District’s
tax exempt number for purchases. Each faculty adviser should know which of the activities his
organization undertakes are subject to sales tax and take steps to see that all sales tax information is
accurately recorded and sent to the central treasurer. Sales Tax Guide (Exhibit E) will lend guidance on
which types of events are taxable or non-taxable. If items are being purchased and subsequently resold,
a “Resale Certificate” (Exhibit F) should be provided to the vendor to avoid paying taxes to the vendor.
The Central Treasurer is responsible for making the appropriate sales tax deduction when the fundraiser
activity total sale amount is calculated and filing the quarterly sales tax returns.

Below are selected events (not all inclusive) and their taxability status:

Sale of Candy Bars

Tax Law 81115 (a) (1) generally provides an exemption for the sales and purchases of food, food
products, beverages sold for human consumption. However, the exemption does not apply to candy or
sodas and soft and fruit drinks, which contain less than 70% natural fruit juice.

Spaghetti Dinners

Tax Law 81115 (a) (1) generally provides an exemption for the sales and purchases of food, food
products, beverages sold for human consumption. However, the exemption does not apply to catered
situations, where the students of the club would be serving, assisting in serving, cooking, or otherwise
providing services with respect to the food items in question.

Bake Sales

Tax Law 81115 (a) (1) generally provides an exemption for the sales and purchases of food, food
products, beverages sold for human consumption. This provision exempts bake sales from the collection
of sales tax.

Vending Machine Sales

Where tables, chairs, benches, etc. are provided where the vending machine operations are conducted,

the sales through the vending machine are taxable. Where no eating facilities are provided, the sales
are exempt from NY sales tax.

Food or Beverage in a Heated Space
All sales of prepared food sold in a heated state (where the food is maintained at a temperature warmer

than surrounding air temperature), such as pizza, barbecue chicken, popcorn, coffee, tea, etc. are
subject to sales tax.
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Purchases of Prepared Food for Resale

The purchase of the prepared food is subject to NY sales tax, and sales tax must be collected upon the
subsequent resale. (Sales tax paid on initial purchase may be taken, as a credit against tax required to
be collected upon subsequent resale).

Admission Charges
Exemption is provided from NY sales tax for admissions to dramatic or musical arts performances, which
do not include variety shows, magic shows, circuses, ice shows, and similar performances. Included in

the exemption is an admission charge to choreographed performances to music, which may exempt
color guard admissions.

Admission charges for entertainment or amusement are taxable, such as social dances.

Sale of Newspapers/Periodicals

Exempt from NY sales tax.

Sale of Yearbook

Taxable under provisions of NY Tax Law, however if the entire cost of the yearbook is underwritten by
the Board of Education, the sale of the yearbook becomes an exempt transaction. Advertising space
sold in the yearbook is not taxable.

Sweatshirt, T-Shirt, Jacket Sales

Tax Law 81101 (b) (5) provides that property purchased for resale is expressly excluded from NY sales
tax (BUT ONLY IF A RESALE CERTIFICATE IS ISSUED TO VENDOR). Tax Law 81105 (a) provides

that sales tax is imposed on the sale of tangible personal property.

When a student organization purchases merchandise for resale, vendors are required to collect the sales
tax unless they receive a Resale Certificate (NYS Sales Tax Form ST-120) from the buyer.

ACCOUNTING RECORDS AND THEIR USE
A. The central treasurer should keep the following records:

Register of Receipts (Control)

1. On this form he will record chronologically all receipts from whatever activity or source. This
record should include the date, from where the money was received, receipt number, amount,
and activity to be credited.

2. Register of Disbursements (Control)

Policy Adopted: January 21, 2010
Policy Revised & Re-adopted: July 1, 2014
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EXHIBIT A

TAPPAN ZEE HIGH SCHOOL / SOUTH ORANGETOWN MIDDLE SCHOOL

Extraclassroom Fundraising Authorization Form

Date:

Name of Club/Activity:

Purpose/Description of Fundraiser:

Account #

How will funds be raised:

Proposed Fundraising Dates: Start End

Vendor Name

Subject to NYS Sales Tax: Yes No

When will payment be made:

Contract/Agreement Required: Yes

Item(s) to be purchased

No Contract /Agreement/Quote Attached: Yes No

Anticipated Quantity Unit Cost Total Estimated Expense

Item(s) to be Sold

Total Estimated Expense

Quantity Sales Price Total Estimated Revenue

Total Estimated Revenue

Anticipated Profit

1. All fundraising activities must be approved by the principal/assistant principal prior to the beginning of the activity.

2. Clubs or activities with projects that continue from September through June should get authorization at the start of the school

year.

3. Clubs or activities that conduct sporadic fundraisers must receive authorization for each occasion.
4. Please explain under "Purpose of Fundraiser" what the money will be used for.
5. After the form has been signed by the principal/assistant principal, it will be given to the Central Treasurer. A copy will then be

returned to the activity advisor and to the person in charge of the school calendar.

STUDENT MEMBER APPROVAL

Date of Meeting:

# of Students Present:

Activity Advisor Signature/Date

Motion Made By:

Seconded By:

# of Votes in Favor:

Central Treasurer Signature/Date

Activity Treasurer Signature:

President Signature:

Building Principal Signature/Date




TAPPAN ZEE HIGH SCHOOL / SOUTH ORANGETOWN MIDDLE SCHOOL
Extraclassroom Cash Receipt Form

Date:

Name of Club/Activity: Account #

Source of Funds:

(show breakdown of deposit in the appropriate
Non-Taxable Deposit S (A) space provided below)

Taxable Deposit (including sales tax) (B) Total of all Bills S

(B) + 1.08375 = Club's Income (C) Total of all Coins

(B) - (C) = Sales Tax (D) Total of all Checks

Total Deposit = (E) + (F) + (G)
(A) + (C) = Total Club Income $ (cross-check (A) + (8))

Exhibit B

(E)
(F)

(@)

CASH SCHEDULE CHECK LISTING

Quantity Currency Total Check # Student Name Amount

$100 Bills

$50 Bills

$20 Bills

$10 Bills

$5 Bills

$2 Bills

$1 Bills

Total of Bills S (E)

Dollars

Halves

Quarters

Dimes

Nickels

Pennies

Total of Coins S (F)

Total Bills + Coins  |$ # of Checks Total of Checks = (G) S

(If more room is needed attach additional sheets)

All coins are wrapped. Bills are separate by denomination and a note is attached describing who the cash was from. Checks are in order from
lowest to highest dollar amount. All amounts have been checked and agreed upon by the Activity Advisor AND the Student Activity Treasurer.
Sign below if you concur.

*** Remember to update your club's records (club register) for every deposit and/or withdrawal ***

STUDENT MEMBER APPROVAL

Date of Meeting:

Activity Advisor Sighature/Date # of Students Present:

Motion Made By:

Seconded By:

Central Treasurer Signature/Date # of Votes in Favor:

Activity Treasurer Signature:

Receipt #: President Signature:




TAPPAN ZEE HIGH SCHOOL / SOUTH ORANGETOWN MIDDLE SCHOOL

Extraclassroom Disbursement Request

Date:

Name of Club/Activity:

Exhibit C

Check Issuance/Transfer:

Invoice #

Advance

Refund

Donation
Award/Scholarship
Transfer to Account

Other

Jubuut

Purpose of Check or Transfer:

(Please attach documentation)

Payable to:

Amount:

Completed by Student Activity Treasurer:

Available Balance S

Amount of this Request S

New Balance S

Dollars S

STUDENT MEMBER APPROVAL

Date of Meeting:

# of Students Present:

Motion Made By:

Seconded By:

# of Votes in Favor:

Activity Treasurer Signature:

Activity Advisor Signature/Date

Note: You must attach a note from the President and Treasurer of the club to have a check drawn to reimburse a club advisor

President Signature:

3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k >k 5k 3k 3k 3k 3k 3k 3k 3k 3k 3k 5k 3k 3k 3k 5k 3k >k 3k %k 3k 5k 3k 3k >k 5k 3k >k 3k 3k 3k 3k 3k 3k 3k 5k 3k 3k >k 5k 3k 3k 3k %k 3k 5k 3k 3k >k 5k 3k >k 3k 3k 3k 3k 3k %k 3k 5k 3k 3k 3%k 5k 3k >k 3k %k 3k 5k 3k %k >k 5k %k %k 5k 3k %k %k 3k %k %k >k %k k ok k

For Office Use

Check # Date:

Transfer From Account #

Transfer To Account #

Central Treasurer Signature/Date



TAPPAN ZEE HIGH SCHOOL / SOUTH ORANGETOWN MIDDLE SCHOOL Exhibit D

Extraclassroom Profit and Loss Statement

Date:

Name of Club/Activity: Account #

Fundraiser: Dates: Start End

Receipts

Date Receipt # Amount

TOTAL RECEIPTS

Disbursements

Date Check # Vendor Purpose Amount

TOTAL DISBURSEMENTS

Profit/(Loss) $

Profit/(Loss) %

Student Activity Treasurer Signature/Date Central Treasurer Signature/Date

Activity Advisor Signature/Date Building Principal (Designee) Signature/Date
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FOREWORD

The extraclassroom activity fund should provide learning experiences in the business
procedures needed to safeguard the collection, deposit, and disbursement of money along with
the filing of sales tax revenues. The material presented in this pamphlet is offered as a guide to
boards of education and schools of the State in setting up accounting procedures that conform to
the Regulations of the Commissioner of Education (8 NYCRR Part 172) for the control of
extraclassroom activity funds.

The Regulations of the Commissioner of Education were formulated not only to
safeguard the funds of the organization but also to provide schools with the opportunity to teach
pupils good business procedures through participation in handling such funds and operating a
successful business. For many students, this may be the only business training they will receive
in school.

This pamphlet presents a description of a procedure for the management and accounting
of extraclassroom activity funds. The plan meets the requirements of the regulations and has the
approval of the State Education Department. The use of this plan is not mandatory, provided

schools adopt adequate alternative plans of their own.



CHAPTER |
RULES, GUIDING PRINCIPLES, SUGGESTED FORMAT

Rules and Regulations of Boards of Education for the Operation of
Extraclassroom Activities

Extraclassroom activity funds are defined in the Regulations of the Commissioner of
Education as "Funds raised other than by taxation or through charges of a board of education,
for, by or in the name of a school, student body or any subdivision thereof.” Basically,
extraclassroom activity funds are those operated by and for the students. Moneys are usually
collected voluntarily by pupils and are spent by them as they see fit so long as they abide by
established regulations.

Extraclassroom activity funds must not be confused with funds accounted for in
accordance with the Uniform System of Accounts prescribed by the State Comptroller.
Procedures discussed in this manual apply only to extraclassroom activity funds.

The Regulations of the Commissioner of Education, contained as an appendix to this
guide, prescribe that the board of education of each union free school district and city school
district having a population of less than one million shall make rules and regulations for (1) the
conduct, operation, and maintenance of extraclassroom activities and (2) for the safeguarding,
accounting, and auditing of all moneys received and derived therefrom.

The following guiding principles are listed to assist boards of education in establishing
these required rules and regulations:

Conduct, Operation and Maintenance of Extraclassroom Activities

v’ Determine acceptable purposes for which students may form extraclassroom activities.
Determine grade groupings, which may form extraclassroom activity clubs.
Establish procedures for organizing extraclassroom activities.
Establish resale inventory safeguard and accounting methods.
Determine how faculty sponsors of extraclassroom activities should be chosen.
Determine how student officers of extraclassroom activities should be chosen.

Publish, annually, a list of approved extraclassroom activities.

SRR NN N NN

Establish rules and procedures regarding transportation for extraclassroom activities.



Safeguarding, Accounting, and Auditing of Extraclassroom Activity Funds

v

Establish proper and adequate methods for receiving and expending extraclassroom activity
funds

Provide for proper and adequate records of all receipts and expenditures.

Provide guidance on the taxability of common fundraising activities.

Establish procedures and times for regular financial reports to the board of education.
Keep separate and distinct the authority to expend money from the custody of the funds.

Indicate the bank to be used as the depository of all extraclassroom activity funds.
Establish bank accounts, under the stewardship of an adult treasurer, for the deposit of all
extraclassroom activity funds of a school district

Provide for the review of inactive clubs and the disposal of funds of discontinued
extraclassroom activities and of graduating classes.

Provide for the investment of extraclassroom activity funds and establish the authority to use
the earnings.

Sample Format

In order to give boards of education an idea of the possible scope and content of rules and

regulations for extraclassroom activities and extraclassroom activity funds, an illustrative rule

and regulations are included as an appendix to this guide. It is hoped that these suggestions will

be used as a starting point by boards of education in framing their own policy.



CHAPTER II

BASIC PRINCIPLES AND CERTAIN PROCEDURES INHERENT IN
ANY ADEQUATE ACCOUNTING PLAN FOR EXTRACLASSROOM
ACTIVITY FUNDS

There are certain principles and procedures that should be followed in establishing an
adequate accounting system for extraclassroom activity funds. The following basic devices are

essential to the proper management of such funds:

Basic Principles

e Two separate and independent sets of records of receipts and disbursements shall be
maintained, one by the central treasurer and one by the student activity treasurer.

e The authority to expend moneys shall be distinct and separate from the custody of
these moneys.

e At least two individuals shall take part in each act of disbursing money; at a
minimum, the student activity treasurer and central treasurer.

e The custodian of funds and the accounting officer or auditor shall both report to the
board of education or its designated representative regularly and independently.

e All accounts shall be audited annually, by the independent auditor.

e Procedures shall be established which will insure a prompt and careful examination
and check of each receipt and each payment.

e The accounting system shall be such that it will yield the largest possible educational
return to students without sacrificing the safety of funds or exposing students to
undue responsibility or unnecessary routine.

Procedures in Handling Funds

Confusion and sometimes loss of funds can be traced more often to a lax pre-audit of
receipts and recording of money taken in than to any other single cause. For this reason, every
possible precaution should be taken to protect the individual concerned and the money collected.
Consequently, the most important functions are the prompt checking, recording, and depositing
of receipts. Not all of the possible protective measures can be described here, but a number of
them are mentioned to show the type of procedures that should be incorporated in any

accounting system.



Extraclassroom activity funds are derived from a number of sources such as admissions,
membership dues, sales and campaigns, and donations. The procedures used in collecting and
pre-auditing these several types of receipts will naturally vary. So far as possible, devices should
be used which will make it possible to determine in advance the amounts which should be
received.

To facilitate the pre-audit by the central treasurer and recording of receipts, statements
should be made by those collecting money. Such a statement should, on the face of it, give all
the essential data for a complete check and audit of the receipts. A determination should be
made as to whether the activity falls within the provision of the New York State Sales Tax Law,
and the estimate should be obtained as to the amount of money that will be collected. While
Form 6 on page 26 will not meet all the conditions for all types of receipts, it will serve to
illustrate the suggested type of statement. Such a statement should enable those collecting
money to prepare a complete report and to verify the money turned over to the central treasurer.
In addition, it will afford protection for those handling funds, facilitate a check and serve as
documentary evidence which can be used for accounting purposes. A pre-audit of receipts
should make only reasonable allowances for errors in making change.

Admissions

Various methods may be employed to insure accurate pre-audit of admissions. Usually
prenumbered tickets should be used so that the auditor may, by reference to the beginning and
ending numbers, determine the amount, which should be collected. In some cases, as an added
precaution, the ticket collector should be required to deposit the tickets in a locked receptacle so
that they may be counted and later destroyed. In other cases where tickets are purchased in a
variety of colors, a different color should be used for each occasion, thus making it difficult for
anyone to use old tickets. Still another device used to avoid the reuse of tickets is to require the
ticket collector to destroy each ticket by tearing it in two, giving one part to the customer and
retaining one. Any of these devices or any combination, properly supervised, will insure
reasonably honest and accurate results. None of them will guarantee accuracy, especially when

adult supervision is lacking (form 15, page 35). In summary:

- Use pre-numbered tickets and take steps to prevent fraudulent reuse.



|

Charge each ticket seller with a definite number of tickets and a definite amount
of change.

Provide sufficient number of ticket sellers to avoid undue haste.

Do not ask the ticket seller to watch the gate.

Provide a responsible adult ticket taker.

LI B B |

Require each ticket seller to promptly return all unused tickets, the full amount of
change, and the, along with an accounting of moneys turned.

|

Do not aid and abet temptation with careless supervision.

|

Carefully analyze procedures, particularly from the standpoint of accurate
accounting.

. Thoroughly explain each device used to safeguard money so that those who have
anything to do with it are thoroughly familiar with each process and understand
its purpose. Consider these devices not merely as a means of preventing fraud,
but as instruments which have been set up so that each agent may clearly
demonstrate the accuracy of his work and the fulfillment of his responsibility.

Membership Dues

The pre-audit of membership dues should be relatively easy if plans are carefully worked

out in advance. A few simple rules are suggested:

[

-

Provide prenumbered receipts or membership cards.

Charge each solicitor with a definite number of receipts or membership cards. (Make a
record of the numbers issued to each solicitor.)

Require each solicitor to return all unused receipts or cards and the exact amount  of
money due for each membership sold.

Designate an adult to supervise the membership campaign and to insist upon a complete
and accurate report at the close of the campaign.

Do not permit solicitors to issue receipts or cards on credit. Require pupils wishing credit
to make arrangements with the designated adult officer.

If memberships are given free or on credit to any pupils, have these issued by the
designated adult officer after all the solicitors have turned in their reports, cash, and
unsold cards.



Sales and Campaigns

Pupils collecting money should, whenever possible, issue pre-numbered receipts in
duplicate, the original to be given to the purchaser and the carbon to the pupil treasurer of the
activity. In those cases where receipts are not practical, for example, a candy sale, the activity
treasurer with the assistance of the advisor should devise a method whereby the exact amount to
be realized by the sale is determined in advance. This may be accomplished through the
completion of an Activity Profit and Loss Statement, a sample of which is illustrated as Form 5
on page 25. Each salesman should be given a statement showing the amount he is to receive.
After the sale, each salesman should then turn in that amount in cash and unsold goods.
Inventory Control

Items on-hand and held for resale or return should be adequately safeguarded against
loss, theft or damage by securing them in an appropriate location with limited access. In
addition, during sales campaigns inventory should be controlled through the use of an Inventory
Control Form, illustrated as Form 8 on page 28.
Donations

Gifts or donations are usually made in lump sums and should be recorded in the minutes

of the activity. The activity treasurer should issue a receipt and deposit the gift with the central

treasurer.
Deposit of Money

After the money has been turned in to the student activity treasurer and properly checked
by him/her and the faculty advisor, the money should be turned over to the central treasurer who
should issue a prenumbered receipt after verifying the accuracy of the amount (form 4, page 24).
Purchasing

Money may be spent by student organizations in any reasonable manner they see fit. It
is recommended that a formal purchase order originating within an activity be issued for all
purchases. The provision for the signature of the faculty advisor in addition to that of the pupil
activity officer is essential to any plan.

Correspondence concerning payments for professional service and guarantees should be

submitted to the responsible adult officer in advance of any commitment so that information



regarding the nature of the services and the cost thereof will be available when payments are to
be made.
Payments

When bills are to be paid, the student activity treasurer should make out a payment order.
This should give the name of the payee, the amount, the activity to be charged and, if in payment
for a purchase, the purchase order number. The payment order should be made out in duplicate
by the student activity treasurer and approved by the faculty advisor. One copy of the order
should be forwarded to the central treasurer together with invoices for the materials or services
for which payments are made (the other is kept on file). Only after auditing the order and
invoices and after determining that the activity has sufficient funds, the central treasurer should
draw a prenumbered voucher check.The central treasurer must monitor compliance with IRS
guidelines regarding the filing of Statement 1099.
Advances

To provide the means for financing certain types of activities which do not lend
themselves to the usual procedures, it is suggested provision be made for "advances." For
example, to provide the necessary cash for student organization activity trips, the student activity
treasurer of the group will draw a payment order in the same manner as when paying for a
purchase except that in explaining the payment he will state that the check is to be drawn to
himself, giving essential facts regarding the trip. A detailed statement of estimated expenditures
and the like should accompany this order. Such a payment order should be preaudited and
approved the same as any other payment order. After audit and approval, the central treasurer
will draw the necessary voucher check. The student activity treasurer will thus secure the
requested cash. After the trip, the student activity treasurer shall file with the central treasurer a
detailed statement of actual expenditures and turn over any balance not expended.

In order to avoid confusion in the case of advances for making change for admission
tickets sold and to avoid inflation of accounts, a "change account™ may be set up. This account is
charged with the advance and credited with the return of the money. Then the exact amount of

net receipts can be credited to the activity.
Transfer of funds from one activity to another

It may be necessary or desirable occasionally to transfer funds from one activity to

another. This may be done by the use of a payment order. The treasurer of the activity making



the donation will upon proper authorization draw a payment order stating all essential facts. The
central treasurer will then affect the necessary transfer in his account, and no money will actually
change hands.
Bonding of Central Treasurer

It is considered good business practices for the board of education to require the central
treasurer of the extraclassroom activity fund to be bonded for no less than the amount of the
average cash balance of the fund. In this way, the money belonging to the various student
organizations would be protected.
Investing Extraclassroom Activity Account Money

The business official should ensure that the district’s investment policy explicitly
contains provisions for the investment of extraclassroom activity funds. A study may be made of
the extraclassroom activity fund to determine if it would be advisable to invest a portion of the
fund in a time deposit account, a certificate of deposit, a savings account, or other investment
approved by the board of education. The investment of this money must be authorized by the
board of education and its policy should include direction regarding the disposition of the interest

earned by such an investment.

Closing Out of Inactive Accounts

A policy should be enacted by the board of education relating to the closing out of
inactive extraclassroom activity accounts. The accounts are usually inactive due to lack of
student interest or because a graduating class leaves an unused balance. Many boards of
education have chosen to mandate the closing out of these accounts after a specified period of

time and the transfer of the unused balance to the general student organization.
Petty Cash Funds

% A board of education may establish a petty cash fund for the extraclassroom activity fund
by authorizing the central treasurer to draw a check in an amount not to exceed $100
payable to the chief faculty counselor who shall administer and be responsible for such
petty cash fund.

« Payments from petty cash funds may be made for materials, supplies, or services only
under conditions calling for immediate payment upon delivery
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From time to time, checks may be drawn to the chief faculty counselor in an amount
which shall not exceed payments made in cash as indicated by receipts, receipted bills, or
other evidence of payment in form available to audit.

The central treasurer as indicated by the records of the chief faculty counselor shall
charge expenditures from the extraclassroom activity petty cash fund to the benefiting
activity funds.

The chief faculty counselor shall keep such records as may be necessary for the accurate
accounting of all transactions.

The extraclassroom activity petty cash fund must be completely closed out at the end of
each year and the extraclassroom activity fund shall be reimbursed by the original
amount transferred to the petty cash fund.

The central treasurer will report the amount of the petty cash fund, which is on loan to the
chief faculty counselor, on the monthly reconciliation of cash balances and the periodic
central treasurer's report for the extraclassroom activity fund.

Operation of School Store

7
L X4

L)

The school store may be operated under the sponsorship and guidance of a teacher-
coordinator and accounting is treated as an extraclassroom activity of the school. Under
these circumstances, the approved accounting system would be the system in this
pamphlet.

In addition to the approved accounting procedures to control receipts and disbursements,
it is desirable for the teacher-coordinator and the school business manager to agree on
acceptable operating and year-end financial statements and inventory valuation methods
that will reflect the financial soundness of the store activity. Periodic profit and loss
statements and balance sheets not only constitute good accounting procedures but also
afford excellent instructional opportunities. As a general practice, the teacher-coordinator
should adhere to control policies and procedures which have been established by the
board of education.

A list of key duties for personnel assigned to the store, duty checklists for students
assigned to the store, various control forms, daily balance forms, cash record sheets,
register forms, etc. should be developed and used.
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Chapter 111

Sales Tax

A school district is not exempt from the provisions of the Sales Tax Law whenever it
becomes the vendor of services or property ordinarily sold by private persons. Each faculty
advisor should know which of the activities an organization undertakes are subject to sales tax
and take steps to see that all sales tax information is accurately recorded and sent to the central
treasurer. In order to provide a ready reference, a list of common undertakings of extraclassroom
activity fund raising and social activities should be prepared and distributed indicating their
taxable status. An illustrative list is provided, but is not an exhaustive tabulation and is merely
presented as a guide for ready reference (the following list contains TB and TBS numbers that
can reference back to publication 750, explained below).

If a district routinely conducts fundraising activities involving the resale of goods or
merchandise, the district should register with the New York State Department of Taxation and
Finance as a vendor by filing an application. Only one application is required for all
extraclassroom activities of the school district. As a registered vendor, the district will receive a
certificate of authority and the extraclassroom activity fund may issue Resale Certificates to its
suppliers and make tax-free purchases for the student organizations if such purchases are
intended for resale. However, the student organizations must collect tax on receipts for all sales
of taxable merchandise. The extraclassroom activity fund must file returns periodically and pay
any tax due to the Tax Department.

When student organizations purchase merchandise for resale, vendors selling the resale
merchandise are required to collect the sales tax from the buyer of the merchandise unless they
receive a resale certificate from the buyer. This Resale Certificate (ST-120) is available from the
State’s Tax Department on the Internet from its Website at

http://www.tax.ny.gov/pdf/current_forms/st/st120 fill_in.pdf

It is recommended, therefore, that the central treasurer of the extraclassroom activity fund, or
some other responsible individual who is required to approve purchase orders, secure and control
a supply of these certificates. Upon his/her approval of a purchase, he/she should supply the

vendor with a certificate.
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Publication 750 — A guide to Sales Tax in NYS

In addition to the information contained within this chapter, it is suggested that for additional

guidance and information that the organization can refer to Publication 750:

http://www.tax.ny.gov/pdf/publications/sales/pub750.pdf

This publication is easy to use and will help you better understand and follow the tax rules
making sure your obligations are met. For additional information call the NYS department of
Tax and Finance at 518-457-5342.

In addition there

is a quick reference guide TB-ST-740 that you can find at:

http://www.tax.ny.gov/pdf/tg bulletins/sales/b10 740s.pdf

Sales Tax Guide

Sale of Candy, Soda and
Soft Drinks

Taxable,
except for
certain drinks.

Tax Law 81115(a) (1) generally provides an exemption for the sales and purchases of
food, food products, beverages sold for human consumption. However, the exemption
does not apply to candy, sodas or soft drinks, and fruit drinks that contain less than 70%
natural fruit juice.

Spaghetti dinners and Taxable Tax Law 81115(a) (1) generally provides an exemption for the sales and purchases of

catered meals food, food products, beverages sold for human consumption. However, the exemption

TB-ST-806 does not apply to catered situations, where the students of the club would be serving,
assisting in serving, cooking, or otherwise providing services with respect to the food
items in question.

Bake Sales Non-Taxable. | Tax Law 81115(a) (1) generally provides an exemption for the sales and purchases of

TB-ST-103 food, food products, beverages sold for human consumption. This provision exempts
bake sales from the collection of sales tax.

Vending Machine Sales — Taxable, Where tables, chairs, benches, etc. are provided where the vending machine operations

Food Items generally. are conducted, the sales through the vending machine are taxable. Where no eating

TB-ST-280 facilities are provided, the sales are exempt from sales tax.

Pizza, Chicken, Popcorn, Taxable. All sales of prepared food sold in a heated state (where the food is maintained at a

Coffee, Tea, etc. temperature warmer than surrounding air temperature) are subject to sales tax, including

TB-ST-806 those sold for off-premises consumption.

Admission Charges Taxable, Exemption is provided from sales tax for admissions to dramatic or musical arts

TSB-M-06(15)S except for performances, which do not include variety shows, magic shows, circuses, ice shows,

certain events.

dances, and similar performances. Included in the exemption is an admission charge to
choreographed performances to music, which may exempt color guard admissions.

Sale of Newspapers and

Non-Taxable.

12
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Magazines

Sale of shrubs, plantsand | Taxable.

trees

Sale of Yearbook Taxable, If the entire cost of the yearbook is underwritten by the Board of Education and the

TSB-A-08(42) generally. revenue is recognized as a General Fund item, the sale becomes an exempt transaction,
not subject to sales tax.

Sale of Yearbook Non-Taxable.

Advertising Space

Sale of Sweatshirts, T- Taxable. Tax Law 81105(a) provides that sales tax is imposed on the sale of tangible personal

shirts, Jackets, Jewelry property.

Book Store Sales Taxable. Unless specifically exempt.

Pre-packaged Popcorn, Non-Taxable, | When packaged and sold in a cold state, prepackaged snack foods are exempt. This

Potato Chips, Pretzels generally exemption does not apply to caramel or other candy coated snack foods.

Hair Cuts and Styling Non-Taxable. | The cutting and styling of hairpieces is not included in this exemption.

Repair/Maintenance Taxable, An exemption is provided for the repair, maintenance or service of farm machinery.

Services, Car Washes generally.
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CHAPTER IV

A SUGGESTED PLAN FOR THE SAFEGUARDING, ACCOUNTING AND
AUDITING

OF EXTRACLASSROOM ACTIVITY FUNDS, UTILIZING A CENTRAL
TREASURER-BOOKKEEPER (ADULT AND FACULTY AUDITOR)

General

This chapter describes an accounting system and accounting procedures in which an adult
designated by the board of education keeps only one set of records. Essential safeguards are
established because pupils also keep records of receipts and disbursements and both the central
records and the pupils’ records are under the direct supervision of an auditor designated by the
board of education.
Appointment of Officers

It is suggested that the board of education appoint, on the recommendation of its chief
executive officer, members of the regular faculty and clerical staff to fill the following positions:

L 3 Central Treasurer

e Faculty Auditor

. Chief faculty counselor(s), usually building principal(s)

- Faculty Advisor - appointed by the chief faculty counselor

- Student Activity Treasurer - elected by the student club members
- Independent Auditor

Function and Duties of Officers

Central Treasurer (appointed by the board of education). It shall be the duty of the
central treasurer to have custody of all funds. All disbursements of funds shall be by means of
prenumbered check forms signed by the central treasurer upon receipt of a payment order signed
by the student activity treasurer and faculty adviser. The central treasurer shall have no part in
the approval of payments but shall disburse funds only on the presentation of a properly signed
payment order in duplicate providing, of course, that there are sufficient funds available in the
account. The completed check will be returned to the student activity treasurer who will send it
to the vendor after posting.

14



The central treasurer shall sign a receipt for all funds placed in his custody, and he/she
shall deposit these funds promptly in a bank designated by the board of education.

The central treasurer shall keep an account listing the receipts and disbursements of each
individual activity and post a register of all the receipts and disbursements of the combined pupil
organization on ledger forms prescribed by the board of education.

Once each month, the central treasurer shall receive and verify his/her bank statements
and prepare a reconciliation of cash balances and club accounts and forward these to the faculty
auditor.

Faculty Auditor (appointed by the board of education) - The function of the auditor
shall be distinct and separate from the duties of the other officers. The person appointed as
auditor shall have no part in the approval of payments, the planning of income, or in the keeping
of records and forms. This policy prohibits the appointment of a building principal or the chief
school officer as auditor inasmuch as the building principal should serve as chief faculty
counselor and the chief school officer would have general supervision of the entire system and
be responsible for the decisions of the chief faculty counselor and the faculty advisers.

In order to establish the responsibility of the faculty auditor and to make available to this
office adequate evidence of all financial transactions, the faculty auditor shall receive once each
month from the central treasurer on a regular date designated by the chief school officer, a
complete statement of the accounts showing the balance for each activity and the total balance
for all accounts. In addition, the faculty auditor will call in the ledgers kept by the student
activity treasurer at least twice a year and on a rotating basis, in order to compare the balance as
shown on the central treasurer’s report with the balance recorded in the ledger of the student
activity treasurer. He/she should also examine various transactions and paperwork to determine
if correct procedures are being used. He/she shall certify on these pages the accuracy of the
entries posted and the available balances listed.

In the event that the ledgers of the student activity treasurer do not agree with the ledger
kept by the central treasurer, the faculty auditor shall base his investigation on the supporting
evidence kept by the student activity treasurer and the central treasurer in the form of audited
receipt statements, signed deposit slips, original audited bills, signed pay orders, cancelled

checks, and bank statements. The entries in the central treasurer’s books and student activity
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treasurer’s ledgers are, in the final analysis, based on forms bearing not only the signature of the
student activity treasurer, but also the counter signature of the faculty advisor.

At the end of the school year, it shall be the duty of the auditor to assemble the monthly
reports and prepare a composite report listing the financial condition of each activity for the full
school year for the guidance of the chief school officer and the board of education.

Chief Faculty Counselor (appointed for each building by the board of education-
usually the building principal) - It shall be the duty of this officer to coordinate the financial
planning of all projects of the various pupil organizations in his building; to consult with the
faculty advisors; to appoint a faculty adviser for each activity in his building on a year-to-year
basis; and to submit to the board of education for approval all new activity organizations initiated
by the students. He/she shall investigate all problems and disputes concerning the student
organizations under his jurisdiction and shall effect action that will enable these problems and
disputes to be resolved. In addition, he shall be charged with implementation of any corrective
action plan developed as part of the audit of the activities under his jurisdiction.

Faculty Advisor (appointed by the chief faculty counselor) - It shall be the duty of
these officers to guide and advise the pupil officers in planning extraclassroom activities and the
planning of financial budgets. The faculty advisers shall assist the student activity treasurer in
the preparation of statements of profit and loss. He/she shall audit these statements and sign
them as acknowledgement of verification of the activity statement to be attached to deposit slips.
The faculty adviser shall guide the student treasurer in posting his account ledger and from time
to time shall check the balancing of the student activity treasurer’s accounts and the
completeness of their supporting evidence. The faculty adviser shall supervise disbursements by
insuring that funds are available before approving each proposed purchase and by signing all pay
orders drawn on the central treasurer for disbursement of funds. The faculty adviser is
responsible for determining which of the activities of his organization are subject to sales tax and
for taking steps to see that all tax information is accurately recorded and sent to the central
treasurer. The faculty adviser shall constantly work toward the goal of insuring the largest
educational return from the activities participated in by the pupils.

Student Activity Treasurer (elected by the pupils of each organization) - The

student activity treasurer shall receive all moneys raised by his activity and shall immediately

deposit such funds with the central treasurer. Duplicate deposit slips shall be made out and
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signed by both the faculty advisor and student activity treasurer. One of these is to be retained
by the central treasurer and one, after being signed by the central treasurer, is to be returned to
the student activity treasurer together with a central treasurer’s receipt.

The student activity treasurer shall pay all bills by issuing payment orders signed by
himself and the faculty adviser. This form is to be made in duplicate and is an order for the
central treasurer to issue a check for payment of the invoice, which shall be attached to the
payment order. The central treasurer will keep one copy of the payment order and return the
other copy together with the completed check. The student activity treasurer will then send the
check to the vendor involved after posting.

The student activity treasurer shall keep a ledger showing all receipts and disbursements
and indicating a daily running balance, which shall be on a form prescribed by the board of
education. He/she shall file all supporting data chronologically as evidence for the entries made
in ledger.

Independent Auditor - The independent auditor is appointed by the board of
education to make an annual audit of all school district finances and should be required to
include the extraclassroom activity fund as a part of his annual audit. This audit should include a
statement of receipts, disbursements, and balances for each activity together with a reconciliation
of cash.

Deposit Procedures for Student Activity Treasurers

Each student activity treasurer shall issue a receipt for all moneys received by him/her to
be deposited in the activity account. These receipts shall be pre-numbered and must be used in
consecutive order. If a mistake is made, the receipt should be voided and retained, not destroyed
or discarded.

When an organization has a dance or activity involving admissions, a statement of profit
and loss must be prepared. Upon receiving money, the student activity treasurer will take the
following steps:

v Count the money received and reconcile with the statement of profit and loss or student
activity treasurer receipts which are involved in the transaction. The faculty advisor
should sign the statement of profit and loss under the signature of the student activity
treasurer, check any student activity treasurer receipts involved, place the receipts in a
bank deposit bag, and place the bag in the school vault until the next school day. _No
activity money should be taken home by anyone or left unsecured.
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v’ Prepare the deposit slip, obtain the signature of the faculty adviser on the deposit slip
following his review, and deposit the funds with the central treasurer.

v Return all funds used for making change.
v Receive the duplicate deposit slip signed by the central treasurer together with a receipt
for the money deposited.

v Enter the amount of the deposit in the activity fund register indicating the source from
which the funds were received.

v' File chronologically the supporting data consisting of the duplicate deposit slip, central
treasurer’s receipt, and, if applicable, the statement of profit and loss. These forms
provide the evidence for the entries made in the activity treasurer’s books.

Withdrawal Procedure for Student Activity Treasurers

When merchandise is to be purchased and a purchase order system is used, a purchase
order approved by the student activity treasurer and the faculty adviser must be prepared in
duplicate. The original is given to the vendor as authorization to buy. In all cases, when the
goods are received and the bill arrives, the student activity treasurer, under the faculty adviser’s
supervision, checks the goods, bill, and a copy of the purchase order (if used) to see that there are
no discrepancies. The faculty advisor is responsible for being sure the purchase is proper in all
respects.

When payments are to be made for services rendered, a purchase order may be used. The
student activity treasurer and the faculty adviser should be certain that the bill accurately reflects
the services rendered.

When it is determined that the bill is correct, the following steps are taken:

v A payment order is prepared in duplicate and signed by both the student activity

treasurer and faculty advisor.

v The final audited bill is attached to the original pay order form and both are given to
the central treasurer.

v’ The central treasurer records the consecutive payment order number on the forms and
prepares the check.

v The central treasurer makes the entries in his/her books and files both the original pay
order and the bill as evidence for the entries.
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v' The check and the copy of the payment order are given to the student activity

treasurer.

v The student activity treasurer makes the necessary entry in his/her books indicating to
whom the check is made out and the reason. He/she then sends the check to the
vendor. The pay order is filed to give supporting evidence for the entry.

Suggested Procedure for Inactive Activity Accounts

Prior to the termination of a student organization, all funds remaining in the treasury must

be disposed of in one of the following ways:

v Expended by majority vote of the organization controlling these funds as provided for
in the bylaws.

v’ Transferred to another student organization following the standard withdrawal °
procedure.

v' Transferred to the school district for a specific and designated purpose. When the
student organization votes to dispose of funds in this manner, the following procedure
will be applied:

-

The funds shall be turned over to the clerk of the board of education along
with a signed statement from the organization authorizing the school
district to use the funds in a specific manner as agreed upon by the
majority of the student organization and as evidenced by a copy of the
official minutes of the organization.

The funds shall be accepted by the board of education and earmarked for
their specific purpose until the proper expenditures have been made. Any
balance remaining after these expenditures will be considered
discretionary funds and used by the school district.

v When no action has been implemented by the student organization prior to
termination, the funds should be transferred in accordance with the policy of the
board of education.

Student Activity Treasurer’s Ledger

The various extraclassroom activity organizations should prepare budget estimates of

their needed receipts and estimated disbursements under the guidance and with the assistance of

their faculty adviser.

Copies should be filed with the chief faculty counselor, the central

treasurer, the faculty adviser, and the student activity treasurer.
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The Student Activity Treasurer’s Ledger should be designed to provide flexibility in the
accounting system and to meet the needs of both the average and the more complex activity. An
average activity will need one sheet for its receipts and one sheet for its disbursements. A more
complex activity should use one sheet for its principal ledger and as many sheets as necessary for
subsidiary accounts.

As an example of a complex activity, the yearbook account amount may use three sheets
for subsidiary receipts  (advertising, sales, and other) and four sheets for subsidiary
disbursements (printing and layout, photography, artwork, binding). At a given point in time,
the total of the subsidiary accounts will equal the balance on the principal ledger.

At regular intervals fixed by the chief faculty counselor, the student activity treasurers
shall balance their ledgers and present them for the examination of the faculty auditor. Once
audited by the faculty auditor, they should affix their signature indicating approval of the balance
after verifying the records.

The faculty advisor shall supervise the posting of the student activity treasurer’s ledger
when approving payment orders on the central treasurer. At the end of the school year, the
student activity treasurer’s ledgers shall be turned over to the faculty aditor after completion of

the final audit be placed on file for the inspection and guidance of succeeding officers.
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CHAPTER V
Charter Schools

General Statement

Currently, there are no laws or regulations authorizing extra classroom activities for
charter schools. However, if the charter schools choose to engage in activities that are similar in
nature to the extra classroom activities operated by school districts, this publication can be used

to design policies and procedures and forms to be used.

For Charter Schools

Currently, there are no laws or regulations authorizing extra classroom activities for
charter schools. However, there may be instances where students at a charter school choose to
engage in activities that are similar in nature to the extra classroom activities operated by school
districts. For these activities, the monies must be raised by the students and the expending of
these monies must be solely at the discretion of the students with appropriate supervision by
charter school officials. The funds for these activities should not be commingled with the charter
school's funds. The charter should establish policies and procedures for these activities such as
those suggested in the The Safeguarding, Accounting, and Auditing of Extraclassroom Activity
Funds Guidance Manual — Revised 2014. At the end of the year, the independent auditor should
do a risk assessment of these funds and perform auditing procedures deemed necessary to ensure

that there is sufficient accountability over the receipt and disbursement of these funds.
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CHAPTER VI

Internal Controls

Everyone knows that one of the best ways to protect assets is to have strong internal
controls, and segregation of duties is an important piece of that effort.

The extraclassroom activity fund should provide learning experiences in the
business procedures needed to safeguard the collection, deposit, and disbursement of
money along with the filing of sales tax revenues.

To that end the student activity fund are similar to other organizations and must
follow strong business practices to run a successful business and insure its security.

That said, there are internal controls throughout the document that each activity fund
should be aware of and follow as a guide. These suggested internal controls are not the be
all end all, but gives the governing body a baseline to work with.

Rather than give a list of internal controls please take time to read this entire
document and you will easily glean from the document proper methods to ensure assets are

protected and accountability is understood.
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ACCOUNTING RECORDS AND THEIR USE

The central treasurer and activity treasurer should independently keep the following records.

Form 1 - Receipt and Disbursement Ledger (Control)

NAME OF SCHOOL
ADDRESS
RECEIPT AND DISBURSEMENT LEDGER

DATE EXPLANATION RCT. NO. VOUCHER # AMT. REQUESTED AMT. PAID BALANCE

On this form is the chronological record of all receipts and disbursements from whatever activity or source. This
record tracks all cash activity. There shall be a separate account for each activity. Postings shall include date,
person to whom payment is made, or from whom money is received, and receipt or voucher number. One
column is used for recording receipts, one for payments, and one for balance. In schools preferring to use a
budgetary procedure, this form may be changed by omitting the column headed “Rct No.” and changing the
heading “Amount Received” to “Amount Allotted.”

Form 2 - Register of Receipts

NAME OF SCHOOL
ADDRESS
REGISTER OF RECEIPTS
YEAR FUND PAGE
DATE REC'D FROM RCT.NO. | AMOUNT DATE REC'D FROM RCT. NO. AMOUNT

On this form is the chronological record of all receipts from whatever activity or source. This record should
include the date, from whom the money was received, receipt number, amount, and activity to be credited.

Form 3 - Register of Disbursements

NAME OF SCHOOL
ADDRESS
REGISTER OF DISBURSEMENTS
NAME OF PAYEE NAME OF PAYEE
DATE VOUCHERNO. | AMOUNT | DATE VOUCHER NO. | AMOUNT

On this form is the chronological record of all payments for whatever activity or purpose. This record should
include the date, person receiving payment, check number, amount, and activity to be charged.
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FORM 4 DEPOSIT RECEIPT

Deposit Receipt

The deposit receipt form shall be prepared in duplicate by the activity treasurer. A copy of the detailed
statement of the source of the receipts being deposited, signed by the faculty adviser, shall accompany the
deposit receipt and is filed with the central treasurer. The central treasurer shall acknowledge the receipt of
these funds by signing and dating the receipt and entering the consecutive register number on the receipt. The
original copy shall be filed with the central treasurer along with the detailed statement or report of the income.
The activity treasurer shall retain the carbon copy.

Deposit Receipt No.
Name of School

School Date
Activity
Source of Funds

Bills

Silver

Checks

TOTAL AMOUNT OF DEPOSIT

Activity Deposit

New York State Sales Tax
Checked by
Activity Treasurer Initial When Posted
Faculty Adviser Central Treasurer

CENTRAL Treasurer’s COPY
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FORM 5 STATEMENT OF PROFIT AND LOSS
Statement of Profit and Loss

Club Name
Activity Activity Date(s)
Subject to NYS Sales Tax? Yes No (Circle One)
Receipts
Ticket Numbers
From And To and Total Sale Price Total

Date of Sale Description of Sale Item(s) OR Including Including Number Sold Per Item Receipts

Anticipated Receipts  $ Total Actual Receipts $
Disbursements
Date Payee Check # Purpose Amount

Anticipated Disbursements  $ Total Actual Disbursements  $

PROFIT (LOSS) $ $
Club Treasurer Adviser Date
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FORM 6 CENTRAL TREASURER'S RECEIPT
Central Treasurer's Receipt

CENTRAL TREASURER’S RECEIPT NO. 000

DATE.:
Name of School: $
DOLLARS
FOR
ACTIVITY

Original to Central Treasurer
Copy to Activity Treasurer

Central Treasurer

This form shall be pre-numbered, made up in duplicate and shall contain the information indicated. The
disposition of the copies is indicated on the form itself. All moneys taken in by the central treasurer shall be
accounted for in this manner. This document, in addition to serving as a receipt, will furnish the auditor
information he needs for checking receipts.
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FORM 7 ACTIVITY TREASURER'S RECEIPT
Activity Treasurer's Receipt

ACTIVITY TREASURER’S RECEIPT NO. 000

DATE:

Name of School: $

Dollars

For

Activity

Original to purchaser or depositor
Copy to activity treasurer

Activity Treasurer

This pre-numbered form is used by the treasurers of the activity treasurer for acknowledging receipt of money.
If possible these forms shall be stamped with the name of the activity before the blanks are issued to the activity
treasurers. This form and some other documentary evidence, such as the statement of profit and loss, shall
together account for all the money taken in by the activity.
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FORM 8 INVENTORY CONTROL FORM
Inventory Control Form

Name of School

Club Name:

Fundraising Event:

Total Number of Items Purchased for Resale:
LESS: Total Number of Items Sold:

Total Number of Items Remaining in Inventory:
LESS: Total Items Unaccounted For:

Inventory on Hand:

Inventory Tracking Sheet:

Student Name Date Number of Items Taken Date

Number of Items Returned
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FORM 9PURCHASE ORDER
Purchase Order

School District

Purchase Order No.

(Your invoice must show this order number)

TO: DATE ISSUED:
DATE WANTED:
SEND TO:
AT:

PLEASE ENTER OUR ORDER FOR THE

FOLLOWING GOODS TO BE DELIVERED _ EXEMPT FROM SALES TAX-resale
TO: NOT EXEMPT FROM SALES TAX
(Check one of the above)
CHARGE TO:
Activity
Quantity and
Unit Description Unit Price Total Amount Checked by

FUNDS ARE AVAILABLE. PURCHASE AUTHORIZED BY

ACTIVITY TREASURER FACULTY ADVISER

Purchases by activities should be made by means of a formal purchase order approved by the faculty adviser
who is responsible for determining that funds are available before approving purchase order. Like the voucher
check, this document involves negotiation with institutions outside of the school and consequently shall bear the
signature of the adviser. This form shall be made out in duplicate, the original to the vendor and the copy to the

activity treasurer.
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FORM 10 PAYMENT ORDER

Payment Order

The activity treasurer prepares the payment order in duplicate whenever a payment or withdrawal is to
be made. The activity treasurer shall secure the signature of the faculty adviser as recording approval of the
contemplated disbursement.

The faculty adviser shall certify the amount of the balance available. This information shall be recorded
on the payment order for the guidance of the faculty auditor when the transactions are being audited and for the
purpose of confirming the proper posting of the activity treasurer’s records. If the balance recorded does not
agree with the balance shown on the central treasurer’s ledger, the issuance of the check may be held up until
the faculty adviser can determine the cause of the discrepancy.

All payment orders shall be accompanied by a final audited bill, which shall be filed with the central
treasurer. The central treasurer shall acknowledge receipt of the payment order by entering his/her consecutive
register number on the order and also by recording the number of the check issued in compliance with the
properly drawn payment order. The activity treasurer retains a copy.

PAYMENT ORDER TO THE CENTRAL TRESURER
EXTRACLASSROOM ACTIVITY FUNDS
, 20

Verification of Available Balance by

Faculty Advisor You are authorized to issue a check

Unencumbered Balance PAY TO THE ORDER OF
IN THE AMOUNT OF DOLLARS $
$ FOR AS PER ATTACHED INVOICE

Amount of this Payment Order

$

New Available Balance

$

AND CHARGE SAME TO ACCOUNT

Initial When Posted

Date of Approval
Activity Treasurer

Activity Adviser

Order No.
Check No.
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FORM 11 Voucher CHECK

Voucher Check
NAME OF SCHOOL NO.000
STUDENT ACTIVITIES ACCOUNT DATE:
PAY TO THE ORDER OF: $
DOLLARS
TO: FIRST NATIONAL BANK
Pay and charge to the above-named account
CENTRAL TREASURER
DETACH BEFORE PRESENTING FOR PAYMENT DUPLICATE VOUCHER
Date Order Items in Account Amount Activity

This document should be pre-numbered and issued in duplicate. (Signatures need appear only on the original).
The original is the check and the central treasurer keeps the copy. The voucher part of the document should be
in sufficient detail to clearly identify and describe the payment. It is to be used for posting purposes.
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FORM 12 INTERORGANIZATION TRANSFER
Interorganization Transfer

On occasion, one organization will want to transfer funds to another organization for services rendered or the
general student organization may make appropriation to various activity organizations of the school. It is
recommended that transfers of this kind follow the customary procedure for making withdrawals through
preparation of a payment order.

After making the necessary entries in his/her books, the central treasurer instead of writing a check would use
the interorganization transfer form shown below. The original would be given to the activity treasurer whose
organization will receive the funds and the duplicate copy would be sent to the organization paying the funds.

When the activity treasurer receives the form, he/she should make the necessary entries to the standard file and
file the transfer form as evidence to support the form.

School Name
Extraclassroom Activities Account
Interorganization Transfer

Date:
INITIATING ORGANIZATION:
PAY TO $
DOLLARS
FOR
ACTIVITY TREASURER
CENTRAL TREASURER
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FORM 13 REPORT ON RECONCILIATION OF CASH BALANCES

Report on Extraclassroom Activity Account
Reconciliation of Cash Balances

REPORT AS OF , 20

Name of School

CHECKING ACCOUNT

BANK STATEMENT BALANCE END OF MONTH  $

Less total outstanding checks

Net balance in bank

Amount of receipts not deposited (add)

BOOK BALANCE END OF MONTH $
OTHER ACCOUNTS
Petty Cash Funds (add) $

Certificates of Deposit (add)

Savings Account (add)

CASH BALANCE END OF MONTH $
, 20
CENTRAL TREASURER
This account was audited for the period , 20 to , 20, and found to
be correct.

FACULTY AUDITOR
Extraclassroom Activity Fund
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FORM 14 Central Treasurer's Report

Extraclassroom Activity Fund
Central Treasurer's Report

For the Period to , 20
Beginning Ending
Bal. On Hand Balance on
Activity Receipts Disbursements Hand
TOTAL
Date Signature
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FORM 15 Central Treasurer's Report

CENTRAL SCHOOL DISTRICT
ADMISSIONS DEPOSIT

Sport: Date:

Submitted By:

Coordinator (print name) Signature
Submitted By:

Ticket Seller (print name) Signature
Submitted By:

Ticket Seller (print name) Signature

TICKETS STUDENTS @$X.XX TICKETS ADULTS @3$X.XX
Ending Number: Ending Number:
Beginning Number: Beginning Number:
Total: Total:
GATE AMOUNT TOTAL
Coins:
$ 1.00 =
$ 5.00 =
$10.00 =
$20.00 =
$50.00 =
Total Deposit: 3
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Appendix A

Regulations of the Commissioner of Education on Financial Accounting of
Extraclassroom Activity Fund in Union Free School District Having a
Population of Less Than One Million

Section 172.1 (Activity Funds). An organization within a school district whose activities
are conducted by students and whose financial support is raised other than by taxation or through
charges of the board of education shall be known as an extraclassroom activity and the moneys
received by it as extraclassroom activity funds.

Section 172.2 (Regulation of Activities and Moneys). The board of education of
each school district having a population of less than one million and an educational program
beyond the 6™ grade shall make rules and regulations for the establishment, conduct, operation,
and maintenance of extraclassroom activities and for the safeguarding, accounting and audit of
all moneys received.

Section 172.3 (Subject Matter of Rules). Such rules and regulations shall require at
least the following:

(@ The method to be followed in establishing an organization.

(b) The records of receipts and expenditures to be maintained and the reports to be
made at least quarterly to the board of education.

(c) The authority to expend moneys shall be distinct and separate from the custody of
those moneys.

(d) The independent and impartial audit of the district records.

(e) The method of disposing of funds of defunct organizations.

Section 172.4 (Deposit of Funds). The board of education shall direct that the moneys
received from the conduct, operation or maintenance of any extraclassroom activity is deposited
with an official designated by the board of education, who in such event shall be treasurer of
such extraclassroom activity fund.

Section 172.5 (Assignment of Board Officers or Employees). The board of
education may assign any of its officers or employees to perform such duties as it may prescribe
in connection with any extraclassroom activity, and shall designate such of its officers and
employees, from whom an official undertaking shall be required and shall fix the sum thereof.
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Appendix B

POLICY

Non-Instructional/Business Operations

SUBJECT: EXTRACLASSROOM ACTIVITY FUNDS

Extraclassroom activity funds are defined in the Regulations of the Commissioner of Education
as “funds raised other than by taxation or through charges of a board of education, for, by or in
the name of a school, student body or any subdivision thereof.” Basically, extraclassroom
activity funds are those operated by and for the students. Monies are usually collected
voluntarily by pupils and are spent by them as they see fit so long as they abide by established
regulations.

Extraclassroom activity funds must not be confused with funds accounted for in accordance with
the Uniform System of Accounts prescribed by the State Comptroller. Procedures discussed in
this policy and applicable regulations apply only to extraclassroom activity funds.

The board of education recognizes that the fundamental task of the schools is to prepare young
people for life. In order for this preparation to be done properly, the educational program of the
schools must be as wide as life itself. An integral part of such a program is extraclassroom
activities. They represent an essential part of the educational experiences which should be
available to young people. In order to promote the organization and maintenance of
extraclassroom activities and to provide for the proper handling and safeguarding of
extraclassroom activity funds, the board of education hereby adopts rules and regulations for the
guidance of students, teachers, and principals.

Purpose
Student extraclassroom activities may only be formed for educational purposes.
Definition

Extraclassroom activity funds are funds raised other than by taxation or through charges of a
board of education, for, by or in the name of a school, student body, or any subdivision thereof.

Organizational Procedures

Students desiring to form an extraclassroom activity shall petition their principal in writing. The
petition shall state the purpose of and describe the activities of the proposed extraclassroom
activity, and shall be signed by at least seven students before it is presented to the principal for
action. If the purpose of the proposed extraclassroom activity falls within the scope of
educational or school service purposes and if the necessary space and equipment are available,
the principal, in conjunction with the petitioning students, shall seek a suitable adviser. When
these procedures have been accomplished, the building principal shall recommend to the chief
school officer that the extraclassroom activity be approved by the board of education.
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Approved Extraclassroom Activities

All extraclassroom activities shall be approved by the board of education. The chief school
officer shall maintain an up-to-date register of all extraclassroom activities that are approved or
discontinued. A CHARTER needs to be developed (look at national charters i.e.; national honor
society or student government) for each activity. This explains its purpose and goals and should
be kept securely within the school.

Faculty Adviser

Each extraclassroom activity shall have a faculty adviser recommended by the superintendent
and appointed by the board of education. The faculty adviser shall attend all meetings of the
extraclassroom activity.

Meetings

All extraclassroom activities shall meet at least once monthly while school is in session. These
meetings shall be held on school property. Extraclassroom activities shall not meet outside
school property unless they have received the consent of their school principal. Minutes must be
taken and kept securely with each activity to support any decisions made and
recommendations brought up.

Officers

Each extraclassroom activity shall have a president, secretary, and treasurer. These officers shall
be elected annually from among the membership by secret ballot.

Financial Procedures

All extraclassroom activity funds shall be handled in accordance with the regulation for the
safeguarding, accounting, and auditing of these funds.

Inactive Clubs and Leftover Funds

An inactive extraclassroom activity shall be defined as one having no financial activity for one
full school year. If an inactive club is identified, the central treasurer is directed to expend
leftover funds as voted by the organization controlling these funds or if no such designation
exists, then liquidate the leftover funds of these club(s) in accordance with the following:
Leftover funds of inactive or discontinued extraclassroom activities and of graduating classes
shall automatically revert to the account of the general student organization or student council.
Inactive clubs must follow the organizational procedures set forth in this policy to re-activate
previously existing activities.

Sales, Campaigns and Fundraising Activities

The chief faculty counselor shall provide information to the superintendent on sales, campaigns
and fundraising activities of all extraclassroom activity clubs, including the nature of the event,
dates of operation, duration of sale or campaign, and means of solicitation (e.g., door-to-door,
direct mailing, etc.).
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Risk Management

The chief faculty counselor shall work with the business official to assure that the district’s
exposure to any risk resulting from club activities or fundraisers is minimized. In all cases where
a vendor will be using district facilities to conduct its event, the district requires a certificate of
insurance with the district named as an additional insured. Periodically, the district may request
that it’s primary liability insurance carrier conduct a review of the activities of its extraclassroom
activities and may prohibit certain events based on the review results.

Equipment Acquisitions

All equipment purchases shall be evidenced by official action of a majority of the club or activity
members. Title to all equipment acquired with extraclassroom activity funds shall reside with
the district and be carried as an insurable asset on its list of insurable values. All equipment shall
be operated on district property, unless express permission from the superintendent is secured to
use the equipment or have it reside off-premises. Such equipment shall be tagged as district
property but is available for exclusive use by the extraclassroom activity club acquiring the item.

Tax Exempt Status

The extraclassroom activities of the district are not included in the exemption granted to the
school district from New York State sales tax. Without exception, clubs and activities are
prohibited from using the school’s tax exemption. The taxable status of all fundraising events
specified in the administrative regulations to this policy shall be enforced as listed by the central
treasurer.  Any event not specifically listed shall be deemed taxable unless a written
determination that it is non-taxable has been issued from the business official to the central
treasurer. The central treasurer shall be responsible for filing the periodic sales tax returns for
the extraclassroom activity funds.

Contracts, Commitments and Guarantees

All commitments and contracts shall be the sole responsibility of the extraclassroom activity club
giving rise to the transaction, regardless of change in advisers, membership or officers.
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Appendix C
ADMINISTRATIVE REGULATIONS

Non Instructional/Business Operations

SUBJECT: RULES FOR THE SAFEGUARDING, ACCOUNTING, AND AUDITING
OF EXTRACLASSROOM ACTIVITY FUNDS

PROCEDURES IN HANDLING FUNDS

PREAUDIT OF RECEIPTS

Confusion and sometimes loss of funds can be traced more often to a lax checkup and recording
of money taken in than to any other single cause. For this reason, every possible precaution
should be taken to protect the individual concerned and the money collected. Consequently, the
most important functions are the prompt checking, recording, and depositing of receipts.

Extraclassroom activities funds are derived from a number of sources such as admissions,
membership dues, sales and campaigns, and donations. The procedures used in collecting and
pre-auditing (checking) these several types of receipts will naturally vary. So far as possible,
devices should be used which will make it possible to determine in advance the amounts which
should be received.

To facilitate the pre-audit and recording of receipts, statements should be made by those
collecting money. Such a statement should, on the face of it, give all the essential data for a
complete check and audit of the receipts. A determination should be made as to whether the
activity falls within the provision of the New York State Sales Tax Law, and an estimate should
be obtained as to the amount of sales tax that will be collected. An Individual Project Profit or
Loss Statement shall be prepared to enable those collecting money to prepare a complete report
and to verify the money turned over to the treasurer. (Attached) In addition, it will afford
protection for those handling funds, facilitate a check and serve as documentary evidence that
can be used for accounting purposes. A pre-audit of receipts should make only reasonable
allowances for errors in making change.

ADMISSIONS

Prenumbered tickets shall be used so that the auditor may by reference to the beginning and
ending numbers determine the amount that should be collected. A different color should be used
for each occasion, thus making it difficult for anyone to use old tickets, and ticket collectors shall
destroy each ticket by tearing it in two, giving one part to the customer and retaining one.
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RECEIPTS FROM SALES, CAMPAIGNS, ETC.

Pupils collecting monies should, whenever possible, issue prenumbered receipts in duplicate, the
original to be given to the purchaser and the duplicate to the pupil treasurer of the activity after
the audit has been completed. In those cases where receipts are not practical, for example, a
candy sale, the activity treasurer with the assistance of the adviser should prepare a statement
(attached) whereby the exact amount to be realized by the sale is determined in advance. Each
salesman should be given a statement showing the amount he is to receive. After the sale, each
salesman should then turn in that amount in cash and unsold goods. Salesman, on an Inventory
Control Sheet shall log inventory distributed for sale and returned. (Attached)

INVENTORY

Inventory items held for resale must be adequately safeguarded in a secure location and properly
accounted for, including an accounting of and reconciliation of amounts on hand at all times.

DONATIONS

Gifts or donations are usually made in lump sums and should be recorded in the minutes of the
activity. The activity treasurer should issue a receipt and deposit the gift with the central
treasurer.

RECEIPT OF MONEYS

Upon receiving money, the activity treasurer will take the following steps:

1) Ensure that if the money received is from a fundraising event, that a completed
profit/loss statement is on file or accompanies the money received.

2) Count the money received and reconcile with the individual project profit or loss
statement that is involved in the transaction. The faculty adviser should sign the
statement next to the signature of the activity treasurer, check any activity
treasurer receipts involved, place the receipts in a bank deposit bag, and place the
bag in the school vault until the next school day. _No activity money should be
taken home by anyone.

3) Prepare the deposit slip, obtain the signature of the faculty adviser on the deposit
slip following his/her review, and deposit the funds with the central treasurer.

4) Return all funds used for making change.
5) Receive the duplicate deposit slip signed by the central treasurer.
6) Enter the amount of the deposit in the activity fund register indicating the source

from which the funds were received.
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7) File chronologically the supporting data consisting of the duplicate deposit slip,
and, if applicable, the profit or loss statement. These forms provide the evidence
for the entries made in the activity treasurer’s books.

PAYMENTS

When merchandise is to be purchased, the adviser is responsible for being sure the purchase is
proper in all respects. When the goods are received and the bill arrives, the activity treasurer,
under the faculty adviser’s supervision, checks the goods and bill to see that there are no
discrepancies. When it is determined that the bill is correct, the following steps are taken:

1) The payment order is prepared in duplicate and signed by both the activity
treasurer and faculty adviser.

2) The final audited bill is attached to the original pay order form and both are given
to the central treasurer.

3) The central treasurer records the consecutive pay order number on the forms and
prepares the check.

4) The central treasurer makes the entries in his/her books and files both the original
pay order and the bill as evidence for the entries.

5) A copy of the pay order will be sent to the activity treasurer.

6) The activity treasurer makes the necessary entry in his/her books indicating to
whom the check is made out and the reason. The central treasurer then sends the
check to the vendor. The central treasurer to give evidence for the entry files the
pay order.

ADVANCES

To provide ways and means for financing certain types of activities which do not lend
themselves to the usual procedures, it is suggested provision be made for “advances.” For
example, to provide the necessary cash for student organization activity trips, the activity
treasurer of the group will draw a payment order in the same manner as when paying for a
purchase except that in explaining the payment he will state that the check is to be drawn to
himself, giving essential facts regarding the trip. A detailed statement of estimated expenditures
and the like should accompany this order. Such a payment order should be pre-audited and
approved the same as any other payment order. After audit and approval, the central treasurer
will draw the necessary voucher check. The activity treasurer will thus secure the requested
cash. After the trip, the activity treasurer shall file with the central treasurer a detailed statement
of actual expenditures and turn over any balance not accounted for. The statement should, of
course, be audited and approved by the faculty adviser.
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The use of the “advance” procedure shall be very carefully limited and closely supervised. The
device should be used only in case of real need, and not merely for convenience.

In order to avoid confusion in the case of advances for making change for admission tickets sold
and to avoid inflation of accounts, a “service account” shall be set up. This account is charged
with the advance and credited with the return of the money. Then the exact amount of net
receipts can be credited to the activity.

TRANSFER OF FUNDS FROM ONE ACTIVITY TO ANOTHER

It may be necessary or desirable occasionally to transfer funds from one activity to another. This
may be done by the use of a payment order. The treasurer of the activity managing the donation
will upon proper authorization draw a payment order stating all essential facts. The central
treasurer will then affect the necessary transfer in his accounts, and no money will actually
change hands.

BONDING OF THE CENTRAL TREASURER

The board of education shall require the central treasurer of the extraclassroom activity fund to
be bonded for no less than the amount of the average cash balance of the fund.

INVESTING EXTRACLASSROOM ACTIVITY ACCOUNT MONIES

The central treasurer may entrust a portion of the fund in a time deposit account, a certificate of
deposit, a savings account, or other investment approved by the board of education. The
investment of this money must be authorized by the board of education and shall be credited to
each activity account based on its prorata principal investment.

CLOSING OUT OF INACTIVE ACCOUNTS

Prior to the termination of a student organization, all funds will remain in the custody of the
Central Treasurer for six months and then disposed of in one of the following ways:

1) Expended by vote of the organization controlling these funds as provided for in
the bylaws.

2) Transferred to the general student organization or student council.
3) An account that is inactive for two years should be terminated with the monies
transferred to the activity representing the general student organization or student

council.

GRADUATING CLASS ACCOUNTS

Upon graduation, all funds in the Senior Class Treasury will be disposed of in one of the
following ways:
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1) Expended by vote of the organization controlling these funds as provided for in
the bylaws.

2) Transferred to the general student organization or student council.

SALES TAX

A school district is not exempt from the provisions of the Sales Tax Law whenever it becomes
the vendor of services or property ordinarily sold by private persons. Each faculty adviser
should know which of the activities his organization undertakes are subject to sales tax and take
steps to see that all sales tax information is accurately recorded and sent to the central treasurer.
Below are selected events (not all inclusive) and their taxability status:

Sale of Candy Bars

Tax Law 81115 (a) (1) generally provides an exemption for the sales and purchases of food, food
products, beverages sold for human consumption. However, the exemption does not apply to
candy or sodas and soft and fruit drinks, which contain less than 70% natural fruit juice.

Spaghetti Dinners (TB-ST-806)

Tax Law 81115 (a) (1) generally provides an exemption for the sales and purchases of food, food
products, beverages sold for human consumption. However, the exemption does not apply to
catered situations, where the students of the club would be serving, assisting in serving, cooking,
or otherwise providing services with respect to the food items in question.

Bake Sales (TB-ST-103)

Tax Law 81115 (a) (1) generally provides an exemption for the sales and purchases of food, food
products, beverages sold for human consumption. This provision exempts bake sales from the
collection of sales tax.

Vending Machine Sales (TB-ST-280)

Where tables, chairs, benches, etc. are provided where the vending machine operations are

conducted, the sales through the vending machine are taxable. Where no eating facilities are
provided, the sales are exempt from NY sales tax.
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Food or Beverage in a Heated Space (TB-ST-806)

All sales of prepared food sold in a heated state (where the food is maintained at a temperature
warmer than surrounding air temperature), such as pizza, barbecue chicken, popcorn, coffee, tea,
etc. are subject to sales tax.

Purchases of Prepared Food for Resale

The purchase of the prepared food is subject to NY sales tax, and sales tax must be collected
upon the subsequent resale. (Sales tax paid on initial purchase may be taken, as a credit against
tax required to be collected upon subsequent resale).

Admission Charges

Exemption is provided from NY sales tax for admissions to dramatic or musical arts
performances, which do not include variety shows, magic shows, circuses, ice shows, and similar
performances. Included in the exemption is an admission charge to choreographed performances
to music, which may exempt color guard admissions.

Admission charges for entertainment or amusement are taxable, such as social dances.

Sale of Newspapers/Periodicals

Exempt from NY sales tax.

Sale of Yearbook (TSB-A-08(42))

Taxable under provisions of NY Tax Law, however if the entire cost of the yearbook is
underwritten by the Board of Education, the sale of the yearbook becomes an exempt transaction.
Advertising space sold in the yearbook is not taxable.

Sweatshirt, T-Shirt, Jacket Sales

Tax Law 81101 (b) (5) provides that property purchased for resale is expressly excluded from
NY sales tax (BUT ONLY IF A RESALE CERTIFICATE IS ISSUED TO VENDOR). Tax
Law 81105 (a) provides that sales tax is imposed on the sale of tangible personal property.

When a student organization purchases merchandise for resale, vendors are required to collect

the sales tax unless they receive a Resale Certificate (NYS Sales Tax Form ST-120) from the
buyer.
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ACCOUNTING RECORDS AND THEIR USE

The central treasurer should keep the following records:

1.

Register of Receipts (Control)

On this form he will record chronologically all receipts from whatever activity or
source. This record should include the date, from where the money was received,
receipt number, amount, and activity to be credited.

Register of Disbursements (Control)

On this form he will record chronologically all payments for whatever activity or
purpose. This record should include the date, person receiving payment, check
number, amount, and activity to be charged.

Central Treasurer’s Receipt and Expenditure Ledger

There shall be a separate account for each activity. Postings shall include: date,
person to whom payment is made, or from whom money is received, and receipt
or voucher number. One column is used for recording receipts, one for payments
and one for balances. The central treasurer will keep such an account for each
activity.

Central Treasurer’s Receipt

The central treasurer’s receipt form shall be pre-numbered and made up in
duplicate, the original to the activity treasurer and the copy retained by the central
treasurer. Every cent taken in by the central treasurer shall be accounted for in
this manner. In addition to serving as a deposit slip, this will also furnish the
auditor with information needed for checking receipts.

Voucher Check

This document should be pre-numbered and issued in duplicate. Signatures need
appear only on the original. The original is the check, and the central treasurer
keeps the copy. The voucher part of the document should be in sufficient detail to
clearly identify and describe the payment. It is to be used for posting purposes.
Interorganization Transfers

On occasion, one organization will want to transfer funds to another organization

for services rendered or the general student organization may make appropriations
to various activity organizations of the school. It is recommended that transfers of
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this kind follow the customary procedure for making withdrawals through
preparation of a payment order.

After making the necessary entries in his books, the central treasurer instead of
writing a check would use an interorganization transfer form. The original would
be given to the activity treasurer whose organization will receive the funds and
the duplicate copy would be sent to the organization paying the funds.

When the activity treasurer receives the form, he should make the necessary
entries in the books and file the transfer form as evidence to support the form.

Central Treasurer’s Report on Extraclassroom Activity Accounts

In accordance with Part 172.3 (b) of the Regulations of the Commissioner of
Education the central treasurer of the extraclassroom activities fund shall submit a
financial report to the board of education pertaining to the receipts and
expenditures for all accounts in his custody.

B. The student activity treasurer should keep the following records:

1.

Activity Treasurer’s Receipt and Expenditure Ledger

The various extraclassroom activity organizations should prepare budget
estimates of their needed income and expenses under the guidance and with the
assistance of their faculty advisers. The final drafts of these budgets shall be
prepared in quadruplicate and copies filed with the chief faculty counselor, the
central treasurer, the faculty adviser, and the activity treasurer.

An average activity will need one sheet for its receipt and expenditure ledger. A
more complex activity should use one sheet for its principal ledger and as many
sheets as necessary for subsidiary accounts.

As an example of a complex activity, the yearbook activity account may use
three sheets for subsidiary revenues (advertising, sales, and other) and four sheets
for subsidiary expenses (printing, and layout, photography, artwork, binding). At
a given point in time, the total of the subsidiary accounts will equal the balance on
the principal ledger.

By contrast, a chess club activity may not need subsidiary accounts.

At regular intervals fixed by the chief faculty counselor, the activity treasurers
shall balance their ledgers and present them for the examination of the faculty

47



auditor. Space should be provided for the signature of the auditor indicating
approval of the balance after verifying the records.

The faculty adviser shall supervise the posting of the activity treasurer’s ledger
when approving payment orders on the central treasurer. At the end of the school
year, the activity treasurer’s ledgers shall be turned over to the faculty adviser
after the completion of the final audit and be placed on file for the inspection and
guidance of succeeding officers.

Each student treasurer will keep such an account for his activity.

Deposit Receipt

The deposit receipt form shall be prepared in duplicate by the activity treasurer.
A copy of the detailed statement of the source of the receipts being deposited,
signed by the faculty adviser, shall accompany the deposit receipt and is filed with
the central treasurer. The central treasurer shall acknowledge the receipt of these
funds by signing and dating the receipt and entering the consecutive register
number on the receipt. The original copy shall be filed with the central treasurer
along with detailed statement or report of the income. The activity treasurer shall
retain a copy.

Activity Treasurer’s Receipt

The activity treasurer’s receipt should be a pre-umbered form used by the
treasurer of the activity for acknowledging receipt of money. If possible, these
forms should be stamped with the name of the activity before the blanks are
issued to the activity treasurer. This receipt and some other documentary
evidence, such as a statement of admissions, shall together account for all the
money taken in by the activity.

Payment Order

The activity treasurer shall prepare the payment order in duplicate whenever a
payment or withdrawal is to be made. The activity treasurer shall secure the
signature of the faculty adviser as recording approval of the contemplated
expenditure.

The faculty adviser shall certify the amount of the balance available. This
information shall be recorded on the payment order for the guidance of the central
auditor when the transactions are being audited and for the purpose of confirming
the proper posting of the activity treasurer’s records. If the balance recorded does
not agree with the balance shown on the central treasurer’s ledger, the issuance of
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the check may be held up until the faculty adviser can determine the cause of the
discrepancy.

The activity treasurer, after securing the approval of his faculty adviser, shall
present the form.

All payment orders shall be accompanied by a final audited bill, which shall be
filed with the central treasurer. The central treasurer shall acknowledge receipt of
the payment order by entering his consecutive register number on the order and
also by recording the number of the check issued in compliance with the properly
drawn payment order. The activity treasurer shall retain a copy.
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SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
POLICY 5251

STUDENT FUNDRAISING ACTIVITIES

Only those organizations granted approval by the Board of Education shall have permission to
solicit donations and contributions from students.

All fundraising activities must be voluntary, and no direct solicitation of students is permitted on
school premises during school hours. However, the Board will allow the following forms of indirect
solicitation:

1. the sale of goods, services, or tickets to an event (social, musical, athletic, etc.), where a
portion of the funds go to a charitable purpose;

2. the recruitment of students during school hours to participate in fund-raising activities to be
conducted off school premises and/or when school is not in session. School personnel are
permitted to hang posters or distribute flyers notifying students of these activities.

Fundraising activities involving students for valid projects must be approved by the Building
Principal. The following statements are intended to provide guidance to Principals:

1. All student fundraising projects must be approved in advance and in writing by the Principal.

2. Fundraising will be limited to legitimate school groups and approved activities, such as
PTA's classes, clubs, and co-curricular activities (fundraising clubs should refer to Policy
#5211 and complete Exhibit A). No fundraising shall be conducted by non-school agencies
or for non-school activities among the district’s students.

3. Each Principal shall schedule these activities so as to eliminate the possibility of many
drives being conducted simultaneously within a school. Furthermore, all Principals are to
consult with each other to avoid conflicting fundraising efforts throughout the district.

4. Direct solicitation of cash is not authorized, and children will not participate in fundraising of
a door-to-door nature (except when authorized by the Board).

5. Fundraisers involving indirect solicitation (such as “Walkathons”) are discouraged; however,
approval of the Superintendent of Schools is required to participate directly in organizing
such activities.

6. Sale of merchandise is authorized provided there is a reasonable relationship between
price and value.

7. The sale of goods, services, or tickets to an event (social, musical, athletic, etc.), where a
portion of the funds go to a charitable purpose, is authorized.

8. The recruitment of students during school hours to participate in fund-raising activities to be
conducted off school premises and/or when school is not in session is permitted. School
personnel are permitted to hang posters or distribute flyers notifying students of these
activities. However, school personnel may not act as a conduit and collect funds from
students on behalf of a charity for which they recruited. The placement of a bin or collection
box in a hallway or other common area for the voluntary donation of food or clothing is
permitted. A collection box solely for the purpose of monetary donations should be properly
safeguarded.

Additional factors to be considered when granting or denying approval to outside (non-school)
organizations wishing to conduct fund-raising activities are:

whether the group has regional or national recognition;

whether the group directs at least 80% of its expenditures to charitable program activities;
whether the contributions will benefit district students or residents; and

the number of organizations raising funds for the same purpose at the same time.
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SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT

POLICY 5251
STUDENT FUNDRAISING ACTIVITIES

Off School Premises

Fund-raising projects in which students canvass the public off school grounds, in connection with
school events and school-connected fund-raising activities, will be kept to an absolute minimum.
Elementary students are not permitted to solicit funds on a door to door basis.

Ref:  NYS Constitution, Article 8 81
Education Law 8414
8 NYCRR 88 19.6 (Rules of the Board of Regents); 172.1 et seq.
Appeal of Ponte, 38 EDR 280 (1998)
Guidelines Relating to Solicitation of Charitable Donations from School Children, SED,
January 1994

Adopted: July 1, 2014
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