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DB: ANNUAL BUDGET 

 

The annual budget is the financial expression of the goals of the School Committee in meeting the needs of all 

students.  

In developing a budget, care shall be taken to make all presentations and documents associated with the budget 

clear and accessible to the members of the School Committee, to the municipal officials, and to the general 

public.  

The budget shall be in compliance with the foundation budget. It is acknowledged that the foundation budget 

reflects the minimum recommended spending for a District, and excludes transportation costs, debt service 

costs, and costs associated with the acquisition of fixed assets. The aforementioned items must, therefore, be 

budgeted in addition to the foundation budget, and funds to support those expenditures must be raised from 

the community, after the use of any offsetting revenues received from the state.  

The Superintendent will serve as budget officer but may delegate portions of this responsibility to members of 

their staff, as they deem appropriate. The three general areas of responsibility for the Superintendent as budget 

officer are budget preparation, budget presentation, and budget administration.  

A budget is a spending plan, which is developed well in advance of the fiscal year. Circumstances may occur 

which necessitate changing spending priorities and redirecting funds within the budget accordingly. Revisions 

to the budget may be made from time to time by the Committee, upon the recommendation of the 

Superintendent.  

Annual budgets for each school operated by the District shall be developed with input from the School Council 

and shall reflect the priorities established in the annual school improvement plan.  

Preparation of the annual budget will be scheduled in stages throughout the school year with attention to certain 

deadlines established by law and charter.  

The calendar year for budget preparation will be determined by calculating backwards from the final adoption 

date.  

The School Committee will also observe the statutory requirement of holding a public hearing on the proposed 

budget.  

The budget document shall reflect all sources of revenue. It shall clearly explain how those funds will be used. 

In the budget planning process for the school district, the Superintendent will: 

  1. Engage in thorough advance planning, with staff and community involvement, in order to develop budgets 

and guide expenditures in a manner that will achieve the greatest educational returns and contributions to the 

educational program in relation to dollars expended. 

  2. Establish levels of funding that will provide high quality education for all students.  

  3. Use the best available techniques for budget development and management.  

Authority for adoption of the final school budget bottom line lies with the citizens who comprise, and who are 

entitled to vote at, the town meeting. The school budget is presented as part of the total town budget for action 
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at the annual town meeting 

LEGAL REFS.: M.G.L. 71:34; 71:37 and 71:38N 

 

 

1st Read:  October 3, 2023 

2nd Read and Adoption:  November 28, 2023 
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DG: FINANCIAL OPERATIONS 

 

Warrants 

The Committee will designate 3 members responsible for the review and approval of 

all warrants as correct and approved for payment. Such designation does not limit the 

responsibility of each member. 

 

The municipal treasurer, who also serves as the school department treasurer, signs all 

checks drawn against school department funds. No other signature is valid. 

 

Bonded Employees 

Each employee of the school district who is assigned the responsibility of receiving 

and disbursing school funds will be bonded individually or covered by a blanket 

bond. The municipality will pay the cost of the bond  

 

Accounting and Reporting 

The Superintendent will be ultimately responsible for receiving and properly 

accounting for all funds of the school district, maintaining effective internal controls 

so as to assure the effectiveness and efficiency of operations; adequate safeguarding 

of property; assurance of expenditures in accordance with programs under which 

revenues are received; and compliance with applicable laws and regulations. 

 

The accounting system used will conform with the Uniform Massachusetts 

Accounting System as well as good accounting practices, providing for the 

appropriate separation of accounts, funds, and special monies. 

The School Committee will receive periodic financial statements from the 

Superintendent showing the financial condition of the school department. Such other 

financial statements as may be determined necessary by either the Committee or the 

administration will be presented as found desirable. 

Audits 

As a department of the Town of Pembroke, an audit of the school department&#39;s 

accounts shall be conducted annually by external auditors within nine months of the 

close of the fiscal year. This review shall be conducted in accordance with the 

generally accepted accounting principles and the Government Auditing Standards 

issued by the U. S. Comptroller General. 

Upon completion of the external audit, the superintendent will share the resulting 

documentation with the Committee. The Committee will consider the 

recommendations made by the auditor for maintaining an efficient system for 

recording and safeguarding the school department’s assets. 
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Expense Reimbursements 

Personnel and school department officials who incur authorized expenses in carrying 

out their duties will be reimbursed by the school department upon submission of a 

properly completed and approved voucher and any supporting receipts required by 

the Superintendent. 

When official travel by a personally owned vehicle is authorized, mileage payment 

will generally be made at the rate currently approved by the Committee, aligned with 

the Internal Revenue Service standard mileage rate. 

To the extent budgeted for such purposes in the school budget, approval of travel 

requests by School Committee members must have prior approval of the School 

Committee. Staff travel requests within budgetary limits may be approved by the 

Superintendent. Staff travel requests that exceed budgetary limits will require the 

approval of the School Committee and the identification of funding sources by 

administration. Each request will be judged on the basis of its benefit to the school 

district. 

LEGAL REF.: M.G.L. 41:41; 41:52; 41: 56 

40:5; 41:109A; 71:47 

 

1st Read:  October 3, 2023 

 

2nd Read and Adoption:  November 28, 2023 
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DJE: PROCUREMENT REQUIREMENTS 

All purchases of materials and equipment and all contracts for construction or 

maintenance will conform to the requirements of law. Any contract between the 

District and a vendor is subject to procurement requirements, whether the District or 

another entity completes the purchase. 

To foster greater efficiency, the District will enter into state and local 

intergovernmental agreements where appropriate for procurement or use of common 

or shared services. 

For any supply or service over $50,000, bids will be advertised appropriately. 

Suppliers will be invited to have their names placed on distribution lists to receive 

invitations to bid. When specifications are prepared, they will be distributed to all 

merchants and firms who have indicated an interest in bidding. 

All bids will be submitted in sealed envelopes, addressed to the Superintendent and 

plainly marked with the name of the bid and the time of the bid opening. Bids will be 

opened in public at the time specified, and all bidders will be invited to be present. 

Any bid maybe withdrawn prior to the scheduled time for the opening of the bids. 

Any bid received after the time and date specified will not be considered. All bids 

will remain firm for a period of 30 days after opening. 

The contract will be awarded to the responsive and responsible bidder offering the 

lowest price for the supplies/services specified in the Invitation to Bid. The bidder to 

whom an award is made may be required to enter into a written contract with the 

school district. 

The Chief Purchasing Officer may, if it would best serve district interest, use a 

Request for Proposals, instead of the above process. 

A procurement for a supply or service in the amount of $10,000 or greater by not 

more than $50,000 shall be awarded to the responsible party offering the needed 

quantity or supply among three written quotations sought and retained by the 

procurement officer. 

A procurement in the amount of $10,000 or less shall be obtained through the 

exercise of sound business practices. 

SOURCE: MASC Updated 2023 

 

LEGAL REF.: M.G.L. 7:22A; 7:22B; 30:39M: 30B 

 

1st Read:  October 3, 2023 

 

2nd Read and Adoption:  November 28, 2023 


