












X. Payroll Processing

Certified Staff 

Classified and licensed employees are paid twice per month; once on the 15th (previous 
business day if the 15th falls on a holiday or weekend) and once on the last business day of 
the month. Employees can be paid via direct deposit or paper check. All Employees fall 
under a bargaining agreement or individual contract, which details rate of pay. The Payroll 
Clerk is responsible for updating the pay scales in SMART Systems (Region 3). Salary and 
benefit notices are reviewed and are used for budget and payroll set-up purposes. These 
notices are provided to employees for informational purposes. 

All new hires are approved by the board, and the employee must have a valid 
teaching/professional license. Once these contingencies are met, new hire paperwork is given 
to Payroll Clerk to import into SMART Systems. In order to ensure that information is being 
entered correctly, the Payroll Clerk compares the salary and benefit notice to the "paycheck 
calculate" report in SMART Systems and reviews any differences. 

Staff enter their work hours into the Time Tracker system each week. They also enter leave 
requests in this system. The hours are entered to verify the contract hours/days and schedule 
for salaried pay and benefits. Supervisors approve leave requests and payroll hours. Any 
discrepancies are verified to the co1Tect hours and then adjusted by the designated department 
administrative assistant or the payroll clerk. Once all payroll is approved and verified, the 
payroll process is completed. 

Non-Certified Staff 

Hourly employees clock in on a computerized time clock system (Time Tracker). 
Employees' time is approved by their supervisor. Before the Payroll Clerk imports the Time 
Tracker data, the Payroll Clerk will review all employees' time cards for supervisor 
approvals. The Payroll Clerk occasionally makes manual adjustments to the imported data 
for UF ARS coding purposes or to account for overtime. After the import into SMART 
Systems is completed and the typical payroll steps are completed, the Payroll Clerk will 
calculate the payroll (but not finalize). The Payroll Clerk will send the payroll proofs to all 
department heads to review. Department heads review to see that employees' hours and 
coding are correct. Any adjustments noted are communicated to the Payroll Clerk and the 
necessary adjustments are made. After all corrections are made and supervisors have 
approved the proof, the Payroll Clerk will run a final calculation of the payroll. The final 
payroll register and payroll liability amounts are reviewed and approved by the Business 
Manager. Payroll Process flowchart

XI. Procurement

When approving materials or services, the Superintendent, Special Education Director, or 
designated official will verify the following requirements: 

• The purchase is necessary for the provision of services
• There is no conflict of interest in selecting the vendor

7 

https://docs.google.com/document/d/1mk-WN-mZops0yH2La-BjjemdTPIyW8C4/edit?usp=sharing&ouid=115776989926852118080&rtpof=true&sd=true


If a Freshwater employee authorized to approve purchases is related to the vendor submitting 
for payment, then that employee must notify their direct supervisor so that another designated 
representative will be provided to approve purchase. 

The Accounts Payable Clerk will verify any new vendor or vendor that has remained 
dormant for two or more years has not been debarred/suspended from being awarded with 
federal dollars. The link to the System for Award Management (SAM) is 
https://www.sam.gov/SAM/pages/public/searchRecords/search.jsf 

• There is no soliciting or acceptance of gratuities, favors, or anything of
monetary value from contractors or subcontractors

• All procurement transactions provide full and open competition to the
maximum extent practicable. Is this an opportunity to use a minority business
listed on the state's directory of Targeted Groups, Economically
Disadvantaged, and Veteran Owned vendors
(http://www.mmd.admin.state.mn. us/process/ search/)

• The Business Office employees will review and share the most up to date
Minority Directory twice per fiscal year. For purchases in excess of $10,000,
the Freshwater Education District will review options on the Minority
Directory and obtain quotes as available.

• Opportunities to use an intergovernmental agreement or cooperative
purchasing entity for purchases will be explored.

When verifying items for purchase the following criteria will be used: 
► Is it necessary/allowable/eligible.
► Questions to ask if for special education are:

o In the absence of special education needs, would this cost exist? Is this
cost also generated by students without disabilities?

o If the cost is child specific, is the service documented in the student's
IEP?

o Is this cost reasonable and necessary?
► Items to be noted on PO would include reason for use in special education

and/or student initials with most current IEP date and a description of the
need. (i.e. building blocks for motor skills for "student initials" on IEP dated
??/??/?? or used for student reinforcements in classroom)

Purchases of $100 or less may be made by staff with written pre-approval of his or her 
supervisor. Documentation shall be provided through the expense reimbursement process. 
Purchasing Supplies and Equipment flowchart

XII. Purchasing Procedures for Expenditures
Staff shall submit a description and estimated cost of the requested purchase via SMART 
Finance Requisition or Freshwater Education District's Purchase Requisition form. Upon 
receipt of signed requisition from the Superintendent or designated program representative, 
the Accounts Payable Clerk will generate a purchase order with the amount, vendor, and 
payment type. Purchase order coding shall be approved by the Sped Finance Manager or 
Business Manager. Upon receipt of an approved PO, the requesting staff may make the 
purchase. Invoices, packing slips, signed requisitions, and any other supporting documents 
shall be attached to the purchase order and submitted to the Accounts Payable Clerk for 
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payment processing. For services or items to be paid via direct pay, the department 
supervisor shall verify services and/or items purchased and approve payment by signing the 
supporting documentation. 
Purchasing with a Procurement Card (P Card) can be used for purchases in store, online or 
otherwise, after confirming that tax will not be charged. As soon as possible, submit receipts 
and backup to the designated department representative. If the purchase is a purchase order, 
once the receipts and backup are received, the approval for the purchase order will be made 
and paperwork turned into the Accounts Payable Clerk. 

Purchasing Thresholds 
The Freshwater Education District follows the requirements of the Minnesota State Statutes 
for the following: 

A. Micro-purchases under $10,000: The document submitted for purchasing will 
be completed by the individual requesting funds and will include all necessary 
purchasing information and the reason why the purchase is needed. This will 
be completed through an open market.

B. Small purchases of $10,000-$35,000: It is good business practice to find the 
lowest price when purchasing capital items. These purchases are an open 
market with 2 quotations.

C. Purchases of $35,000 to $175,000 (2CFR §200.317 - §200.326) will require 3 
quotations. It is good business practice to find the lowest price when 
purchasing capital items. The quote will be awarded to the lowest responsible, 
qualified vendor taking into consideration the quality of the product and the 
ability to perform given the needs of the district. Sole Source requirements are 
followed.

D. Purchases exceeding $175,000 shall be with sealed bids, public notice and 
Governing Board approval. Notice is to include an explanation of services 
being sought, criteria for selection, and the application and selection process. 
Minnesota State Statutes regarding Competition, Contract Administration, 
Quotes, Sealed Bids, and Sole Source requirements are followed.
RFP Instructions flowchart

E. For Property/Casualty Insurance and Workers Compensation bids, the 
Freshwater Education District shall follow the above requirements based on 
Minnesota State Statutes for purchase thresholds. The Freshwater Education 
District shall grant the incumbent agent no more than three initial insurance 
carrier selections that shall be restricted to the incumbent agent. All other 
carriers are available to the participating agents at the time of the release of the 
request for proposal. The Freshwater Education District may deny the 
incumbent agent the right to any restricted carrier selections at its discretion.

Procedure for Purchasing Equipment with Federal Funds 

Staff will complete a purchase requisition with specified reason for need. This will be 
submitted to the Superintendent, Special Ed Director or designated program representative. 
Once an equipment purchase has been approved an order will be placed using either a 
purchase order or a PCARD. Once the equipment arrives in the school district an inventory 
number is assigned to the equipment and tagged with a Freshwater Education District 
inventory tag if it meets the criteria listed previously. An inventory record is kept by year 
with all information required. Purchases needing prior approval from the Minnesota 
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Inventory Reconciliation 
UGG 2 CFR §200.313(d)(2) 
A physical inventory of the property must be taken and the results reconciled with the 
property records at least once every two years. 

Inventory Records Retention 
UGG 2 CFR §200.333(c) 
Records for real property and equipment acquired with federal funds shall be retained for 
three years after final disposition. Inventory Process flowchart

Procedures for Disposition of Fixed Assets in Excess of $5,000 
I. The LEA shall establish a Uniform Finance Accounting and Reporting Standards

(UFARS) unique Course Code for the purpose of tracking the receipt(s) and expenditures
of the sale of a piece of equipment that was federally funded.

2. The LEA will notify the Division of School Finance in writing of the equipment sale. The
notice shall include a description of the equipment, the date of sale, the proceeds of the
sale, and the unique Course Code established by the LEA that will designate the use of
these funds.

3. The LEA shall receipt the funds from the sale of the equipment with the appropriate
UF ARS Source Code and established Course Code.

4. The LEA may use a general journal entry to transfer $500 or ten percent of the proceeds,
whichever is less, for the LEA's selling and handling expenses.

5. The remaining funds from the sale of the equipment shall be used only for the purpose of
the delivery of federally funded program and related services and shall be accounted for
using the UF ARS Program Code 400, Course code established with the appropriate
expenditure UF ARS Object Code. For example, special education instruction supplies
would be coded: 21-XXX-400-000-433-YYY where YYY=unique UFARS Course Code.

6. The LEA has to expend the funds from the sale of the equipment in the current fiscal
year.

7. The LEA needs to be aware that these expenditures shall not be included in the
calculation of the Maintenance of Effort requirement of the Individuals with Disabilities
Education Act (IDEA).

8. The LEA must submit an "Activity Report" to the Division of School Finance at the end
of the fiscal year to document expenditures.

9. If an item in excess of $5000.00 becomes lost, damaged, or stolen, the employee should
notify their supervisor immediately. They also fill out a fixed asset inventory form
explaining the loss, damage, or theft. The business manager or designated representative
will be responsible for submitting any claims to the insurance company upon direction
from the superintendent. These items will be listed on the disposal list of Freshwater
Education District.

Procedures for Disposition of Fixed Assets with a Value of less 

than $5,000 
UGG 2 CFR §200.313(e)(l) 
If current pre-unit fair market value is less than $5,000, the equipment may be retained, sold 
or otherwise disposed of with no further obligation. 
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When a staff member determines that it would be beneficial to attend a conference or 
workshop, the staff member completes a Staff Development Request form and submits it to 
the Supervisor. The request includes justification for the travel and an estimate of costs 
associated with the travel. The Supervisor either approves or denies the request. If the request 
is approved, the employee will be notified of the approval and registration completion. Upon 
return, itemized receipts for travel expenses will be submitted as part of the employee's 
monthly mileage reimbursement request. The Freshwater Education District follows meal 
limits outlined in the employee handbook for breakfast, lunch, and dinner. Same day meals 
do not qualify for reimbursement. If travel is occasioned with one or more overnight stays 
away from home, the employee may claim not more than one evening meal, either the day of 
travel before the stay (if afternoon travel is required), or the evening meal on the return home 
following the meeting, if the meeting ends after normal business hours. Qualified meal 
reimbursement requires an attached document substantiating the business purpose. An 
individual, itemized receipt indicating the amount, date, food establishment, and method of 
payment, will also be required. Claiming Mileage and Expenses flowchart

Time and Effort Reporting 
Time and effort reporting will be completed for all employees of the District. Upon 
completion, the Certifications and PARs reports will be kept by each department for semi­
annual comparison. 

For employees funded through a single cost objective, a semi-annual certification stating that 
the employee worked solely on activities related to a single cost objective will be kept. This 
certification will be signed by the supervisor after-the-fact. 

The Special Education Services and its member districts will use a system with two or more 
objectives. The system is for those staff with 2 or more objectives but have a consistent set 
schedule of when they work in the different programs. For employees paid through multiple 
cost objectives, a monthly time report consisting of a two-week period or Personnel Activity 
Report (PAR) will be kept. The report will be prepared and signed by the employee after­
the-fact, reflecting actual work performed. 

Due to the unique settings of Alternative Learning Centers (ALCs), the ALC special 
education staff may record their service time with students each hour. This may be recorded 
in increments of 5 minutes or more. These minutes when totaled, will match the service time 
required on the students' IEPs. This documentation will be used to verify the percentages of 
staff needed and coded to special education for reimbursement. Time spent on all other 
special education duties such as assessment and IEP meetings can also be used for 
justification. This system has been approved as a documentation method by the MDE special 
education finance division. 

All Freshwater Education District special education staff will complete a weekly or monthly 
schedule and submit at the beginning of the year of which copies will be kept by the Special 
Education Director and the Special Education Finance Manager. 
Time and Effort flowchart
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The deadline to submit this form is in mid-October. This data will be maintained in the LEA 
for audit and monitoring purposes and will be provided upon request. 

Mandatory CEIS 
Jan-Feb 

MDE notifies Freshwater Education District if the district or any member district is 
disproportionate on any indicator. If any district is disproportionate in a third year 
consecutively, Freshwater will need to do mandatory CEIS programming. This also requires 
the use of 15% of its federal dollars for the entire education district for the CEIS program. 

March-May 

Freshwater will plan its programming for CEIS for the upcoming year. Freshwater will enter 
its application for CEIS into the MEGS system prior to the June 30 deadline. 

September-June 

If CEIS funds are used for a staff person, the appropriate time and effort form will be 
completed. 

The LEA will identify all students receiving CEIS services and enter them as a Special 
Education Evaluation Status 8 on MARSS. Students with an IEP that are served in 
mandatory CEIS will be entered on the separate MDE spreadsheet. 

June 

The LEA will complete the "Coordinated Early Intervening Services (CEIS) Student 
Tracking Form." This form identifies the students whoreceived CEIS services during the 
school year that later were found eligible for special education services. This form is 
submitted to the Freshwater Special Education Finance Manager who will submit to MDE. 
The deadline to submit this form is by mid-October. This data will be maintained in the LEA 
for audit and monitoring purposes and will be provided upon request. 
Coordinated Early Intervention Services flowchart
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