GROTON BOARD OF EDUCATION
AD HOC BUDGET PROCEDURE COMMITTEE
SPECIAL MEETING MINUTES
OCTOBER 10, 2024 @ 6:45 P.M.
REMOTE MEETING

Members Present:  lan Thomas-Chairperson, Jennifer White, Mike Whitney

. Call to Order — Chairman Thomas called the meeting to order at 6:47 p.m.

. Review Meeting Minutes of September 19, 2024 — The meeting minutes were reviewed and
accepted by the committee.

. Review, Discussion, and Revision of Draft Ad Hoc Budget Procedure Committee Interim Report &

Recommendations with Possible Action Anticipated — Document was reviewed and revised, and
moved, as amended and directed, to be sent to the BOE COW for discussion on 2024.10.15. White
then moved to refer Chapter 4, with all subchapters of proposed policy revisions, to the policy
committee with the intent to initiate the standard policy revision process for all nine draft revisions.
(See the resulting amended and edited by direction document - Interim Report &
Recommendations.v.3, attached)

. Discussion re: Budget Software — This item was not discussed nor edited at this meeting.

Identify Date of Next Meeting — The committee agreed to meet virtually on Thursday, March 20,
2025 @ 6:45pm, unless needed and requested to reconvene prior to that date.

. Adjournment — The meeting adjourned at 8:04 p.m.
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CHAPTER 1 - INTRODUCTION & NARRATIVE

The Groton Board of Education Ad Hoc Budget Procedure Committee was formed in late May
of 2024 and charged with the task to create a report and make recommendations to the full Board
regarding budget preparation, presentation, and oversight.

This report is being presented as an “interim” report for two key reasons: 1) as an ad hoc, once
we accomplish our ultimate task, issuing a final report on all recommendations, this committee
will dissolve; and 2) this committee, in conjunction with the Superintendent, Business Manager
and Business Office, will not be able to handle the comprehensive research and analysis for the
budget construction and oversight software until after the current budget cycle we are about to
enter for FYE 2026.

The format of committee recommendations will primarily take the shape as attached draft
documents. The first three document have been put forward as recommends policies, procedures,
and method of presentation by the AHBP Committee. The recommended presentation &
organization models, if approved by the full BOE, have been attached to a corresponding policy
as an extension of the policy.

Chapter 2 is a proposed table of contents that would serve as a template from which a re-
envisioned budget book can be constructed for FYE 26 and beyond. If approved, this template
could be attached to the Policy P 3110 or P 3113 as a model for future board members and
administration could use as reference and a norm to diverge from as needed, as determined by
the Board and Administration on an annual basis.

Chapters 3 contains a proposed timeline of events related to the budget — one merged to contain
both the Board of Education’s point of view of broad oversight in a full fiscal year context and
the Administration’s point of view focused on details of construction, production, and other
internal technical aspects with the budget. If approved, this could also serve as template that
could be attached to the Policy P 3110 or P 3113 as a model for future board members and
administration to use as a reference and a norm to diverge from, as needed, as determined by the
Board and Administration on an annual basis.

Chapter 4 contains nine proposed draft policy revisions that address several issues identified both
by the committee and by other BOE members, at large, during numerous discussions that
occurred over the many months of the FYE 25 budget sessions as well as after the fact, as the
Board and Administration dealt with lingering issues of the FYE 23 and FYE 24 budgets.



CHAPTER 2 — PROPOSED BUDGET TIMELINE

(Full Fiscal Year in Context)

(Any resulting template version of this document that could be attached to the properly
corresponding BOE Policy would be condensed and allow the approved draft of this full AHBPC
report stand as guidance for future iterations of the BOE Budget Table of Contents.)

Tuesday, October 1, 2024

Administrators’ Meeting / Business Office
begins preparing budgets for FYE 26

Friday November 15, 2024

Principals submit FYE 26 budget data to
Business Manager

Monday November 25, 2024

Business Office enters FYE 26 Budget Data
in software (Excel?) and prepares draft
documents

December 2-13, 2024

Superintendent and administrators review and
discuss FYE 26 budget interests & concerns

Monday December 16, 2024

Present and Review Supt Budget with BOE
COW, Regular BOE meeting to follow.

Monday January 6, 2025

Public Hearing/BOE Special Meeting on
budget

Open FYE 26 Budget Review COW session
Review and vote on fixed obligations

January 7-9; 14-16; 22-23; 28-30, 2025

Continue FYE 26 BOE Budget Review COW

February 4, 2025

Continue FYE 26 BOE Budget Review COW

February 5, 2025

Joint BOE/TC/RTM budget meeting with
Public Hearing and work session

February 6,11,13,18-20, 2025

Continue FYE 26 BOE Budget Review COW

Monday February 24, 2025

BOE Final Review, Deliberation & Vote to
Adopt FYE 26 Budget

February 25-27, 2025

Business Office prepares adopted budget for
submittal to Town Manager

By Friday February 28, 2025

Business Office delivers adopted budget to
Town Manager

Review Monthly Report with Expenditures,
Encumbrances, and Projections

By March 14, 2025

Printed budget book delivered to TC & RTM
(Town Manager transmits to TC by March 15)
BOE COW Agenda Item for group reflection
on Budget Priorities and Procedures from
Proposal to Approval, notes to be gathered
and referred to Ad Hoc Budget Priorities &
Procedures Committee for review & to draft
proposed adjustments, as needed. Review
Monthly Report with Expenditures,
Encumbrances, and Projections




March — April, 2025

Town Council Budget Review. Monthly
Report with Expenditures, Encumbrances, and
Projections. Present & Discuss BOE Budget
to TC. (Request Full BOE allowed to
participate as willing & able)

By April 28, 2025

Town Council adopts FYE 26 Budget

April — May, 2025

RTM budget review, Present & Discuss BOE
Budget w/ RTM (Request Full BOE be
allowed to participate as willing & able)
Review Monthly Report with Expenditures,
Encumbrances, and Projections

(Admin Only) - Prepare FYE Close Out,
Annual Town Audit Items

By May 25, 2025

RTM adopts FYE 26 budget

June 1 - 30, 2025

Review Monthly & Annual Reports with FYE
25 Expenditures, Encumbrances, and
Projections (Admin Only). Prepare & Execute
FYE 25 Close Out, Town Audit Items

July

Monthly Report with Expenditures,
Encumbrances, and Projections (Admin Only)
Facilitate & Ensure Prior FYE Close Out:
Annual Town Audit Items submitted

August

Review Monthly Report with Expenditures,
Encumbrances, and Projections (Admin Only)
Facilitate and Ensure Prior FYE Close Out:

September

Superintendent sends budget forms to Dept.
Heads & Principals, Review Monthly Report
with Expenditures, Encumbrances, and
Projections (Admin Only), Ensure Prior FYE
Close Out.




CHAPTER 3 — PROPOSED BUDGET BINDER TABLE OF CONTENTS

AHBPC recommends A SEARCHABLE PDF format for draft budget document to be used for
budget work sessions as well as an option for the final approved budget document with object
code summaries to track the ongoing updates over one session that is recessed and reactivated
on daily and weekly basis until such the BOE votes to adopt the final budget document.)

(The specifics of this draft and template do still require input and advice from the
Superintendent, Business Manager and other relevant administrative staff.)

(This draft document has been expanded to include descriptors of each section of the proposed
new format for the BOE Budget. Any resulting template version of this document that could be
attached to the properly corresponding BOE Policy would have to be profoundly condensed and
allow the approved draft of this full AHBPC report stand as guidance for future iterations of the
BOE Budget Table of Contents.)

GROTON BOARD OF EDUCATION BUDGET

TABLE OF CONTENTS / ORGANIZATION
(model on Town of Groton Presentation Format)

A. BOE CHAIR’s LETTER TO MAYOR, MODERATOR & MANAGER

- BUDGET MESSAGE

- Mission: Teaching & Learning

- Strategic Vision: Drafted annually by collaboration between BOE & Administration,
via the Superintendent or designee. Ideally, this section would cite areas of need
based on past data or survey responses, synthesized into achievable actions and
accounted for year by year, rotating out goals. Some examples of strategic areas of
focus could be: “transitioning away from Alliance Designation, Improving Literacy
Rates by class level and cohort, raising test scores, closing achievement gaps,
incorporating more teachers, tutors and paras into regular operational budget,
completing implementation of science-based literacy instruction, determining ideal
class sizes to maximize effectiveness of instructional time and allocating human
resources and infrastructure to suit, etc.”

- Goals: How we achieve strategic vision, similar to Strategic vision, but more clinical
and to the point. Not so much narrative, more demonstrating policies, procedures and
resources put toward solving identified problem areas with demonstrable,
documented evidence.

- Achievements & Highlights: A brief retrospective section that revisits strategies and
goals activated alongside the results an accounting of Goals Accomplished, New
Programs initiated, classes organized and assignee, other initiatives, etc.

- Principal Officials & Entities — Title and Facility assigned with brief descriptions and.
Bio for each staff member on each side.

- Summary / Overview of Expenditures & Revenue

- Organizational Chart — from BOE to Administrative Level



. FINANCIAL MANAGEMENT POLICIES

- Governmental Structure — Organizational Structure Chart (Fed — State — BOE /
Municipality)

- Budgetary Process

- Debt Policy & Management / Fiscal Practices

- State Law, CGS 10-222, Town Charter Chapter IX, Budget Process

- Non-Lapsing Reserve Fund for Educational and Capital Expenditures

. ECONOMIC DATA

(Yellow Tab in current BOE budget format)

- Fiscal Indicators

- Fundamental Drivers

- Estimated & Actual Enrollment (White Tab)

- DRG & Other District Comparisons (both “better than” and “aspire to be more like”)

. REVENUES & SUMMARIES
- Budget History
- General Fund Revenue & Expenditure Pie Charts
- General Funds Revenue Descriptions & Details
- Titled Fund Catalog Spreadsheet(Type, parameters, dates, etc)
- Federal & State Grant Revenue & Expenditures Pie Charts —
- Federal & State Grant Revenue Descriptions & Details
- Budget Comparison by Function, District Reference Group (DRG)
Expenditures per Student
Administrators, Clerical, Security & Custodial per student
- Budgets-in-Brief All Funds
- Estimated Changes in Fund Balance
- Summary of Sources and Uses — All Funds
- Program Level Budgets

. BOARD OF EDUCATION FUNCTIONS

(Model off of Policy Numbers/Categories — Pink Tab)

Legislative Policies

o Recent History & Changes, Associated Funding & Expenditures

- Contractual Positions
- Non Contractual Positions
- Full Time Equivalents
- Object Codes
- ( Red Tab - three digit numbers) by Department (including Dept Head Requests, Supt

Rec’s, BOE Rec’s )

a. Regular Instruction 1100 & 1500

b. Special Instructions 1200



c. Continuing Education
d. Other Instructional Programs
e. Support Services for Pupils
f.  Support Services for Instructional Staff
g. General Support Services
h. Operational Services
i.  Civic Activities
j. Nonpublic School Pupils
k. Expenditures to Other Schools
. SCHOOL BUDGETS —
Last part of Red Tab—
- Central Office

- Robert E. Fitch High School
- Groton Middle School

- Charles Barnum

- Northeast Academy

- Catherine Kolnaski

- Mystic River

- Thames River

. OUTSIDE SERVICES

- Consultants — Trainers, etc...
- Contractors — Transportation: Busses, Livery, HVAC services, etc)
- Professional Services

- Other Professional Services

. CAPITAL IMPROVEMENT PROGRAMS / BUDGET

1300
1400
2100
2200
2300 & 2400
2500
3300
3700
4100

(acknowledge that not exclusively BOE jurisdiction, but this would serve as tracker)
- Approved Project Updates and Accounting
- Proposed Projects (in order of Priority, with Narratives)



CHAPTER 4 — PROPOSED BUDGET POLICY REVISIONS

Each individual Policy could be treated and processed as a package referral to the Policy
Committee to review and further revise in a prioritized order based on BOE COW comments and
apparent or explicit statements of consensus. The Policy Committee should, as is standard
practice, work in conjunction with the Superintendent, Business Manager and any other relevant
staff to produce and pass revisions to the BOE for review and further recommend changes to
pass on the first and second readings during Regular or Special BOE meetings.

The AHBPC notes that while subchapters 4.7, 4.8 and 4.9 were not explicitly discussed during
our meetings, the changes proposed to these policies represent a good faith effort to carry
forward what appeared to be a consensus of the BOE based on discussions during the 2024.09.23
Regular Meeting. Subchapters 4.7 (P 3310 Purchasing Guidelines) & 4.8 (P 3320 Purchasing
Procedure) and were developed for the BOE to consider the changes recommended by the
interim Business Manager in the Financial Report Narrative Letter to the BOE on 2024.09.23.
Subchapter 4.9 (Monthly, Annual Reports & Financial Statements) has been similarly proposed
for revision based on what appeared to be a consensus expressed by the BOE on 2024.09.23 to
have more frequent and more detailed reporting on Grant Programs in use by the district.

CHAPTER 4 Proposed Policy Revision Subchapter Table of Contents.

4.1 -P 3110 Budget Planning..........co.oiuiniiiiiiii i 10
4.2 - P 3113 Setting Budget Priorities. ........oouuiiiii e 11
4.3 - P 3120 Preparation of Budget Document.................oooiiiiiiiiiiiiiiiiii e 12
4.4 -P 3150 Adoption of Budget.........coovuiiiiiii e 13
4.5 - P 3160 Transfer of Funds between Budget Functions................c.ocooiiin. 14
4.6 - P 3200 Transfer of Funds between Budget Categories. ...........ooeviviiiiiiininiiennn. 15
4.7 -P 3310 Purchasing GUIdelNes. .........covuiiiiiiiit i e 16
4.8 - P 3320 Purchasing Procedures. ..........c.oviuiiiiiiii i 17
4.9 - P 3432 Monthly Budget and Expense Report and Annual Financial Statements............ 19



Sub-Chapter 4.1

P 3110 Budget Planning

As a preliminary part of the development of the budget, the Board of Education shall study the
school program in relation to the past, present and future needs of the staff, students, and the
community. -an-effert As a means to make the budget a comprehensive seleetion representation
of the financial needs ef within the school system, the Board will work in consultation with steps
shall-be-takente-invebve certified and non-certified staff, and-the administrative staff, students,
and the caregivers of the students in the budget planning process. The procedure for the
involvement of these representatives shall be developed by in conjunction with the
Superintendent of Schools and then implemented by the Superintendent's office upon the formal
approval of the Board of Education. This procedure shall include, but not be limited to, the
collection and review of assessment data, analysis of that data, and surveys of staff, students and
caregivers.

Legal Reference:

Connecticut General Statutes
10-51 Fiscal Year. Budget. Payments by member towns.
10-222 Appropriations and budget

Policy Adopted:October 9, 1990
Policy Revised: . ,2024

10


http://redirector.microscribepub.com/?cat=stat&loc=ct&id=10&spec=51
http://redirector.microscribepub.com/?cat=stat&loc=ct&id=10&spec=222

Sub-Chapter 4.2

P 3113 Setting Budget Priorities

The Board of Education shall, on an annual basis, study the school program in relation to the
past, present and future needs of the staff, students, and the community anéd-to establish
determine and approve the budget-timeline, guidelines obligations, and priorities for the ensuing
fiscal year. The Board of Education shall initiate this process by forming an Ad Hoc Budget
Priorities & Procedures Committee each year upon final approval of the budget. and

This committee shall draft a report of recommendations to be approved by the Board and
included # in consultation with the administration for budget planning purposes in the early Fall,
and-within the first two months of the school year (August - October), in preparation for the
successive year’s budget deliberations, which will be set to begin in the months of December and
January of the current school year.

This process shall include, but not be limited to, establishing a timeline, an itemized list of line
items that cannot be changed for the ensuing fiscal year due to contractual obligations, and an
itemized list of line items that can be adjusted by the Administration or Board, in descending
order of priority from the most necessary adjustments to the least.

The procedure for the involvement of these representatives and the production of these guiding
documents shall be developed by the Board of Education-in conjunction with the Superintendent
of Schools and then implemented by the Superintendent's office upon the formal approval of the
Board of Education.

Legal Reference:
Connecticut General Statutes
10-222 Appropriations and budget

Policy Adopted: October 9, 1990
Policy Revised: _,2024

11


http://redirector.microscribepub.com/?cat=stat&loc=ct&id=10&spec=222

Sub Chapter 4.3

P 3120 Preparation of Budget Document

The Superintendent of Schools shall be responsible for the preparation of the annual school
budget. The Superintendent’s recommended budget for the ensuing school year shall be
compiled and submitted to the Board of Education no later than the second Friday of December.
Commencing on the first Monday of January, and continuing over the span of a single
Committee of the Whole Budget Review session interspersed with recesses over successive
weeks until the last Monday of February, the Board of Education shall examine, alter if
necessary, and approve the school budget, which shall then be submitted to the Town Manager in
accordance with Sections 8.1 and 8.2 of the Charter of the Town of Groton.

During the recess after any session that produced a vote and change in numbers from the
Superintendent’s budget, the business manager or designee will produce an object code summary
of those changes that will be used to document those changes and be available to use as a
reference point for the balance of the budget review session.

The Chair, in conjunction with the Superintendent and fellow Board Members will review the
sequence of the budget preparation agenda to set all fixed budget obligations to be handled first
and then sequence all other items to follow by priority. The Budget Review Session Committee
of the Whole meeting shall begin with a public hearing and include an item for Reports of
Communications for both the initial opening session and for each resumption after a recess.

Board Officers and Administration are required to report any communications they have with
Town Officials regarding any budget-related matters. If any of these communications are
intended to be used as guidance upon which the Board is expected to act, these communications
must be documented in writing and confirmed as accurate by all parties involved in the
communication.

Legal Reference:
Connecticut General Statutes
10-222 Appropriations and budget
Charter of the Town of Groton, Section 8.1 and 8.2

Policy Adopted: October 9, 1990
Policy Revised: , 2024

12


http://redirector.microscribepub.com/?cat=chart&loc=ct&id=grot&spec=viii
http://redirector.microscribepub.com/?cat=stat&loc=ct&id=10&spec=222
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Sub-Chapter 4.4

P 3150 Adoption of Budget

The Board of Education shall annually submit to the Town Manager, as required by Sections 8.1
and 8.2 of the Charter of the Town of Groton, a detailed, itemized estimate of the cost of
operating the school program, and the revenues to be earned thereby in the ensuing fiscal year.
Such estimated cost of operating the public schools for the ensuing year shall be the final budget
for the schools, modified, if necessary, by any difference in the amount requested by the Board
of education and the amount appropriated by the town for the operation of the schools. Such
modifications, if required, shall be decided upon in a manner similar as the budget, as the Board
working in conjunction with the Superintendent and other administrators of the school district, as
needed, with a full vote by the Board to ratify the changes.

Legal Reference:
Connecticut General Statutes
10-222 Appropriations and budget
Charter of the Town of Groton, Section 8.1 and 8.2

Policy Adopted: October 9, 1990
Policy Revised: , 2024

13
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http://redirector.microscribepub.com/?cat=chart&loc=ct&id=grot&spec=viii

Sub-Chapter 4.5

P 3160 Transfer of Funds between Budget Functions

The Board of Education may, by formal resolution from time to time, transfer budgeted
appropriations between the following budget functions as part of a financial plan submitted by
the Superintendent:

A. Regular Instruction 1100 & 1500
B. Special Instructions 1200
C. Continuing Education 1300
D. Other Instructional Programs 1400
E. Support Services for Pupils 2100
F. Support Services for Instructional Staff 2200
G. General Support Services 2300 & 2400
H. Operational Services 2500
I.  Civic Activities 3300
J. Nonpublic School Pupils 3700
K. Expenditures to Other Schools 4100

The Board of Education shall have the sole authority to approve such transfers, and no transfer
between functions shall be made without prior authorization by formal written resolution of the
Board of Education, except as noted below. Such transfers must be voted upon by the Board
before the end of the current fiscal year.

The Superintendent of Schools may, in-histher at their discretion, transfer budget appropriations
within such functions without a formal Board resolution and may make transfers between
functions under emergency circumstances, or if the urgent need for such transfer(s) prevents the
Board from meeting in a timely fashion to consider such transfer(s). The Superintendent of
Schools shall provide written notification and explanation with a documented cost-benefit
analysis of the anticipated impacts from the change to the Board of Education concerning all
such transfers of funds made across objects of expenditure between functions at the next regular
Board meeting, and hefshe they shall notify the Board of Education concerning all such transfers
within functions at the end of the fiscal year.

Legal Reference:
Connecticut General Statutes 10-222
P.A. 98-141 at their

Policy Adopted: October 9, 1990
Policy Revised: April 12, 1999

Policy Revised: October 12, 2004
Policy Revised: , 2024

14
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Sub-Chapter 4.6

P 3200 Transfer of Funds between Budget Categories

The Board of Education may, by formal resolution, transfer budgeted appropriations to, from, or
between the major program accounts of Instruction and Support Services as part of a financial
plan submitted by the Superintendent. The Board of Education shall have the sole authority to
approve such transfers, and no transfer between the major program accounts shall be made
without prior authorization by formal written resolution of the Board of Education. Requests for
such transfers from the Administration shall include a written explanation with a documented
cost-benefit analysis of the anticipated impacts from the change Such transfers must be voted by
the Board before the end of the current fiscal year.

The Superintendent of Schools may, -hisfher at their discretion, transfer budget appropriations
within the major programs or accounts without a formal Board resolution. However, the
Superintendent of Schools shall provide written notification and explanation with a documented
cost-benefit analysis of the anticipated impacts from the change to the Board of Education
concerning all such transfers of funds made across objects of expenditure within the major
program accounts at the next regular Board or Committee of the \WWhole meeting.

Legal Reference:
Connecticut General Statutes 10-241

Policy Adopted: October 9, 1990
Policy Revised: _,2024

15
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Sub-Chapter 4.7

P 3310 Purchasing Guidelines

The goal of a successful purchasing system is to provide the school district with goods and
services at the lowest price, to properly account for all purchases and to designate the proper
procedure for purchasing goods or services.

Definitions

Requisition: A procedure initiated by a teacher/administrator requesting that the Board of
Education purchase a good or service.

Purchase Order: A document approved by the Business Manager authorizing the purchase of
specific goods or services from a designated vendor at an established price.

Procedure

Requisitions for goods or services shall originate from the individual requesting the desired good
or service. If the requisition originates at the building level, the building administrator must
approve the requisition prior to review by the Business Manager. Only after the Business
Manager has reviewed and approved the requisition, will it be converted to a purchase order.
Similarly, any situation that may require a reimbursement, the individual expecting a
reimbursement must have obtained a pre-authorization email from the principal or building/site
administrator to be included in the reimbursement request for that request to be processed by the
Business Office.

A Groton Public Schools purchase order (PO) will be issued before any purchase may be made,
except as provided below in this policy. Each PO will be assigned an identifying number prior to
being issued to a vendor. No employee of the Groton Board of Education or other person will
make any purchase, or commitment of funds, without an approved PO.

Special Procedure - Maintenance Department

A requisition may be established for a period of no more than one week with an individual local
vendor from whom many small materials purchases are likely to be made by the Maintenance
Department personnel on school work assignment. The Director of Buildings and Grounds will
approve, and is responsible for, all such purchases. The purpose of this procedure is to expedite
required small materials purchases and reduce paperwork.

Emergency Procedure

A purchase occasionally may be required on an immediate basis. In such cases, a PO number
may be requested from the Business Manager. If approved, the PO number may be given to the
vendor. The employee making the emergency request will cause a requisition to be created. A
confirming PO will be issued to the vendor confirming price, delivery, etc.

Legal Reference:

Connecticut General Statutes 10-241
Policy Adopted: July 10, 1995
Policy Revised: , 2024
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Sub-Chapter 4.8

P 3320 Purchasing Procedures

The duties of purchasing for the Board of Education shall be directed by the Superintendent of
Schools through the school Business Manager who shall conduct all purchase transactions for the
district in accordance with the annual budget spending plan.

In conjunction with the Board of Education and Business manager, the Superintendent of
Schools shalt may develop further, or alter the current, regulations and procedures for the
purchasing program of the school system, including ordering, verifying receipt of orders,
distribution of materials received, and payment of bills. Any such changes would have to come
through the Board of Education Policy Committee and be reviewed, deliberated, and decided
upon by a vote at a Regular Board meeting, the same as any other proposed systemic change in
policy and procedure.

Every transaction involving the transfer of property shall be by purchase order or formal
contract. Purchase orders and other purchase obligations shall be signed by the Superintendent or
designee.

On the commencement of every new fiscal year, the Business Office shall send a notice to all
vendors who are current in the master list that describes the guidelines, procedures, and
parameters of the purchase order system for Groton Public Schools. This notice needs to include
essential information such as the strict requirement for a purchase to be issued by GPS for any
request for any goods, services or transportation to be considered valid and payable to the vendor
by the Business Office. A verbal order is not binding nor authorized. The signed purchase order
is the district’s sole method of authorizing any vendor to provide any good, service or
transportation. This annual notice shall also be provided to any vendors that are brought on
during the fiscal year.

On the commencement of every new school year, every building-level employee and building or
site administrator shall be given similar notice with added stipulations regarding reimbursements.
Reimbursements will only be processed only if there is a pre-authorization email from the
principal or building/site administrator attached to the reimbursement request.

The purchase system procedure shall be followed as established below with exception to be
made only upon the approval of the Superintendent. Any such approved exceptions shall also
require the Superintendent to provide the Board of Education with written notification that
includes a detailed explanation identifying the compelling factors that required a change and a
statement pertaining to whether the exception is intended to be temporary or permanent.
Purchases or contracts made outside of the approved purchasing system shall not be the
responsibility of the Board of Education.

17
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Requisitions and Purchase Orders are mandated for all purchases. A purchase order must be
created in advance of any purchase of any goods, services, or transportation. When conducting a
purchase, all districts’ staff shall follow the purchase order process, as presented here:

1. Enter a requisition into appropriate software, as identified by Business Manager.
Requisitions must contain quotes from vendors with shipping costs, copies of the quotes
attached, and quote numbers integrated into the requisition itself. All Requisitions
originating from a building or site level must also contain a written approval by the
building or site administrator. Re

2. The Business Manager will receive the requisition through the appropriate software, then
review and decide. If denied, the requester will be notified of the denial and a brief
statement of reasoning. If approved, the requisition will be converted into a purchase
order.

3. Once a purchase order is entered into the system, the expense will be encumbered and
thus allow the system to receive invoices from the vendor and issue payment or payment
vouchers, however the situation dictates.

4. All dialogue with vendors shall be documented and/or memorialized via written
communications or email to verify a clear understanding between the Business Office and
the vendor.

The Business Manager shall be familiar with and perform all purchasing activities within the
limitations prescribed by law, legal opinions, and in accordance with Board of Education
policies. General Ledger processes shall be reviewed and updated on an annual basis. Such
review and updates must be committed to writing in report that will be shared with the
Superintendent and Board of Education. This will include a review of the checks and balances
regarding the Master Vendor List, cross-training for all Business Office staff, and the most
efficient and timely progression of items from requisition to purchase order, encumbrance,
invoice, and then expenditure of payment or voucher to the vendor within the proper confines of
the business year.

Specifications governing materials are a joint responsibility of the educational and business
departments.

Legal Reference:

Connecticut General Statutes
10-51 Fiscal year. Budget. Payments by member towns; adjustments to payments.
Investment of funds. Temporary borrowing. Reserve fund.
10-222 Appropriations and budget. Financial information system.
10-259 Fiscal and school year defined.

Policy approved: November 28, 2016
Policy Revised: ,2024
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Sub-Chapter 4.9

P 3432 Monthly Budget and Expense Report and Annual Financial Statements

The Superintendent of Schools, in conjunction with Business Manager, shall submit to the Board
of Education a monthly report concerning the status of budget accounts. These monthly reports
shall be organized by individual object codes and account numbers and will document the
budgeted disbursements, current expenditure, current encumbrances, resulting balance and the
percent that remains available ang-budget-balanees These monthly reports shall be presented at
the first regular meeting of each month and, as timing allows, shall include direct copies of the
biannual and annual grant reports as submitted to the Grantor. and-shal

The Superintendent of Schools, in conjunction with the Business Manager, shall submit to the
Board an annual financial report covering the preceding school year. This annual report shall
include the most recent set of Annual Grant Reports, as submitted to the Grantors, shall also be
included in the annual Budget Report and Planning process. As timing allows, Monthly and
Annual Financial Reports shall include the same biannual and annual grant reports that are
submitted to grantors.

Legal Reference:
Connecticut General Statutes
10-222 Appropriations and budget.
Financial information system.

Policy Adopted: October 9, 1990
Policy Revised: , 2024
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Report Prepared, Reviewed, and Approved by the Ad Hoc Budget Procedure Committee, with
Members Jennifer White, Michael Whitney and lan Thomas (Chair).

Voted to send to the BOE Committee of the Whole on October, 10, 2024 with results of 3-0-0.
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