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28 days. Zero excuses. Let's make them count.

February may be short, but it's the perfect moment to make a big impact with your remaining state funds. Now is the
time to check balances, review financial deadlines, and make sure instructional dollars are put to work where they
matter most—supporting classrooms and students as they finish the year strong.

A great place to start? Poll your teachers. Ask what instructional supplies they need right now to enhance lessons,
engage students, and finish the semester with momentum. From classroom materials to hands-on learning tools,
there’s no better use of funds than investing directly in what supports teaching and learning. These funds are for our
students.

February Checklist:

+/ Review remaining state funds

+/ Connect with teachers to identify instructional supply needs

+/ Purchase supplies that will elevate classrooms and set students up for success

Short month. Smart planning. Real impact. o o
Ort MO, Smart praning. Testimpac -Shanice Sanders, Finance Officer
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— J Audits don’t have to be stressful! This
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SHOUT OUT to Tonya Barnes of Edwards Elementary and O seien el preciienl et Cipe o s

Dikeisha Woods of NEDA on successfully completing all — you -Stay CHEEOET, 'aV(.)ld pltf{ills, aondl ]
requirements of the NCASBO Treasurers Academy! This = ® confident when audit time arrives.

comprehensive training program reflects their dedication to 1. For proper checks and balances, Treasurers should not receipt
professional grow‘th) financial excellence, and Strong funds in I‘eceipl’ books. Another staff member should handle
stewardship of school funds. Their commitment to learningand ,  manual receipts, while Treasurers record transactions in

School Funds Online.

2. Treasurers should use the proper forms (such as Check Request
for Payment, Teacher Daily Deposit Report, Ticket Sales
Report, etc.) for School Funds at all times to ensure proper

best practices strengthens not only their schools, but our entire
organization. We appreciate their hard work and congratulate
them on this outstanding achievement. Please be on the
lookout for the next NASBO Treasurers Academy for 2026.

approvals and maintain accountability. These forms are located

on the Google Drive in the School Treasurer Information folder.
3.Under no circumstances are checks to be written to “Cash” or
“Petty Cash”. This weakens accountability and creates audit

risks. These checks can’t be traced to a specific person, making
it difficult to prove how funds were used. Checks should always
be written out to a specific person or company.

Monthly Birthday Spotlight '

We'dlike to wish a very happy birthday to the following employees celebrating this month:

aé«é ‘;%i}éﬁ,,] Chicquita Lucas 2,2
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https://drive.google.com/file/d/1EdViu3QzO94ttHCzOF3COOpbwCMgY2ij/view?usp=drive_link
https://drive.google.com/file/d/1EdViu3QzO94ttHCzOF3COOpbwCMgY2ij/view?usp=drive_link
https://drive.google.com/file/d/1FNQzfufp3VMA-s4kDDSELNSB0cQHCywM/view?usp=drive_link
https://drive.google.com/file/d/1JAqp4jV-WTuDZEc3mUBPg1h263_CP7Lo/view?usp=drive_link
https://drive.google.com/file/d/1JAqp4jV-WTuDZEc3mUBPg1h263_CP7Lo/view?usp=drive_link
https://drive.google.com/drive/folders/0Bxk_3Q2iBey8Ylo5MU1WOEFEaWc?resourcekey=0-Pa3cKO-utYROy5Q_oumTuw
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PAYROLL UPDATES N

¢ Next Payroll Submission Due Date - February 5, 2026
¢ Cut off Absence Date - February 5,2025

¢ Next Payday - February 27,2026

¢ Rewrite Date - March 3, 2026

February Pay Period Dates
Employee Description Pay Period Dates |# of Days
10 month (salary) 1027126 - 2/25/26 22
10 month EC/CITI (salary) |1/28/26 - 2/26/26 22
11/12 month (salary) 21126 - 2/28/26 20
Extended Employment 112126 - 2/6/26 20

Automatic AL Absence Posting - January Payroll Issue

Thank you to everyone for your patience, attention to detail,
and timely action as we worked through recent payroll and
absence issues. Your diligence in reviewing entries and
submitting payroll accurately is greatly appreciated and helps
ensure our payroll process remains accurate and compliav

You all are awesome!!

£2 REMINDERS/UPDATES e

Accounts Payable

¢ Audit Tip: Clear documentation is key. Invoices should
match the purchase order and receiving
documentation to support proper authorization and
compliance with audit requirements.

Cash

e Audit Tip: All cash collections should be receipted
immediately, documented accurately, and deposited
intact and timely. Proper separation of duties and
consistent reconciliation of receipts to deposits are
essential controls that help safeguard funds and ensure
compliance with audit requirements.

o Common Cash Handling Mistakes to avoid:
= Holding cash or checks to combine with a future
deposit
= Delayed receipting of collections
= Deposits not matching receipt totals
= Missing documentation or incomplete
reconciliation records
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School Funds Online Chart of Accounts

Contact the Assistant Finance Officer to set up district account codes. The following chart is based on funds now in use by
the schools and should be used by all schools to present uniformity in accounting. Accounts may be added to this chart to
facilitate proper accounting records upon written consent of the Assistant Finance Officer. Schools can set up sub-accounts,
as needed, without prior approval. Club or Class name should be used instead of personal names. Please check to make sure
that your accounts are set up correctly. Contact Kim Davis if any changes are needed.

‘oo

D Description Account Code
GenOff General Office 2xx
PD Professional Development 3xx
Sup/MA Instructional Supplies and Materials 4xx
Ath Athletics 5xx
F/D Fees and Donations 6xx
P/S Project Sales Txx
K C/O Clubs and Organizations Bxx )

LAST CHANCE TO SIGN
UP FOR THIS CLASS!!

Class Title:
Date & Time:
Venue:
Overview:

QUICK LINKS >>

POS Device Reservation
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https://drive.google.com/drive/folders/1msM4Cb04fzbQEHmT9koimXvYeszWGoJr
https://docs.google.com/forms/d/e/1FAIpQLSf-9C4bRsPSUcgkxwqDFdel_sYo-0kIPaZcjgaDTxlxAd3TbQ/viewform?usp=publish-editor
https://docs.google.com/document/d/1kSCGMEdi5XDMLXPN3rqOuIgWpYX8l48_/edit?usp=sharing&ouid=105883248948323119213&rtpof=true&sd=true
https://drive.google.com/drive/folders/1msM4Cb04fzbQEHmT9koimXvYeszWGoJr
https://docs.google.com/document/d/1kSCGMEdi5XDMLXPN3rqOuIgWpYX8l48_/edit?usp=sharing&ouid=105883248948323119213&rtpof=true&sd=true
https://docs.google.com/forms/d/e/1FAIpQLSd5LGSNlPecV9BxGscWZdczsZoCDht_w-FDqMpfDMOk4Luw-A/viewform?usp=header
https://docs.google.com/forms/d/e/1FAIpQLSd5LGSNlPecV9BxGscWZdczsZoCDht_w-FDqMpfDMOk4Luw-A/viewform?usp=header
https://docs.google.com/forms/d/e/1FAIpQLScDdQjAWASYT8259DaO_LywhShF9Cm7FYSyJiLYV1fumP-ZtQ/viewform?usp=header

