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The controls narrative below was prepared based on discussions with Susan Harrison, Finance Officer.  This narrative applies to all functions at the Board except Individual Schools.
The AP Clerk is Tennillia Oxendine
· An employee determines the need for a purchase.
· The department head or Principal verbally approves or disapproves this request.
· If approved, the department head or Principal notifies the department’s secretary or school’s secretary.

· The school secretary or department secretary creates a Purchase Order within the K-12 system
· The AP clerk prints all purchase orders each morning and performs the pre-audit function as the Finance Officer has delegated this requirement to the AP Clerk

· If the purchased item is to be acquired via E-Procurement, the PO is electronically submitted to the vendor.  If not acquired via E-Procurement, the PO is mailed directly to the vendor. 
· In both instances (E-Procurement purchases and non E-Procurement purchases), a carbon copy of the PO is sent to the person who originated the purchase.

· This carbon copy of the PO is to be signed by the person receiving the goods. 

· The vendor invoice is sent directly to the person who originated the purchase.

· This person attaches the invoice to the original purchase order.

· The invoice and PO carbon copy is sent to the AP Clerk who processes all invoices.
· The AP Clerk attaches the Finance Department’s copy of the PO to the copy received from the purchase originator and verifies agreement of the PO and invoice.  
· The AP Clerk enters the invoices into the accounting system.  
· The AP Clerk selects the items to be paid on the current check run and prints check edit report
· The AP Clerk reviews the check edit report for reasonableness

· If the disbursements are from state or federal funds, the system generates a data file of these checks that the Assistant Finance Officer, Sharon Baldwin submits via a secured connection on the internet to the NC State Treasurer for purposes of verification for “Positive Pay.”

· The Asst. Finance Officer prints the checks.  The checks are automatically signed when the checks are printed.
· The Asst. Finance Officer gives the checks back to the AP Clerk who mails the checks.
· The Asst. Finance Officer reviews check copies and supporting documentation for all disbursements and verifies the check sequence of disbursements.

· The Finance Officer and department heads review monthly income statements and budget to actual statements.  They research any unexpected balances in detail.
· The monthly bank statements are reconciled by the Finance Officer and reviewed by the Asst. Finance Officer.
Child Nutrition:
· For purchases of food, managers key orders into the system each week based on food needs determined by the menu.

· Once the order is keyed by the manager, Richard Jacobs (CN Director) at central office downloads the orders, reviews for reasonableness of quantities and items, and then makes changes as necessary (changes are usually made due to commodities, which the mangers do not know what’s to be received) 

· The CN Bookkeeper, Renee Priest, then generates a Purchase Order that includes the pre-audit stamp.

· When the PO prints, an electronic PO is automatically sent to the vendor for most vendors, others are faxed. 

· Managers at each school verify the orders when they are received, sign the invoice evidencing receipt of goods.  
· Managers bring the signed invoices along with other weekly paperwork to the central CN office each Tuesday.

· CN Bookkeeper consolidates the invoices for all schools, matches with PO’s and keys into the Meals Plus portal.

· Once the invoices are keyed, CN Bookkeeper notifies the AP Clerk in the Finance Department (Tennillia Oxendine) that the batch is ready to be paid.  

· Assistant Finance Officer prints the checks.

· All non-food purchases follow the same process described above for the system.

WALKTHROUGH – general disbursements:

See walkthrough documentation form at the 37 series for general disbursements.

