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It’s The Law !!!

 Oklahoma Statutes 70 § 5-135.2

 Oklahoma Administrative Code Title 210:25

State Department of Education Rules for Finance

 Oklahoma Administrative Code Title 780:15-3-4(h)

Rules for Career and Technology Education



OCAS was established to provide a standardized accounting and

reporting of revenue and expenditures and to maintain a system

of accountability. The accountability function would focus on

improved comparability of school district financial data,

enhanced data support as it directly pertains to the collection,

analysis, application, and reporting of financial data from local

districts. OCAS is based on the federal handbook, Financial

Accounting for Local and State School Systems, Revised 2009



Four Senate and House Legislative Staff Members

One Higher Education Member

One Career and Technology Member

One State Career and Technology Staff Member

Three County Superintendents

One State School Board Representative

Three Independent Certified Public Accountants

One Consultant

14 State Department of Education Staff Members

24 School District Personnel

Five Vendors



1988 – Senate Bill 372 OCAS starts with 11 test schools

Amber-Pocasset                         Bartlesville 

Byng                                          Enid

Frederick                                    Indianola

Keystone                                    McAlester

Muldrow                                    Muskogee

Texhoma



March 1991– Section of the State Department of Education was 
created in.

 Facilitate the final design of a true and fully integrated coding 
system

 Provide both initial and ongoing training to school district 
personnel

 Establish and maintain a system of accountability



May 1991 – House Bill 1236 codified a new law in Oklahoma 
Statutes under Section 5-135.2 of Title 70 as The Oklahoma Cost 
Accounting System.

July 1, 1991 – OCAS used for revenue and expenditures in all 
Funds except the School Activity Fund.

July 1, 1992 – OCAS used for revenue and expenditures in all 
Funds.



 Expenditure coding line is 27 digits

 Revenue coding line is 17 digits

 Cost shall be reported by curricular subject where applicable, 
with the exception of function 1000, which requires a subject 
code for all payroll and benefits (Object 100 and 200 Series).

 A program code is required for all expenditures coded to 
function 1000.



 The State Department of Education requires a program code  
be used with designated, restricted program funds 
(i.e., advance placement, alternative education, gifted and 
talented, special education, and Title I) regardless of the 
function code 

 Zeroes should be used in program and subject if function 1000 
or designated program monies are not used.

 Zeroes should be used in job classification if not coding 
salaries or benefits.



Permits local education agencies (LEAs) to accumulate
expenditures and revenue to meet a variety of specialized
management and reporting requirements, regardless of whether
they are district, state, or federal with the following categories:

EXPENDITURES
Project Job    Oper’l.        

FY Fund Reporting Function Object Program Subject Class Unit
XX      XX XXX            XXXX        XXX          XXX        XXXX      XXX    XXX

REVENUE

Project                Source                                    Oper’l.
FY Fund Reporting of Revenue Program Unit
XX             XX XXX                    XXXX                   XXX                XXX



A fiscal and accounting entity, with a self-balancing set of 
accounts recording resources, liabilities, residual balances or 
changes therein.  Fund Dimension definitions may be found on 
Pages B-1 through B-3 of the OCAS Manual. 

 10 – General Funds
 20 – Special Revenue Funds
 30 – Capital Projects Funds
 40 – Debt Service Funds
 50 – Endowment Funds
 60 – School Activity Fund
 80 – Trust and Agency Funds



Paragraph B – Revenue shall be derived from:

 Proceeds of school levies

 State Dedicated sources – Registration, license fees, taxes, or 
penalties collected at the state level and distributed to common 
school districts.

 State Appropriated sources

 County sources collected by county and distributed to 
common school districts, not including funds derived from 
Building Fund levy

 Gifts, Grants or Donations for Noncapital Expenditures



Paragraph H – The following revenue may be placed in General 
Fund or Building Fund:

 Rental, sale or lease of buildings

 Impact Aid



Paragraph A – Expenditures from the general fund shall be 
noncapital in nature. 

Paragraph D – Noncapital expenditures include, but not limited to:
 Maintenance, repair and replacement of property or equipment
 Initial or additional purchases of furniture or equipment
 Direct expenses for maintenance of plant, including grounds
 Salaries for maintenance of plant and upkeep of grounds
 Repair and replacement of building structures which do not add 

to existing facilities and which do not involve changes in roof 
structures or load-bearing walls and which are not classified as a 
capital expenditure in Paragraph C of this section.



Paragraph C – Capital expenditure is an expenditure which 
results in the acquisition of fixed assets or additions to fixed 
assets.  These include, but are not limited to:

 Purchases of land or existing building

 Purchases of real property

 Improvements of grounds and sites for construction purposes

 Additions to buildings

 Remodeling of buildings if it involves changes to roof            
structures or load-bearing walls

 Professional services



 Salaries and expenses of architects and engineers hired or 
assigned to capital projects.  Does not include expenses for 
bond issue preparation.

 Initial installation and extension of service systems and built-
in heat or air equipment to existing buildings

 Replacement of a building which has been destroyed
 Installments and lease payments on property that have a 

terminal date and result in the acquisition of property.  This 
does not include interest on these payments.

 Preliminary studies made prior to the time that authority to 
proceed with a construction project is given if authority is 
within the same fiscal year that the expenditure was made.



Paragraph F – District can make capital expenditures if:
 Destroyed by fire or natural disaster or an act of a public 

enemy of the United States or this state
 Limited to an amount necessary to defray the cost of 

rebuilding the facility which exceeds monies received from 
insurance, federal reimbursement, contributions and state 
allocations

Paragraph K – Upon approval of the State Board of Education if:
 Bond issue has been rejected within the current school year              

-OR-
 District has voted indebtedness at any time within the 

preceding three school years through the issuance of bonds or 
voters approval of issuance of new bonds for more than 85% 
of maximum allowable



The following revenue may be placed in the building fund:

 Proceeds of a building fund levy, not to exceed five mills in 
any year

 State-appropriated revenue for the purpose of capital 
expenditures or projects

 State-allocated revenue

 Donates for the purpose of capital projects or improvements



The following expenditures may be made from the building fund:

 Erecting, remodeling, repairing or maintaining school 
buildings

 Purchasing furniture, equipment and computer software to be 
used on or for school district property

 Repairing and maintaining computer systems and equipment

 Paying energy and utility costs

 Purchasing telecommunications utilities and services



 Paying fire and casualty insurance premiums for school 
facilities

 Purchasing security systems and salaries for security personnel

 Acquisition, design, construction and maintenance of a school 
building parking lot

 Salaries of maintenance and janitorial personnel

 Acquisition of a school building site

 Purchasing band instruments

 Acquisition, design, construction and maintenance of  a sports 
facility



The following expenditures cannot be made from the building 
fund:

 Construction of black top road as access road to district 
buildings

 Student transportations expenditures

 Salary of a cook



Revenue is derived from ad valorem taxes or otherwise as 
provided by law.

Allowable expenditures are as follows:

 Bond Payments

 Court-ordered Judgments

 Interest on bond or judgment payments



Permits the LEAs to track district, state and federal funds to meet a 
variety of specialized management and reporting requirements.  

 000                Noncategorical Funds (Local and County)

001 – 298  Assigned for local tracking purposes

 300 Series     State Programs

 400 Series     Vocational Programs

 500 Series     No Child Left Behind

 600 Series     Special Education

 700 Series     Other Federal Sources

 800 Series     School Activity Fund

801 – 009  Assigned for Activity Fund subacccounts



The action a person takes or the purpose for which a thing exists or 
is used.

 1000                 Instruction

 2000                 Support Services

 3000                 Operation of Noninstructional Services

 4000                 Facilities Acquisition and Construction Services

 5000                 Other Outlays

 7000 – 8000     Other Uses and Repayment of Funds



Identifies the service or goods obtained by the district.

 100     Personnel Services – Salaries

 200     Personnel Services – Employee Benefits

 300     Contracted Services

 400     Purchased Property Services

 500     Other Purchased Services

 600     Supplies

 700     Property

 800     Other Objects

 900     Other Uses of Funds



A plan of activities and procedures designed to accomplish a 
predetermined objective or set of objectives.
 000     Undistributed Expenditures
 100     Regular Programs
 200     Special Programs
 300     Vocational Programs
 400     Other Instructional Programs
 500     Continuing Education Programs
 600     Community Services Programs
 700     Child Nutrition Programs
 800     Competitive Athletic Programs
 900     Cocurricular and Extraccurricular Programs



 0000                Nonsubject

 1010                Pre-Kindergarten 

 1020                Kindergarten

 1030                Transitional/Developmental First Grade

 1050                Self-Contained Elementary Education (1st-8th)

 1100 – 2300    Departmentalized Elementary Education (1st-8th)

 1060                Self Contained High School Special Education

 2400 – 5700    Secondary Education (9th-12th)

 8000 – 9000    Career and Technology Education



 000     Nonsalary

 100     Official - Administrative

 200     Professional - Educational

 300     Professional - Other

 400     Paraprofessional

 500     Technical

 600     Office/Clerical Support

 700     Crafts and Trades

 800     Operative

 900     Laborer



Identifies the accredited site according to grade span where 
expenditure or revenue is credited.

 050                Districtwide

 100 – 499      Elementary (PK – 8th Grade)

 500 – 599      Middle School (5th – 8th Grade)

 600 – 699      Junior High School (7th – 9th Grade)

 700 – 799      Senior High School (9th – 12th Grade)

 970 – 989      Charter Schools

 998                Interlocals



Identity of the funds.

 1000     District Sources

 2000     Intermediate or County Sources

 3000     State Sources

 4000     Federal Sources

 5000     Nonrevenue Receipts

 6000     Balance Sheet Accounts



A plan of activities and procedures designed to accomplish a 
predetermined objective or set of objectives.

 000     Undistributed Expenditures

 276     REAC³H Program

 277     Teacher Leader Effectiveness (TLE)

 700     Child Nutrition Programs

 800     Competitive Athletic Programs
 900     Cocurricular and Extraccurricular Programs



Superintendent – Function 2321, Job Class 115

Superintendents may not be paid with federal funds.

Office of Management and Budget (OMB) Circular A-87

The individual serving as superintendent cannot be given the 
Flexible Benefit Allowance (FBA) – Projects 331 or 334.



Encumbrance Clerk – Function 2511

District Employee – Job Class 601

Contract Services – Object 331

Minutes Clerk – Function 2312

District Employee – Job 614

Contract Services – Object 310



Treasurer – Function 2313

District Employee – Job Class 301 or 601

Contract Services – Object 310

The district may choose to use the County Treasurer

Independent Auditor – Function 2318

Contract Services – Object 331



 School Districts 

 District Independent Auditor

 Other State Agencies

 National Center for Education Statistics

 United States Census Bureau

 Governor’s Budget

 Legislative Requests

 Public Open Records Requests



 Financial Accounting – Calculations for the following reports 
are in the Policies and Procedures Section

Administrative Cost – Pages 9-11, 

General Fund Balance Carryover Penalty – Pages 34-37

No Child Left Behind Maintenance of Effort – Page 38

Special Education Maintenance of Effort – Page 39

Special Education Maintenance of Effort – Page 40

Indirect Cost Rate – Page 41



 Child Nutrition

 Gifted and Talented

 Alternative Education

 Early Childhood

 Per Pupil Expenditure



OCAS

Oklahoma Cost Accounting System

OSDE

Oklahoma State Department of Education

FBA

Flexible Benefit Allowance

LEA

Local Education Agency

FR3

OSDE School District Final Revenue and Expenditure Report



Site                                                                                                     
Individual Building in a District

ADA

Average Daily Attendance

ADM

Average Daily Membership

IDC

Indirect Cost

Per Cap 

Revenue or Expenditures generated per student



Per Pupil Expenditure (PPE)

Amount spent per student

SPR

School Personnel Records

FTE

Full time Equivalency

GMS

Grants Management System

SIS

Student Information System



Excess Cost

Special Education requirement to spend federal Special
Education monies on direct services

Maintenance of Effort

Maintaining current level of expenditures with local moniesand 
use of federal funds for excess cost

CFDA   Number

The number from the Catalog of Federal Domestic Assistance 
that identifies a specific federal program

SEFA

Schedule of Expenditures of Federal Awards



OAC

Oklahoma Administrative Code

NCLB

No Child Left Behind

OECS

Oklahoma Educator Credentialing System

RSA

Reading Sufficiency Act

ACE

Achieving Classroom Excellence



OCAS Manual

Policy and Procedures

CODED

Coding Obstacles Districts Encounter Daily Handbook

School Laws of Oklahoma

Technical Assistance Document



The who, what, where, why, when and how of OCAS.

At least you have a better idea of ……
Who OCAS or Financial Accounting is

What OCAS is

Where OCAS is used

Why OCAS is used

When OCAS is used

How OCAS is used

Okay, you now know who to call when you want to 
know the rest!



Oklahoma Association of School 
Business Officials

Financial Accounting
Pam Honeysuckle, Financial Specialist



Program Code 426 for ACE Project 361 & 362 

Program Code 427 for RSA 367

New Program Codes for FY 14

OCAS / Proper Use of Codes



Object Code 350 series can only use Function Code 2317

Object Code 570 can only use Function Code 3120 and 3140

Object Code 760 can only use Function Code 1000, 2650, 2720, 
and 3190

New Edit Checks

OCAS / Proper Use of Codes



Project Code 331 Can Only Use Object Code 115, 231, and 232

Project Code 332 Can Only Use Object Code 125, 241, and 242

Project Code 334 Can Only Use Object Code 115, 212, 213, 214, 
215, 216, 217, 218, 231, 232

Project Code 335 Can Only Use Object Code 125, 222, 223, 224, 
225, 226, 227, 228, 241, 242

New Edit Checks

OCAS / Proper Use of Codes



OCAS / Proper Use of Codes

Negative Fund Balances
(This is usually because the beginning balance is not recorded)

Coding to object 890

Lapsed Appropriations and E‐Stopped warrants were not recorded 
in OCAS data

Bank Charges/Fees were not recorded in OCAS data.



Negative Amounts

Negative Warrant Amounts

Districts  Coded   4,340,078.40  in Negative Warrants
Districts  Coded   121,025.20 in Negative Encumbrances

Negative Revenue Amounts

Districts Coded   2,465,211.57 in Negative Revenue

OCAS / Proper Use of Codes



Superintendent Salary did not Balance with School Personnel Records.

Common Coding Errors in FY 13

OCAS / Proper Use of Codes



Common Coding Errors in FY 13

Superintendent Salary did not Balance with School Personnel Records.

OCAS / Proper Use of Codes



Administrative Cost
70 O.S. § 18-124

Superintendent’s Salary
60% Superintendent
40% Principal

Teacher
Library Media Specialist
Counselor

OCAS	/	Proper	Use	of	Codes



• Common Coding Errors in FY 13

Function Code 5200 Should Balance with Revenue Code 
5120‐5190
Function & Revenue Code 5300 Clearing Account ‐ Should 
be a Zero Balance
5400 Indirect Cost ‐ Should be a Zero Balance
5600 Correcting Entry code – Should be a Zero Balance
5800 Charter School – Should balance with Sponsoring 
District

Object Code 290 Workers Compensation – Should be a Zero 
Balance

OCAS	/	Proper	Use	of	Codes



Troubled Areas

Project 698 Medicaid (SOR 4580)

Function 8100 Restricted Funds State/Federal

Function 8900 Other Funds (not from one sub‐account to 
another sub‐account)

OCAS / Proper Use of Codes



• Coding of State Money

• Project 362 Ace Remediation

• Districts Received  $6,790,759.26

• Districts Expended $3,000,868.23

• Difference of  $3,789,891.03

OCAS	/	ProperUse	of	Codes



• Coding of State Money

• Project 367 Reading sufficiency

• Districts Received  $4,015,830.64

• Districts Expended $3,284,231.79

• Difference of  $ 731,598.85

OCAS / Proper Use of Codes



• Coding of Federal Money 
• Child Nutrition

In Project 763 District Received  $425,830.80 
In Project 763 District Expended $400,000.80

Difference $ 25,830.80

FY 14 This Difference Should Come in as Cash Forward
11 or 22 763‐6110‐700 $ 25,830.80

OCAS / Proper Use of Codes



• Coding of Federal Money – Over Coding

• Project 511 Title IA

• Districts Received    $153,613,152.49

• Districts Expended  $128,310,331.70

• Difference of  $ (25,302,820.79)

OCAS / Proper Use of Codes



• Coding of Federal Money – Over Coding

• Project 621 Special Ed Flow Through

• Districts Received   $129,412,084.19

• Districts Expended  $151,575,291.76

• Difference of  $(22,163,207.57)

OCAS / Proper Use of Codes



• Function Code Requires a Program Code
• Object Code 330 is Not a Bold Code
• Certified Object Code Using Support Job Classes
• Object Code 130 is Not a Bold Code
• Object Code 140 is Not a Bold Code
• Project Code 361 and 362 Can Only Use Program 426
• Project Code 367 Can Only Use Program 427
• Subject Code 1010 is Not a Bold Code
• Subject Code 1020 is Not a Bold Code

OCAS / Proper Use of Codes

Top Errors for FY 14



July 15th – 34 Schools Locked Financial Transactions

July 31st  – 145 Schools Locked Financial Transactions

August 15th – 213 Schools Locked Financial Transactions

336 Schools or ILC’s waited until the last two weeks in August to 
Lock Financial Transactions.

Timely Submissions FY 13

OCAS / Proper Use of Codes



Financial Accounting
Contact Information

405‐521‐2517

Nancy Hughes, Executive Director
Nancy.Hughes@sde.ok.gov

Katherine Black, Financial Specialist‐Auditing
Katherine.Black@sde.ok.gov

Pam Honeysuckle, Financial Specialist
Pam.Honeysuckle@sde.ok.gov

Iona Martin, Financial Specialist
Iona.Martin@sde.ok.gov



Oklahoma Department of Education
Child Nutrition Programs

School Year 2014
3/10/2014 Financial Accounting in Child Nutrition 1



Child Nutrition 
and

Oklahoma Cost Accounting System 
(OCAS)

3/10/2014 Financial Accounting in Child Nutrition 2



WHY OCAS CODES CHANGED FOR 
CHILD NUTRITION

History of OCAS

Child Nutrition always FEDERAL

Project Codes in 300 Series = STATE

Project Codes in 700 Series = FEDERAL

Change was made to get it RIGHT!
3/10/2014 Financial Accounting in Child Nutrition 3



PROGRAM CODE 700

Expenditures and revenues from Child 
Nutrition are identified to be Project‐
specific:
National School Lunch Program
School Breakfast Program
After School Snack Program
Fresh Fruit and Vegetable Program

Used to calculate different reports 
required by USDA.

3/10/2014 Financial Accounting in Child Nutrition 4



PROJECT REPORTING CODES
763 = National School Lunch

764 = School Breakfast

765 = Special Milk

766 = Summer Food Service

768 = Fresh Fruit/Vegetable

769 = Child and Adult Care Food

385 = State Match

000 = Local
3/10/2014 Financial Accounting in Child Nutrition 5



PROJECT REPORTING CODES in 
700 SERIES

700 Series = FEDERAL FUNDS = Teacher 
Retirement Match

Breaking down ONE invoice for all costs

3/10/2014 Financial Accounting in Child Nutrition 6



WHY ALL THIS CODING??

Maintenance of the Child 
Nutrition Account 
Paid Lunch Equity
Revenue from Nonprogram
Food
Indirect Costs
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MAINTENANCE OF CHILD 
NUTRITION ACCOUNT

Maximize benefits to students
Ensure federal funds used 
only for operation or 
improvement
Compliance with federal 
regulations

3/10/2014 Financial Accounting in Child Nutrition 9



QUESTIONS TO ASK
Was a year‐end review of total 
revenues/expenditures 
conducted?
Did expenses exceed 
revenues?
Were surplus revenues used to 
support only Child Nutrition?
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QUESTIONS TO ASK
Were the net cash resources 
limited to an average three‐
month operating balance or 
less?
Were there records to 
document compliance with all 
revenues received and 
expenditures made?
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EXCESS FUNDS IN CHILD NUTRITION

What happens?

In‐Compliance Excessive Funds vs. Out‐of‐
Compliance Excessive Funds

All excessive funds must be re‐coded from 
previous fiscal year into new fiscal year:
o Use the appropriate Project Reporting Code.
o Use Source of Revenue Code 6110, Program Code 
700.
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CHILD NUTRITION EXPENDITURES
Must meet requirements of 2 CFR §225.

Must be reasonable, necessary, and 
allocable.

Must be treated as DIRECT or INDIRECT.

Some must have State Agency approval.

Must be supported by source documents.

Must be reported to OCAS accurately.
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REVIEW OF ALLOWABLE COSTS
Review of district’s OCAS Report for previous 
year.

Determine whether selected expenses are 
allowable.

Ensure there are accurate and sufficient 
supporting documentation.

Verify that OCAS report includes ALL costs 
charged to Child Nutrition.

Select sample of at least 10% of district’s Child 
Nutrition expenses to test for compliance.
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10% SAMPLE SIZE EXAMPLE
$100,000 TOTAL Expenses from OCAS 
Report
10% of $100,000 = $10,000
$40,000 Food =  $4,000 in Food 
Expenses
$50,000 Labor = $5,000 in Labor 
Expenses
$10,000 Other = $1,000 in Other 
Expenses
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PAID LUNCH EQUITY
Requires districts to charge PAID
students, on average, the difference 
between FREE / PAID 
reimbursement rates for lunch.

For 2014 School Year:  $2.63 or $2.65

Districts can charge less if can show 
non‐federal funds subsidize PAID 
student lunches.
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PAID LUNCH EQUITY
School Districts Exempt from PLE:

oNonpricing Districts
oProvision Districts

Districts NOT Exempt:
oMust complete PLE Tool each 
spring

oMust raise prices according to PLE 
Tool or show subsidy

3/10/2014 Financial Accounting in Child Nutrition 18



QUESTIONS TO ASK
Was the PLE Tool completed?
Did the district increase its 
PAID lunch prices if the Tool 
indicated it was required?
If not, did the district use non‐
federal funds to support its 
paid lunch prices?
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ALLOWABLE NONFEDERAL 
SOURCE FUNDS

Per‐lunch reimbursements for paid 
lunches from state, county, 
districts, or others.

Funds provided by organizations.

Any portion of State Match that 
exceeds requirement.
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UNALLOWABLE NONFEDERAL 
SOURCE FUNDS
Any payments provided to support 
School Breakfast or other Child 
Nutrition Programs

Any payments provided to support FREE 
or REDUCED‐PRICE meals

Any in‐kind contributions converted to 
direct cash expenditures 
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EXAMPLES OF CODING 

If NOT charging Paid Students 
enough AND General Fund is 
paying for meals for Child 
Nutrition:
Code Student Meals to Fund 11.
Project Reporting Code 000 / Function 
Code 3150.
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PAID LUNCH EQUITY TOOL
Done by State Agency in 2015, 
because SITE data will be 
collected.

Formula for determining if a 
district has any Nonfederal 
Source Funds to use for 
subsidizing.

3/10/2014 Financial Accounting in Child Nutrition 23



3/10/2014 Financial Accounting in Child Nutrition 24



DEFINITION OF
NONPROGRAM FOODS

Foods/beverages  purchased from 
Child Nutrition food service 
account and sold NOT as a 
reimbursable meal

 Includes a la carte items, adult 
meals, catering, contract, vending 
–anything NOT on the tray.
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REVENUE FROM NONPROGRAM 
FOODS
Ensure that all foods/beverages sold 
outside reimbursable meals are priced 
to generate revenue that, at a minimum, 
will equal the cost of the 
foods/beverages purchased.

Districts must determine total food
costs and what proportion of that total is 
nonprogram food.
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CALCULATING NONPROGRAM 
FOOD EXPENDITURES

Food  costs of reimbursable meals

Food costs of nonprogram foods

Revenue from nonprogram foods

Total revenue
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NONPROGRAM FOODS AND OCAS
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NONPROGRAM FOOD REPORT 
MUST SHOW

Total a la carte / catering / 
adult / contract / vended foods 
revenues must = or exceed the 
percentage of expenditures for 
these items.
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EXAMPLE OF CODING

If General Fund is paying ADULT /  
A LA CARTE:
Code Adult Foods to General Fund.
Project Reporting Code 000 / Function 
Code 3155.
Code A la Carte to General Fund—
Project Reporting Code 000 / Function 
Code 3110.
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ITEMS TO KEEP IN MIND

Charge at minimum FREE rate of 
reimbursement for adult/contract 
meals. (Lunch:  Add commodities)

Charge at minimum what a la carte/ 
catered/vending foods cost.

Purchase these foods from another 
fund—not Child Nutrition account.
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ALLOWABLE COSTS RQUIREMENTS

Reasonable
Necessary
Allocable
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EXPENDITURE IS REASONABLE

Conforms with federal law/ 
regulations/Program terms.

Legal under state/local law.

Not extreme; not excessive.
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EXPENDITURE IS NECESSARY

Consistently treated as Direct 
or Indirect. 

Net of applicable credits.

Indispensable/essential.
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EXPENDITURE IS ALLOCABLE

Capable of being set apart or 
apportioned for a specific purpose

Determined in accordance with 
Generally Accepted Accounting 
Principles (GAAP)

Adequately documented
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COSTS
ALLOWABLE

Salaries/Benefits
Job Related Travel
Training
Food / Beverage Costs
Food Service Supplies
Equipment
Procurement Plan 
followed

UNALLOWABLE

Items unrelated to 
Child Nutrition
Alcoholic beverages
Entertainment
Costs of general 
government lobbying
Contribution to 
contingency funds
Bad debt

3/10/2014 Financial Accounting in Child Nutrition 37



CAPITAL EXPENDITURES
Defined as having an acquisition 
cost of $5,000 or more

Must have State Agency approval

EXAMPLE:  Equipment; building 
renovations

MUST NOT buy land, buildings, or 
construct buildings
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INDIRECT COSTS VS. DIRECT COSTS
Indirect:  

o Incurred for benefit of multiple 
programs, functions, or other cost 
objectives.

o Not readily identified

Direct:  
o Incurred specifically for a program or 
other cost objective

o Clearly identifiable
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EXAMPLES
DIRECT COSTS
Salaries/Benefits
Travel
Training
Food / Beverage 
Costs
Food Service 
Supplies
Food Service 
Equipment

INDIRECT COSTS
Payroll Services
Human Resources
Workers’ Comp
Electricity
Gas
Trash
Phone
IT Services
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AUDIT FINDINGS

No segregation of duties 
whenever money is collected 
and deposited.

Expenditures exceed revenues 
received for specific OCAS 
codes.
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AUDIT FINDINGS

Project Reporting Code 385  
used for all Child Nutrition 
Programs

Federal Matching requirement 
for Teacher’s Retirement was not 
met
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AUDIT FINDINGS
State Match (385) 
reimbursement was not coded 
properly.

Total revenues received under 
700 series Project Reporting 
Codes were not expended—This 
should NOT be a finding.
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THINGS TO REMEMBER
Child Nutrition monies CANNOT
 Pay for ADULT meals
 Pay for a la carte items, unless total cost is recovered
 Pay for PAID student lunches if charges for lunches is less
than the difference between the FREE reimbursement rate 
and the PAID reimbursement rate.

 If General Fund is paying for above items, use codes 
under Project Reporting Code 000.

Any salaries of personnel who are part of the Teachers’ 
Retirement System that are paid from Federal funds, 
must also pay a State Match to TRS.

REMEMBER:  If 385 money in Fund 22, must spend 385 
money out of Fund 22.
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CHILD NUTRITION
FINANCIAL ACCOUNTING 

QUESTIONS???
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Debbie Hamilton, Dir. of Training
405‐522‐5037
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SCHOOL PERSONNEL RECORDS

(SPR)

Tammie Hall, Coordinator



Second Semester 2013-2014 Due Dates

Superintendent’s Contract: 15 days after signing

Updated Final Personnel Reports: Friday, March 14, 2014

End-of-Year Personnel Reports and Certified Substitute
Teachers: Monday, June 16, 2014

The End-of-Year Personnel Reports will be open the first week
of May.
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OnLine School Directory

Each time the personnel reports are due, the OnLine School
Directory will also need to be Updated and Certified.

 Please keep the OnLine School Directory Updated.
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School E-Mail Addresses

All Certified and Support employees’ school e-mail
addresses must be kept current.

5



All Certified Salary Must Be Reported

Oklahoma Statute Title 70 § 6-101.6

Law:  Section 1, Paragraph “a”

Employee Information

Salary Information

Fringe Benefit Information

Law: Section 1, Paragraph “b”

Oklahoma Administrative Code (State Board of Education
Regulation)
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It’s the 
Law!!!



End-of Year Certified and Support 
Personnel Reports

Adjust days employed, salary and fringe benefits for 
anyone leaving the district.

Give anyone leaving the district a “Reason For Leaving” 
(RFL) code.

Add newly hired employees.

Add substitute teachers and temporary employees.

NEW:  Add Contracted Services to the personnel reports.
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Reporting Contracted Services

Report any Contracted Services with the following object
codes on either the Certified or Support Personnel Reports
(Example – Occupational Therapist, Physical Therapist
etc.):
310 – Official/Administr5ative Services

320 – Professional Education Services

331 – Accounting Services

336 – Medical Services

420 – Cleaning and Laundry Services (Support Only)

430 – Repairs and Maintenance Services (Support Only)
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There is no add
fringe button if
using contracted
services object
code (paytype).



National Board Certified Teacher (NBCT) 
Bonus

 Should be reported on the End-of-Year Certified 
Personnel Report.

Use “Paytype” (Object Code) “171” – Bonus for Certified 
Staff.

(Bonus exempt from Teacher Retirement)
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Certified Substitute Teachers

Report ALL Certified Substitute Teachers on the End-of-
Year Certified Personnel Report.

Required information.
All demographic information

Zero for years of teaching experience

Site code

Job code “214” Substitute Teacher

No subject or program codes are required

Pay Type “131” Certified Substitutes’ Salaries for Certified Staff

Yearly amount paid

Fraction of day and days employed
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Superintendent Coding

Up to 40% of superintendent’s salary can be coded to:
Principal (Job Class Code 112)

Counselor (Job Class Code 203)

Library/Media Consultant (Job Class Code 206)

Teacher (Job Class Code 210)
(Only the fraction of day that a superintendent is in a classroom as the 
teacher of record)

 All other superintendent’s salary should be coded to:
Superintendent (Job Class Code 115)
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Superintendent Coding

MUST report Teachers Retirement Offset Credit on the
Certified Personnel Report.

Superintendent’s DO NOT receive Flexible Benefit
Allowance (paid by the state), their health insurance
should be coded to object code 213-Health and Accident
Insurance-Certified Personnel.

ALL  SUPERINTENDENT’S  CODING  MUST  MATCH  
THE  OCAS  DATA,  AND  WILL  BE  CHECKED!
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Shared Superintendent Application FY2015

Application and ALL required documentation are due to
the Oklahoma State Department of Education, School
Personnel Records, by June 30 of the year preceding the
year of contract; late submissions WILL NOT be
considered.

The updated application can be found on the Oklahoma
State Department’s webpage under either School
Personnel Records or State Aid.

Required Documentation:
 Signed contract with each district.

Board approval (copy of board minutes) from each district.

Completed and signed application.
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Print Reports/Edit Checks

Certified FTE Checklist
(Full Time Equivalency)

 Part-Time FTE Checklist
(Full Time Equivalency)

Underpaid Teacher Report

Certified – No Salary

 Support – No Salary

Certified with no FBA
(Flexible Benefit Allowance)

 Support with no FBA
(Flexible Benefit Allowance)

Certified Expired Report

Certified Federally Funded

 Support Federally Funded
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Formula to Calculate Full Time 
Equivalency (FTE)

Number of days employed, divided by, number of days in
contract, times, fraction of day employed.

Example:

90 days employed ÷ 180 days contracted = 0.500

0.500 × 0.500 fraction of day = 0.250
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Obtaining “Adjunct” Teacher Numbers

Core subject area
Bunny Farley, Professional Services (405) 521-4527

Non-core subject area
Tammie Hall, School Personnel (405) 521-3369

Fax or E-Mail a request with class assignment number, 
description, and a copy of board minutes approving the adjunct 
teacher

Noncertified coach
Report on Support Personnel Report with job class code “201” 
(Coach)
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School Personnel Procedure

To make any necessary corrections to the Personnel
Reports from February 3rd through May 1st.

E-Mail: Tammie.Hall@sde.ok.gov

Brad.Barker@sde.ok.gov

Phone: Tammie Hall – (405)521-3360

Brad Barker – (405)521-3369

We will OPEN the reports.
The Superintendent must “Certify” the reports again within 24
hours.
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Grants Management & Expenditure Report

All Federal Programs are using the Grants Management 
System (GMS) to approve all federal applications and pay 
claims.

The GMS is linked to the School Personnel Records 
(SPR) system and the Highly Qualified Teacher (HQT) 
system.

GMS  &  SPR  DATA  MUST  MATCH!!!
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Obtaining Teaching Experience

 Single Sign On Site
Accreditation/Accountability/HQT  
District user access

Educator Search
Choose any site

Educator search again

Required Information
Social security number or teacher number

Last name (as it appears on teaching certificate)
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2014-2015 Due Dates

Superintendent’s Contract:  15 days after signing

Initial Personnel Reports:  Wednesday, October 1, 2014

Administrators’ Salary and Fringe Benefit Report:  Pulled from 
the Initial Personnel Report in October

Local School District’s Salary Schedule:  
Friday, November 14, 2014

Final Personnel Reports:  Monday, February 2, 2015

End-of-Year Personnel Reports and Certified Substitute 
Teachers:  Monday, June 15, 2015
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State Minimum Salary Schedule FY2014
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STATE MINIMUM TEACHER SALARY SCHEDULE
2013‐2014

70 O.S. § 18‐114.13

Year of Bachelor's Degree *Bachelor's + National Board *Master's Master's +    National Board Doctor's
Experience Degree Certification Degree Certification Degree

0 $31,600 $32,600 $32,800 $33,800 $34,000
1 31,975 32,975 33,175 34,175 34,375
2 32,350 33,350 33,550 34,550 34,750
3 32,725 33,725 33,925 34,925 35,125
4 33,100 34,100 34,300 35,300 35,500
5 33,500 34,500 34,700 35,700 35,900
6 33,900 34,900 35,100 36,100 36,300
7 34,300 35,300 35,500 36,500 36,700
8 34,700 35,700 35,900 36,900 37,100
9 35,100 36,100 36,300 37,300 37,500
10 35,950 36,950 37,575 38,575 39,625
11 36,375 37,375 38,000 39,000 40,050
12 36,800 37,800 38,425 39,425 40,475
13 37,225 38,225 38,850 39,850 40,900
14 37,650 38,650 39,275 40,275 41,325
15 38,075 39,075 39,700 40,700 41,750
16 38,500 39,500 40,125 41,125 42,175
17 38,925 39,925 40,550 41,550 42,600
18 39,350 40,350 40,975 41,975 43,025
19 39,775 40,775 41,400 42,400 43,450
20 40,200 41,200 41,825 42,825 43,875
21 40,625 41,625 42,250 43,250 44,300
22 41,050 42,050 42,675 43,675 44,725
23 41,475 42,475 43,100 44,100 45,150
24 41,900 42,900 43,525 44,525 45,575
25 42,325 43,325 43,950 44,950 46,000

*National Board Certification columns are for teacher's who received National Board Certification after June 30, 2013.

Beginning with the 2013-2014 school year, teachers in the public schools of Oklahoma shall receive in salary and/or fringe benefits not less than the
amount specified in the following schedule. When determining minimum salary, "fringe benefits" shall mean only the employee's share of retirement, if
paid by the district.



Substitute Teachers

 Substitute Teachers

Ninety (90) days per school year WITHOUT a degree or
expired certificate.

One hundred (100) days per school year WITH a degree or
expired certificate.

70 O. S. Supp. 2009, § 6-105
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Substitute Teachers

 Substitute Teachers

No limit on number of days with a valid teaching
certificate.

Each school district shall adopt a policy which sets forth
the maximum number of days a substitute may be
employed for the same assignment if the substitute does
NOT hold a valid certificate.

70 O. S. Supp. 2009, § 6-105
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Continuing Contracts

 Binding Contracts per 70 O. S. § 6-101

School districts must notify teachers who will not be re-employed
the next year by registered or certified mail BEFORE the first
Monday in June.

Teachers must notify the school district by registered or certified
mail BY fifteen (15) days after the first Monday in June of their
intention to not return the next school year.

OTHERWISE
A binding contract exists between the school district and
the teacher.
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School Personnel Records Staff

Lynn Jones, Executive Director                                                
Accreditation Standards and School Personnel Records

Tammie Hall, Coordinator
Phone:  (405) 521-3360

Brad Barker,  Informational Representative
Phone: (405) 521-3369

E-mail: First.Last@sde.ok.gov

Fax number: (405) 522-1519
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THE JOURNEY OF THE AUDIT 

Katherine Black
Audit Coordinator-Financial Specialist
Financial Accounting/OCAS
Oklahoma State Department of Education
405.521.2517



Why Do I Have to Have an Audit?

 Federal Law:
 Office of Management 

and Budget (OMB) 
Circular No. A-133, 
Subpart B§___.200 (a) 
“Non-Federal entities 
that expend …$500,000 
…or more in a year in 
Federal awards shall 
have a single or 
program-specific audit 
conducted for that year 
in accordance with the 
provisions of this part.”

 Oklahoma State Law:
 Title 70 §22-103(A)

 “The board of 
education of each 
school district in this 
state shall provide 
for and cause to be 
made an annual audit 
of such school 
district for each 
fiscal year. Said 
audit shall be a 
financial audit and a 
compliance audit of 
all funds of the 
school district, 
including the records 

of all student activity 
funds designated in 
Section 5-129 of this 
title.”



Preparing for an Audit

 Provide the auditor somewhere to conduct the audit 
including large tables and chairs near an electrical outlets.  

 Have Available for Review:

 Board Minutes
 Bank statements for the period July 1 to June 30 for the 

General, Building, Child Nutrition, Sinking, Bond or other 
funds such as Activity and Lunch Funds.  

 Bank reconciliation for all accounts:  include all canceled 
checks and bank statements. 



Preparing for an Audit

 Warrant Registers for all Funds.
 Expenditures Summary by fund. This information should 

match your OCAS data (FR3)
 Unpaid Encumbrances (list)
 Receipt Registers and Receipt Books
 Activity Fund report showing year to date status and the 

board approved list of Activity Fund subaccounts with 
descriptions of approved revenues and expenditures.

 Access to all purchase orders and paid invoices.  Remember 
that someone should be signing for the receipt of goods or 
services on the invoices.  (Board approved purchasing 
agent)



Preparing for an Audit

 If you have any checkbooks.
 Commodities Report from the Department of Human Services 

showing all food commodities delivered RPT097.
 Quarterly Payroll Reports
 Copies of Bond Repayment Schedule
 Summary of all litigation involving the district
 Personnel Contracts Regular and Extra Duty. Contracts with any 

outside source.



Preparing for an Audit

 Information for Federal Programs including the allocation 
notice, detailed and summary expenditure reports, 
budget applications, payment notices, student eligibility 
forms and relevant student files, and Lunch Fund reports 
showing meal counts and free and reduced lunch 
applications.  

 Copies of Surety Bonds.  Remember the Superintendent, 
Treasurer, Encumbrance Clerk, Activity Fund Custodian 
and Minutes Clerk are required by state statue to be 
covered by a surety bond.



Audit Time Line

 March 31 – “A” Audits Due- [Per Office of Management and Budget 
(OMB) Circular No. A-133, Subpart C§___.320 (a)]

 April 30 – “B” Audits Due [Per 70 O.S. §22-108(A)]

 Or 30 Days- Regardless of A or B audit , the audit must be 
submitted to the State Board of Education 30 days after the audit 
has been presented to the local board of education. [Per 70 O.S. 
§22-108(C)] 
 If the audit is late, the SDE can hold State Aid and/or Federal Program Funds.

 June 30 – Audit contract between the district and the independent 
auditor due. (Oklahoma Administrative Code 210:25-5-5 Auditing)



How Do I Know?

 Audit Determination Letters- State Department of 
Education (SDE) notifies districts around late 
December early January whether the district needs 
an “A” audit or a “B” audit.
 Letters are calculated from the district’s previous year’s 

OCAS expenditure data upload. 
 Calculation combines federal encumbrances, federal 

warrants and commodities (from DHS). Project codes 
421-798 excluding 469 which is the Oklahoma Lottery 
Education Fund.  



Audit Requirements

 A and B audits  must be:
 Complete
 Presented to the local board of education
 Local board signs and attaches the audit 

acknowledgement page to the audit.
 *Note-audit isn’t considered received until the audit 

acknowledgement page is received.

 Submitted to State Department of Education/ Financial 
Accounting and the State Auditor and Inspector’s 
Office.



Audit Determination Letter

DATE: November 25, 2013

SUBJECT: 2013 Single Audit Requirement, Office of Management and Budget Circular A-133

According to the Office of Management and Budget (OMB) Circular A-133, entities that expend more than $500,000 in federal funds during a fiscal year are 
required to have a single (program specific) audit.

To determine the federal expenditures, we use:

If you feel this is incorrect, please contact our office immediately.  Otherwise, we will expect your district’s audit to comply with the requirements of OMB A-
133.  The auditors also have advised of districts that have been identified for the purposes of OMB A-133.

Additionally, OMB A-133 § 3052.320 states:  “(a) General.  The audit shall be completed and the data collection form described in paragraph (b) of this section 
and reporting package described in paragraph (c) of this section shall be submitted within the earlier of 30 days after receipt of the auditor’s report(s), or nine 
months after the end of the audit period, unless a longer period is agreed to in advance by the cognizant or oversight agency for audit.” 
Therefore, your district’s audit is due in our office no later than Monday, March 31, 2014.

Also, it is imperative that you include a copy of the Audit Acknowledgement Page along with the audit as stated in Oklahoma Administrative Code 210: 25-5-5 
(6):  “Each audit report must contain a signed Acknowledgement Page on a form supplied by the State Department of Education.” The audit will not be 
considered as "complete and received" without the acknowledgement page.

We appreciate your consideration and cooperation in this matter.  If you have any questions, please contact us at (405) 521-2517.

Project Reporting Codes 421 through 798 as submitted on
the Oklahoma Cost Accounting System (OCAS) expenditures:                 $Federal Expenditures

Commodities provided by the Oklahoma Department of Human Services:       $Commodities
Total Expenditures:   $Combination



Audit Acknowledgement Page



What Happens Next?

 State Department of Education reviews the audit in 
accordance with:
 Office of Management and Budget (OMB) Circular No. 

A-133
 Oklahoma Public School Audit Law, Title 70, Section 22
 Oklahoma Administrative Code 210:25-5-5 Auditing



Areas of Responsibility

 (OMB) Circular No. A-133 has defined three areas 
of responsibility:
 Pass Through Entity- State Department of Education
 Auditee- District
 Auditor- District’s Auditor



Pass Through Entity’s Responsibility

 Areas of responsibility for the Pass Through Entity OMB A-133, Subpart D, 
§___.400(d)
 “Identify Federal awards made by informing each subrecipient of CFDA title 

and number, award name and number, award year…” 
 “Advise subrecipients of requirements imposed on them by Federal laws, 

regulations, and the provisions of contracts or grant agreements as well as any 
supplemental requirements imposed by the pass-through entity.”

 “Monitor the activities of subrecipients as necessary to ensure that Federal 
awards are used for authorized purposes…” (Federal Programs)

 “Ensure that subrecipients expending ($500,000) or more in Federal awards 
during the subrecipient's fiscal year have met the audit requirements of this 
part…”

 “Issue a management decision on audit findings within six months after receipt of 
the subrecipient's audit report and ensure that the subrecipient takes 
appropriate and timely corrective action.”

 “Consider whether subrecipient audits necessitate adjustment of the pass-through 
entity's own records.”



Pass Through Entity’s Responsibility

 In accordance with OMB Circular A-133, Title 70 §22-
103 (A) and Oklahoma Administrative Code 210:25-5-
5 Auditing
 Audit was received timely 
 Review financial statements 
 Review Schedule of Expenditure of Federal Awards (SEFA)
 Review Schedule of Prior Year Audit Findings
 Corrective Action Plan (CAP)
 If exceptions and/or recommendations have been mentioned in a 

Management Letter, the Department may ask for a response. 
Districts can use the CAP form as an example



Auditee’s Responsibility

 Auditee’s Responsibilities OMB A-133, Subpart C, §___.300 (a-f) :
 “Identify…all Federal awards received and expended …”
 “Maintain internal control over Federal programs…”
 “Comply with laws, regulations, and the provisions of contracts or grant 

agreements related to each of its Federal programs.”
 “Prepare appropriate financial statements, including the schedule of 

expenditures of Federal awards (SEFA) in accordance with §___.310.”
 “Ensure that the audits required by this part are properly performed 

and submitted when due.”
 “Follow up and take corrective action on audit findings, including 

preparation of a summary schedule of prior audit findings and a 
corrective action plan in accordance with §___.315(b) and 
§___.315(c)…” 



Finding Federal Expenditures



Finding Federal Expenditures



Finding Federal Expenditures



What is a SEFA Page?

 Schedule of 
Expenditure of 
Federal Awards (SEFA)

 This page confirms 
whether the district is 
an “A” or a “B” audit

SEFA Page Example SEFA Page



What’s a CFDA Number?

 Catalog of Federal 
Domestic Assistance 
(CFDA)

 CFDA numbers identify 
the Federal Program.

CFDA# are located on the SEFA CFDA Numbers



Two Ways to Check CFDA Numbers

CFDA Website: www.cfda.gov
Oklahoma Cost Accounting System
(OCAS) Manual



OCAS – SEFA Comparison

Project 
Code Title cfda Encumbrances 

OCAS
Expenditures  IDC  SEFA  Difference 

421 Carl Perkins 84.048 $             1,853.74  $        35,984.71  $        35,513.00  $          2,325.45 

511 Title I, Part A Basic 84.010 $             3,122.85  $      704,851.50  $  18,854.06  $      727,653.00 
515 Title I, School  Support 84.010 $                          ‐ $          5,877.04  $          5,877.00 

517 Title I, Fed Academic Achievement 84.010 $                          ‐ $        43,997.80  $        43,998.00 

541 Title II, Part A, Teacher and Principal 84.367 $                          ‐ $      125,197.41  $      125,197.00 
553 Title IV, Part B, 21 Century 84.287 $                   73.30  $      151,685.67  $      155,796.00  $        (4,037.03)

561 Title VII, Part A, Indian Education 84.060 $          34,919.19  $      200,863.85  $      233,697.00  $          2,086.04 

563 Title VII, Johnson‐O’Malley 15.130 $                296.77  $          4,508.71  $          4,805.48 

596 Title X, Part C, Ed for Homeless Children 84.196 $          27,771.81  $        16,532.70  $        44,714.00 
613 PL 108‐446 IDEA, Part B 84.027 $                          ‐ $              705.00  $              705.00 

621 PL 108‐446 IDEA, Part B, Flow Through 84.027 $                          ‐ $      573,140.27  $      560,729.00  $        12,411.27 
641 PL 108‐446 IDEA, Part B, Preschool 84.173 $                          ‐ $          9,043.62  $          9,044.00 

763 Lunch 10.555 $                          ‐ $      634,517.53  $      110,762.00  $      523,755.53 
764 Breakfast 10.553 $                100.00  $      221,787.64  $        21,943.00  $      199,944.64 
766 Summer Food Service 10.559 $                          ‐ $        27,758.53  $        14,527.00  $        13,231.53 
Commodities $        63,020.20  $        61,950.00 

Grand Total $          68,137.66  $  2,819,472.18  $  2,151,400.00  $      755,227.91 



Reviewing Financial Statements



Reviewing Financial Statements (Cont.)



Findings and Corrective Action Plans (CAP)

 What’s required in a Corrective Action Plan (CAP)
 OMB Circular A-133 states: At the completion of the 

audit, the auditee shall prepare a corrective action 
plan to address each audit finding included in the 
current year auditor's reports. The corrective action 
plan shall provide:
 1) The name(s) of the contact person(s) responsible for 

corrective action, 
 2) The corrective action planned, 
 3) The anticipated completion date. 
 4) Reference number used to identify the finding



Findings and CAP (CONTINUED)

 Also Note:
 OMB Circular A-133 states “If the auditee does not agree 

with the audit findings or believes corrective action is not 
required, then the corrective action plan shall include an 
explanation and specific reasons.”

 If a finding is related to a Federal Program that information 
is relayed to that specific program for follow up. 
State Board Regulations, Oklahoma Administrative Code 210:25-5 (3), require 
the federal program administrator to implement the procedures deemed necessary 
to resolve the exceptions noted by the auditor. The final result of the action taken 
will be returned to the Financial Accounting Section to be filed with the audit 
report no later than 90 days after the program administrator has been advised of 
the auditor’s findings.



CAP Form



Exceptions and Recommendations

 The State Department of Education (SDE) may 
request a corrective action response regarding 
exceptions and recommendations listed in the audit. 
This request allows the SDE to follow up on 
occurrences in which we lack information.
 Districts may use the CAP form as a template.



After SDE Review Of Audit:

 If errors are found regarding these areas, the State 
Department will contact the district for corrects.
 Please note- Regardless of who is responsible for a 

specific report, the school district is legally responsible 
to ensure all components are included in the report.



Questions?

?
Katherine.Black@sde.ok.gov



Helpful Reports 

 After your OCAS data is uploaded and locked 
these reports can be very helpful.   Remember that 
if you make any changes to your data rerun these 
reports.
 District Check Report
 District Expenditure Report
 District Revenue Report
 Superintendent SPR Report



Fundamentals 
of Special 
Education 
Finance

OkA  BO 
Conference

FY 2014



Allocations to 
LEAs



Federal Allocations 
(34 CFR § 300.705)

Base Amount
Amount LEA would have received in 
1999-2000



Federal Allocations 
(34 CFR § 300.705)

Population
 85% of the remainder of

the total allocation from
other federal funds is
based on the total prior
year relative enrollment
of the LEA (public and
private schools)



Federal Allocations 
(34 CFR § 300.705)

Poverty
 15% of the remainder of

the total allocation from
other federal funds is based
on the prior year relative
poverty level of the LEA
(defined as the free and
reduced lunch count)



Use of Amounts 
34 CFR § 300.202

Funds must be used
 To pay the excess costs of special

education and related services
 To supplement (and not supplant) state

and local funds



IDEA Assurances, 
LEA Agreement, 
and Consolidated 
Application



IDEA Assurances, LEA Agreement, and 
Consolidated Application



Assurances



LEA Agreement



Closeout



IDEA Consolidated Application



IDEA Consolidated Application



Submitting 
Expenditure 
Reports for 
Reimbursement 
of Funds



Expenditure Reporting 



Expenditure Reporting 



Expenditure Reporting 



Maintenance 
of Effort



Maintenance of Effort 
(34 CFR § 300.202)

Must maintain  at 100% the level of 
expenditures from state and/or local funds 
spent on special education and related 
services

Must be able to document that an amount 
equal to the second preceding fiscal year was 
expended during the first preceding fiscal year 
to meet maintenance of effort (MOE)



Maintenance of Effort 
(34 CFR § 300.202)

Calculation
 The total expenditures of the LEA for

special education and related services
 Per capita amount spent on children

receiving special education services

 If both the total amount and the per capita
amount decreased in the second (i.e.,
subsequent) year, the LEA has failed to
meet the MOE requirement



Maintenance of Effort 
(34 CFR § 300.204)

 If an LEA receives notification that the MOE
requirement has not been met, an
opportunity will be provided for the LEA to
submit documentation of allowable
exceptions under 34 CFR § 300.204.



Exceptions
 The voluntary departure, by retirement

or otherwise, or departure for just cause,
of special education or related services
personnel;

A decrease in the enrollment of children
with disabilities;

Maintenance of Effort 
(34 CFR § 300.204)



Exceptions (con’t)
 The termination of the obligation of the

agency, consistent with this part, to
provide a program of special education to
a particular child with a disability that is
an exceptionally costly program, as
determined by the SEA, because the child-
-
Has left the jurisdiction of the agency;
Has reached the age at which the obligation

of the agency to provide Free Appropriate
Public Education to the child has terminated;
or

No longer needs the program of special
education;

Maintenance of Effort 
(34 CFR § 300.204)



Exceptions (con’t)
 The termination of costly expenditures

for long-term purchases, such as the
acquisition of equipment or the
construction of school facilities; or

 The assumption of cost by the high cost
fund operated by the SEA under
§300.704(c).

Maintenance of Effort 
(34 CFR § 300.204)

NO EXCEPTIONS FOR MISCODING



Tracking MOE (subsequent year)

OSDE-SES will receive list of LEAs failing to
meet MOE

Contact LEAs failing to meet MOE and
request documentation

 Inform LEAs of MOE status; for LEAs failing
to meet MOE, issue citations and reduce
State Aid funding

Maintenance of Effort 
(34 CFR § 300.204)



Time and 
Effort



Time and Effort
 Federal regulation requires that any salaries

and benefits charged to a federal award(s)
must be documented in writing:
 Reflect actual time spent on activities of the

federal program(s) being charged
 The documentation should be signed by the

employee and the employee’s supervisor
 Time and effort reports should be prepared for

any staff with salary and benefits that are
charged:
 Directly to a federal award
 Directly to multiple federal awards
 Directly to any combination of a federal award

and other federal, state or local fund sources



Single Cost Objective
A single work activity that may be funded

by one or more fund sources
A single federal grant award
Semi-annual time and effort documentation

is made in arrears

Time and Effort



621

641



Multiple Cost Objectives
 For employees who have different jobs 

or are paid with different funds
Must reflect an after-the-fact distribution 

of the actual activity of each employee
Must account for the total activity for 

which each employee is compensated
Must be prepared at least monthly and 

coincide with one or more pay period
Must be signed by the supervisor and 

employee

Time and Effort



Regular Education              511

621

Supervisor

Employee



Guidance
 OMB Circular A-87, Attachment B, Section 

11h
 http://www.whitehouse.gov/omb/circulars_

default/
 http://ok.gov/sde/finance

Time and Effort



High Need 
Children



High Need Children
Tier 1
Out-of-state residential placements

(prior OSDE approval required)
Tier 2
 Applicants must meet the following qualifications:
 At least three times the average per pupil

expenditure in Oklahoma
 At least 10% of the LEA’s FY2012 Flow-Through

allocation (for all high need children)
 OSDE will award based on available funds



Lindsey Nicole 
Henry (LNH) 
Scholarship for 
Children with 
Disabilities



Lindsey Nicole Henry Scholarship for 
Students with Disabilities

 The Lindsey Nicole Henry (LNH) Scholarship Act
(70 O.S. § 13-102.2) is a law which became
effective August 26, 2011.

 The act created a scholarship for use at a private
school accredited by the State Board of
Education or another accrediting association
approved by the State Board of Education for
students with IEPs.



Lindsey Nicole Henry Scholarship for 
Students with Disabilities

The parent or legal guardian of a public
school student with a disability may
exercise their parental option and request
to the OSDE to have a LNH scholarship
awarded for the child to enroll in and
attend a private school if specific
conditions are met.



 Parents of students who were enrolled in a
public school the preceding year with an IEP
and were counted at the public school for
funding purposes are eligible;

 Private schools must be accredited by the
State Board of Education;

 Parents must complete the application
process with the OSDE by December 1 of the
school year considered; and

 Public schools must notify parent annually of
this option.

Lindsey Nicole Henry Scholarship for 
Students with Disabilities



Finance Resources

http://ok.gov/sde/finance
Due dates for financial activities
 Special Education Funding Manual
Maintenance of Effort
 Time and Effort
 High Need Student Application
 Sequestration Memo



Finance Due Dates
Opens First Friday in May (5/2/14)
Due by the last Friday in June (6/27/14)
Assurances
LEA Agreement

 Fourth Friday of July (7/25/14)
Tier I – Out-of-State Residential 

Applications 
Tier 2 – High Needs Application



Finance Due Dates
 August 1 (Friday)
 Expenditure Reports Due

 August 15 (Friday)
 Submit Cooperative and Interlocal

District Arrangement

 September 19  (Friday)
 District Close Out to prepare for FY2015 

IDEA Part B budget

 December 1 (Monday)
 Submission of completed Lindsey Nicole 

Henry Scholarship Application



Introduction to Special 
Education Data and Reporting



End of the Year
Period of time

July 1st to June 30th

Events and activities 
throughout the school year

Collected at end of school 
year by the districts

Child Count
Point in time

October 1st

Snapshot of a school day

Collected in October by 
the districts

2 Major Data Collections



Data Submission
Individual Tables 
Submitted to Office of 
Special Education 
Programs (OSEP)

Submitted throughout 
the year by Special 
Education Services

- Child Count

- Educational Environments

- Maintenance of Effort &          

Coordinated Early Intervening 

Services

- Personnel

- Exiting

- Discipline

- Dispute Resolution

- Assessment



Data Submission
Annual 
Performance 
Report (APR)

Submitted February each 
year to OSEP by SES

Results of Indicators
- Graduation
- Dropout
- Assessment
- LRE
- Preschool Settings
- Child Outcomes
- Parent Involvement
- Disproportionate 
Representation
- Child Find
- Part C to B Transition
- Secondary Transition
- Post School Outcomes
- General Supervision
- Complaints, etc.
- Data



Data Reporting
District Data Profile

Indicators from the APR
Targets from SPP with 
stakeholder input
Required to report to 
public.

Issue Findings from 
Indicators – 4B, 9, 10, 11, 12, 
13, and 20

Other state indicators 
such as Report Cards
can generate technical 
assistance activities.

Summary of Significant 
Disproportionality

LRE
Disproportionate 
Representation (identification 
and categories)
Discipline
Can generate technical 
assistance activities and Must 
set aside 15% of IDEA funds for 
CEIS

Level of Determinations
Selection of indicators by 
stakeholders
Can generate technical 
assistance activities
Needs Assistance – Can’t use 
50% flexibility



Compliance, Data, and Finance   
(CDF) Team

Cynthia Valenzuela, Executive Director – (405) 521-4872

Fran Ferrari, Director of Data Analysis – (405) 521-2198

Anita Eccard, Director of Finance – (405) 521-4865 

Mark Everhart, Compliance Specialist – (405) 521-4863

Felica Denton, CDF Specialist – (405) 521-4857

Janet Felton, CDF Specialist – (405) 522-1578

Karen Howard, CDF Specialist – (405) 521-3587  

Carole Tomlin, CDF Specialist – (405) 521-2335   

OMES Helpdesk – (405) 521-2444

SEAS Toll Free Number:  1-877-221-7327

Fax – (405) 522-2380



Oklahoma State Department of  
Education

Federal Program and Fiscal Compliance

Kay Townsend, Financial Analyst
Title I, IIA, III,  VI, & X
Oklahoma State Department of Education
(405) 522‐3254
Kay.Townsend@sde.ok.gov



SEA/LEA Administrative 
Responsibilities

• An SEA and LEA shall comply with the 
state plan and applicable statutes, 
regulations, and approved applications.

• An SEA and LEA shall use federal funds in 
accordance with those statutes, regulations, 
plan, and applications. EDGAR § 76.700



Program Compliance: Monitoring

• SEAs are responsible for managing the 
operations of  LEA supported activities in 
order to verify compliance with federal 
requirements.

• Types of  monitoring include:
– HQT (all districts annually)
– Consolidated Title I monitoring, three year cycle 

(approximately 181 districts annually)



Program Compliance: Evaluation

• SEAs must meet the evaluation requirements 
of  the specified program.

• Types of  evaluation include:
– McKinney-Vento, End of  the Year Grant Cycle 

Evaluation
– Neglected and Delinquent
– MSP Annual Performance Report



Program Compliance: Reporting
• A SEA may require a LEA to submit reports in 

a manner and format that assists the SEA in 
complying with the requirements and 
responsibilities under each program.
– Title I Annual Report
– Comparability Report
– Neglected and Delinquent 
– Private School Information
– Low-Income Student Count
– Title I District Plans (every 5 years)
– Schoolwide Plans



Fiscal Compliance

• Three requirements are critical to the success of  
Title I, Part A because they ensure that the 
Federal investment has an impact on at-risk 
students the program is designed to serve. The 
focus is on the use of  state and local resources to 
ensure there is a fair distribution of  resources 
between Title I schools and non-Title I schools.
– Maintenance-of-Effort
– Comparability
– Supplement, not Supplant



Maintenance-of-Effort

• At the district level

• A provision which requires that an LEA 
maintain a 90% level of  it’s expenditures for 
public education from State and local funds 
from one year to the next.



Failure to Meet Maintenance-of-
Effort

• If  an LEA fails to meet the MOE requirement, 
the SEA must reduce the amount of  funds 
allocated under certain federal programs in the 
exact proportion by which the LEA fails to 
maintain.

• For example,  in FY2012 an LEA had to expend 
no less than 90% of  what it expended in FY2011 
in order to maintain effort. If  the LEA fails 
below the 90%, its FY2014 federal allocations are 
reduced by the percentage the LEA failed.



Waiver

The Secretary may waive the MOE 
requirement if  it is determined that:
• Exceptional or uncontrollable circumstances 

such as a natural disaster; or
• A precipitous decline in the financial 

resources of  the LEA.



Comparability

• At the building level

• Comparability requires that LEAs be able to 
document that services provided with state 
and local funds in Title I schools are 
comparable to those provided in non-Title 
schools.



Comparability Measure

• Based on Pupil/Teacher Ratio
• Comparing the total average non-Title I 

pupil/teacher ratio to each Title I site or if  
all sites are Title I, then the average 
pupil/teacher ratio is compared to each Title 
I site.



Supplement not Supplant

• At the student level

• Ensures services provided with Title I 
resources cannot replace, or supplant, 
services that a LEA would ordinarily provide 
to all students.



Fiscal Flexibility Options
• Transferability- allows LEAs to transfer up to 100% of  the 

funds they receive under certain Federal programs to other 
programs that can more effectively address the district’s 
needs.
However, there is a limitation on the 100 percent 
transferability for Title II, Part A.  ESEA Section 
9501(b)(3)(B) requires an LEA to provide, at a minimum, 
equitable services to private schools teachers and students 
based on an amount of  the LEA’s overall allocation under 
Title II, Part A. 

• Consolidated Administrative Funds- allows LEAs to 
consolidate 5, 7, or 8 percent (based on ADA) of  its funds to 
a unique project code in order to carryout administrative 
duties.



Period of  Availability of  Funds

• LEAs and SEAs must obligate funds during 
the 27 months extending from July 1 of  the 
fiscal year for which the funds were 
appropriated through September 30 of  the 
second following fiscal year. This maximum 
period includes a 15 month period of  initial 
availability plus a 12-month period for 
carryover. This extra 12 months is called the 
Tydings period.



Period of  Availability
• Period of  availability for FY2012 funds for 

school year 2011-2012 is 27 months, beginning 
July 1, 2011 and ending September 30, 2013.

Example
Current year funds are FY2012 funds in FY2012 

7/1/11-6/30/12 12 months
LEA 1st year carryover funds are FY2012 funds in FY2013

7/1/12-6/30/13 12 months
LEA 2nd year carryover funds are FY2012 funds in FY2014

7/1/13-9/30/13 3 months 
27 months



Carryover Funds

• Section 421(b) of  the General Education 
Provisions Act (GEPA), states an LEA that 
does not obligate all of  the Title I, Part A funds 
allocated to it for a given fiscal year may 
carryover the unobligated funds and obligate 
them during the following fiscal year.

• Although the Tydings amendment extends the 
period for obligating funds for an additional 12 
months, Section 1127(a) of  the ESEA limits the 
amount an LEA can carryover from one fiscal 
year to the next.  



Carryover Funds

• An LEA that receives $50,000 (including CY 
funds transferred into Title I) or more in Title I, 
Part A funds cannot carry over beyond the 
initial 15 months of  availability more than 15 
percent of  its Title I, Part A funds. 

• LEAs that carry over more than 15 percent of  
their Title I funds must request a waiver and 
complete the 9/30 report.

• An SEA may grant a waiver of  the percentage 
limitation once every three years if  the LEA’s 
request is reasonable and necessary.  



Independent Audit Findings

• Title I has received from Financial Accounting 
26 audit findings

• Common Findings
 OCAS data overstated/understated did not match amount 

actually paid from the federal program
 Equipment purchased with federal funds not properly labeled as 

required by federal program guidelines (OMB A-87)

• Corrective Action Response
 May require LEA to provide additional 

information/documentation



HELPFUL LINKS

Non-Regulatory Guidance, Title I Fiscal Issues:
Maintenance of  Effort, Comparability, Supplement, 
Not Supplant, Carryover, Consolidating Funds in 
Schoolwide Programs, and GrantBack Requirements, 
Revised 2008

Maintenance of  Effort Calculation can be found on the 
OSDE website in the Oklahoma Cost Accounting 
System (OCAS) Manual 



Oklahoma State Department of Education
Janet Barresi

State Superintendent of Public Instruction

1

Expediting the Federal Programs 
Claims Process in the  Grants 
Management System (GMS) 



 Claims processes in the Grants  Management  System  (GMS)

 Supporting Documents 

 Accessing/Creating/Editing claims in GMS

 Helpful suggestions/reminders

 Year at a Glance 2014

 Contact information

2



3

The claims audit process is done on a line-item 
basis. We will review all expenditures to verify 
accurate coding, the availability of  funds, 
documentation and personnel.  This is to insure 
that they are in alignment with GMS, the uploaded 
claim, the final approved application, the federal 
guidelines and the Oklahoma Cost Accounting 
System (OCAS).  

OCAS
USDE

SDE



Checklist before submitting claim:

Are all items claimed coded in  alignment with 
OCAS guidelines?

Are they allowable expenditures based on the 
final approved application?

Are the expenditures claimed reasonable and 
necessary?

4



Claims must include the Summary Expenditure Report  (SER) and the
Detailed Expenditure Report (DER) and all supporting documentation.

How Claims are Received:
 Summary Expenditure Reports must be submitted through the 

online GMS.   The summary and detail report pages of the claim 
and  supporting documentation are uploaded in .pdf format. 

 NO FAXES, EMAILS OR MAILED claims will be accepted. 

 Claims are audited in the date order they are received and for 
consecutive months (i.e. July , August , September).

5



• Please verify that the approved application/ budget, 
GMS online claim and  the uploaded claim all align.

IF IT DOES NOT ALIGN, WE MUST DECLINE.

• Correct Personnel
Please check that the personnel claimed are listed on 
the personnel page of the approved 
application/budget.

6



• Is Fiscal Year Correct ?

7

07/13-07/01//31/13

FY 2014



• Is Project Number Correct ?

8

07/01/13-07/31/13

FY 2014



• Reporting Periods must be for 
complete months and must not 
overlap or leave gaps. 

9
07/01/2013-07/31/13

FY 2014



• Are Expenditure Amounts Correct ?

 Expenditure amounts that are on the uploaded claim 
are the same amounts as on the  the SER. 

10

07/01/13-07/31/13



• Are Function/Object Codes Correct?

Function and Object Codes that are on the uploaded claim 
are the same as on the Grants Management System (GMS) 
and the approved application.  

11

07/01/13-07/31/13



12

4
4

400400



 Documentation scanned in should be complete, clear,
legible, right side up, and organized to follow the order in
which the expenditures appear on the claim submitted.
When revising an expenditure report, please include
“Revised” in the name of the uploaded file.

 Please do not use the # key or any other special characters
in the .pdf file name. It will not allow us to open the
document and will have to returned for changes.
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Invoice and Receipt Documentation:

If invoice/receipt amount is different than the amount
being claimed, please Indicate on the invoice what
items and how much is being claimed (i.e., invoice
amount is $200.00 and $150.00 is being claimed under
511 and $50.00 is under 541).
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Copies of the travel claims with dates, name of allowable training
attended with documentation, and the name of individual being
reimbursed for travel. Also, travel expense via shuttle, taxi, etc.
is only allowed from airport to conference and back. Rental cars,
gas receipts and mileage used to travel anywhere else is
considered personal use.

 Invoices for registrations for allowable conferences,
workshops, seminars, etc.

Sign‐in sheets for stipends that include the date, agenda with
name of training and the names of those attending allowable
training.
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 Vendor  names must be on the claim.  District may also 
add the credit card company name to the expenditure 
line (i.e. ,Visa/Marriott Hotels) , but it cannot have only 
the credit card company name listed.  (i.e. ,Visa)

17
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• Go to SDE Single Sign‐on and log in – click/enter.

• This opens to the Home/Applications page where you will find  
“Grants Management and Expenditure Reporting” – click/ enter. 

• Next page opens the complete Menu List for all projects – i,.e. , 
under NCLB  will be the   Consolidated Application (Titles IA,IIA, VI 
and CAC)  ‐ click on this/enter

• You can now create and submit claims and  also view/edit any 
returned claims/ or amendments to applications.  

• Step by step instructions  are in slides to follow.  
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SELECT  the radio button next to the most recent  final approved application.

PAYMENTS button.

VIEW SUMMARY EXPENDITURE button.

Select Program to view. (via the drop down box)

Click on CREATE NEW REQUEST button.  At this time a new claim will open and 
you need to enter the information from your Summary Expenditure Report 
(SER),  then enter the date range, ( making sure claim goes through the last day 
of the month ) and upload your Summary Expenditure and Detail Expenditure 
Report and all supporting documentation in a .pdf file by using the browse 
button.  

Then SAVE PAGE and the Superintendent will then be able to CERTIFY this claim 
which submits the claim  for processing. 
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SELECT the radio button next to the most recent  final approved application or 
the most recent approved amendment.

PAYMENTS button.

VIEW SUMMARY EXPENDITURE button

SELECT Program to view (i.e., Title I, Title II, etc.).

SELECT the radio button for the claim you wish to view (it will have the status as 
“Returned for Changes”.

REVIEW SUMMARY button.
At this point ,  the checklist  will open and the comments can be viewed in 
the pop‐ up box.

Please check  that  the  POP‐ UP BLOCKER  IS 
TURNED OFF to allow this.  



25



26

SELECT the radio button beside the most recent final approved application 
or amendment.

PAYMENTS button.

VIEW SUMMARY EXPENDITURE button.

SELECT Program to view .

SELECT the radio button of the “Returned for Changes” claim you wish to 
view.
OPEN REQUEST button.
At this time the claim is open to make any edits, including uploading any 
requested documents.  
* Remember to always SAVE the page before resubmitting the claim and    
when returning the claim, it will also need to be certified again.



To insure prompt reimbursement:

We are requesting that monthly claims be submitted 
beginning with  July  2013. (even if it is a zero dollar claim)  

 It would be helpful to reconcile the submitted claims
periodically  (i.e.  monthly/quarterly) to avoid 
any “year‐end rush “ for reimbursements.

Reconciliation should include:

Making sure each month  (July‐June) has been submitted 
and approved for reimbursement for amount submitted.

Checking  frequently that there are no pending claims in the  “Returned 
for Changes” status.   (This  will  delay  your reimbursement )
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TUTORS,SUBS AND STIPENDS must all be budgeted.

 TUTORS ‐ must be highly qualified and listed on personnel page.
(Tutoring  is before and after  school, not during regular contract  hours). 

 SUBSTITUTES ‐ by name DO NOT have to be listed on the application, but 
they must be referenced on the application.  Documentation should be 
submitted for allowable professional development the teachers attended. 

 STIPENDS ‐ must be referenced on the application with as much detailed 
information as possible as to how the stipends  will be used.  Backup 
documentation for stipends  must be provided. (i.e., sign‐in sheets, and 
agenda for allowable training, etc.). 

 Please use correct OCAS coding  when entering the function/object 
codes. (i.e. 1000‐100 is salary and 1000‐200 is benefits, etc.).  It must align 
with your approved  final application to claim as a reimbursement. 
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Last day to 
submit 

fiscal year 
2014 claims

Claims to be paid 
in this fiscal year 

must be 
submitted in 

payable form, by 
this date.

During these months, the districts can 
only claim a percentage of the allocation 
amount on a preapproved application /  
budget.  Salaries cannot be claimed until 
personnel is validated through SPR. 

Last date of 
dispersal for 

fiscal year 2014

33

March 1st all applications/budgets 
must be final approved for claims 

to be paid

Beginning of  
Fiscal Year 

2014



Links and Websites

Oklahoma State Department of Education
http://ok.gov/sde/

Single Sign On
https://sdeweb01.sde.ok.gov/SSO2

United States Department of Education
http://www.ed.gov/
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Contact Information

Oklahoma State Department of                
Education / Federal Programs
Titles I, IIA, III, VI & X

Main number:
(405)521‐2846 
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Oklahoma Association of School 
Business Officials

Financial Accounting
Pam Honeysuckle, Financial Specialist





























OCAS DEADLINE SUBMISSION
70 O.S. § 5‐135.2

• C. No later than September 1 each year, every district board of education
shall prepare a statement of actual income and expenditures of the district
for the fiscal year that ended on the preceding June 30. The statement of
expenditures shall include functional categories as defined in rules adopted
by the State Board of Education to implement the Oklahoma Cost
Accounting System pursuant to Section 5‐135 of this title.

• D. No later than September 1 each year, every school district shall transmit
a copy of the income and expenditures data required pursuant to
subsection C of this section to the State Department of Education. The
Department shall post the income and expenditure data on the Internet
web site for the Department in a form that is accessible to the public.

What the SDE Wants



OAC 210:25‐5‐4. Accounting

(b) The year‐end financial report recording and summarizing all revenue and
expenditure financial transactions will be completed and certified on the due
date.

(c) The school district must inform the Financial Accounting Section of the
State Department of Education of any changes made at the district level to
any of the financial transactions already submitted to the State Department
of Education. Further, none of the data submitted by Law can be changed or
altered by either the school district or the Financial Accounting Section after
November 15 of each year.

Administrative Rules

What the SDE Wants



Transparency	Site



Transparency	Site



Transparency	Site



Transparency Site



Transparency Site



Transparency Site



Transparency Site

IT IS VERY IMPORTANT TO REMEMBER TO 
CHANGE THE FISCAL YEAR



Financial Accounting
Contact Information

405‐521‐2517

Nancy Hughes, Executive Director
Nancy.Hughes@sde.ok.gov

Katherine Black, Financial Specialist‐Auditing
Katherine.Black@sde.ok.gov

Pam Honeysuckle, Financial Specialist
Pam.Honeysuckle@sde.ok.gov

Iona Martin, Financial Specialist
Iona.Martin@sde.ok.gov



Iona Martin

Financial Accounting



Encumbrance Clerks

 Oklahoma Statutes 70 § 5-119

 Oklahoma Administrative Code Title 210:25-5-10

 School Laws of Oklahoma, Section 77, Paragraph B

District Treasurers

 Oklahoma Statutes 70 § 5-114, 115 and 116

 Oklahoma Administrative Code Title 210:25-5-11

 School Laws of Oklahoma, Sections 63-67



Oklahoma Statutes 70 § 5-190

“The encumbrance clerk and district treasurer are to receive 
training on the school finance laws of Oklahoma, accounting, 
ethics, and the duties and responsibilities of their positions.”

New Employees– Must complete12 hours of required training 
within 9 months of employment.

All Others – Must complete 12 hours of required training every 3 
years.



The SDE Accreditation Officer will verify that the district staff 
has complied with the training requirements. 

Failure to comply with the requirements will result in the district 
receiving a deficiency.

This does not apply to a County Treasurer acting as a District 
Treasurer.



 Shall be employed by the board of education.

 May also serve as Minutes Clerk.

 Must have a surety bond of $1,000.

 Shall maintain an Appropriation and Encumbrance Ledger.

 Determine if the encumbrances are for the purpose of the
appropriation charged.



 Verify the encumbrance do not exceed the allowable 
appropriations.

 May complete purchase orders.

 Shall transmit warrants to vendor(s).

 May perform other duties as the board or its committees may 
require.



 A current OCAS Manual.

 A supply of approved warrant blanks.

 A list of authorized district purchasing agents.

 A copy of the following forms:

Estimate of Needs

Request for approval of State Aid and/or Federal Funds

Cash Fund Estimate and Request for Appropriation

Supplemental Estimate

 Other forms to meet the board’s requirements. 



 The approved requisitions is received by the Encumbrance 
Clerk.

 The funds are encumbered which creates the purchase order.

 The order for the goods or services is placed.

 The goods arrive or the services are provided.

 The approved purchasing agent signs the invoice.



 The purchase order is approved by the board of education.

 The vendor is paid with a warrant.

 Write the warrant number on copy of the purchase order and 
attach to original invoice.

And that is how the “I Need” becomes “It’s Paid!”



 Must be a resident of the State but does not have to reside in 
the school district.

 Reports to the board of education.

 Can be the county treasurer or appointed by the district.

 Can serve more than one district.

 Can not serve as the board clerk or encumbrance clerk

 Can serve as the minutes clerk



 Must have a current OCAS Manual

 Must use OCAS to classify all receipts

 Must have a bond equal to the amount of funds the local board 
estimates the treasurer will have on hand at any time during 
the current year.  The bond cannot be required to be more than 
required for a county treasurer.  

 Receives money from the following:
County offices
State government
Local residents
The federal government



 Receives and disburses monies of the district and maintains an 
accurate accounting of these transactions in a separate cash 
ledger for each fund.  This should include the date and 
classification of each collection or disbursement.

 All deposits made shall be secured as provided for in the 
Security for Local Public Deposits Act.

 Shall deposit receipts totaling more than $100 no later than the 
next banking day.  Receipts totaling less than $100 should be 
deposited within one week.

 Registers and pays warrants/checks.



 Pay bond principal and interest payments

 Invest district funds according to the written investment policy 
of the district.

 Make sure that all deposits are covered by adequate collateral 
pledged.  

School Laws of Oklahoma, Section 646.5 – Security For 
Public Deposits

School Laws of Oklahoma, Section 646.6 – Collateral For 
Public Deposits

Oklahoma Statutes 62 § 517.5



 Maintain an accurate investment ledger for each fund.  It 
should include the following for Purchased Investments:

The investment number

Date of purchase

Number of treasurer’s check

Amount of investment

The investment’s maturity date

The interest rate

The description of the investment and financial institution.



The investment ledger should include the following for 
Liquidated Investments:

The investment number
The date of liquidation
The original amount of the investment
The interest earned.

Income received on an investment may be placed in any of the 
following funds:

The fund from which the investment was made
The general fund
The building fund
The sinking fund



 Have a completed bank reconciliation – Weekly or Monthly

 If requested by the board, the treasurer shall submit a written 
report of the financial condition of the district at any board 
meeting or any committee appointed to examine the financial 
accounts of the district.

 Must verify that all warrants show the following:

Warrant number

Fiscal Year

Fund



Treasurer’s General Ledger

Treasurer’s Cash Ledger

Treasurer’s Investment Ledger

Treasurer’s Warrant Ledger

Treasurer’s Receipt

Treasurer’s Check

Bond Register

Deposit Books

Other records deemed advisable or useful



Shall maintain adequate files for the following:
 Paid Warrants – Filed by group in the numerical order of the 

treasurer’s check with a copy of the treasurer’s check that paid 
for the warrants.

 Voided Warrants – Filed in numerical order of issuance by 
fund and fiscal year.  Shall be sufficiently mutilated without 
not be identifiable.  Must be filed separately from the Paid 
Warrants.

 Paid Bonds and Coupons

 Canceled Bonds and Coupons



 Bank and fiscal agency statements including deposit tickets 
and paid warrants/checks.

 Any remittance advises or directive from the County Clerk or 
County Excise Board supplementing, changing or transferring 
appropriation balances.

 SBE allocation notices of State and Federal Aid.

 Board resolutions pertinent to the office of the Treasurer. 

 Letters, memos or other supporting data pertaining to the 
transactions of the district or the operation of the Treasurer’s 
office.



QUESTIONS



ETHICS



ETHIC OR ETHICS DEFINED

Rules of behavior based on ideas about what is 
morally good and bad.

An area of study that deals with ideas about what is 
good and bad behavior: a branch of philosophy 
dealing with what is morally right or wrong.

A belief that something is very important

Merriam-Webster



All School System Employees Hold Positions of Public Trust

Conflict of Interest

Accounting Records, School System, and Individual School 
Funds

Request for Information



ACCOUNTABILITY
Patrons of the Local District

Local Board of Education

Superintendent

Treasurer

Encumbrance Clerk



ETHICS IN REPORTING
Accountability

Begins with the individual and transfers to the 
integrity of the school system.

Student Accounting
Federal Programs
State Programs
School Personnel Records
Estimate of Needs
Financial Reporting
Payroll
Purchasing



“Ethics is knowing the 
difference between what 
you have the right to do and 
what is right to do.” 

Potter Stewart



“Have the courage to say no.  
Have the courage to face the 
truth.  Do the right thing 
because it is right.  These are 
the magic keys to living your life 
with integrity.”

W. Clement Stone



“Notice that “I” is at the center 
of the word “ethical.”  There is 
no “they.”  Achieving the ethics 
of excellence is our individual 
assignment.”

Price Pritchett



Case closed in cafeteria theft; former employees plead to misdemeanors

Published: Wednesday, February 1, 2014 8:27 AM CST

Two former Huntsville School District (HSD) Food Service employees charged 
with felony counts of theft after a state audit found them to be responsible in 
more than $80,000 missing from the high school’s a la carte food line pleaded 
guilty to lesser charges Tuesday, closing the book on a case that began well 
before their terminations a year ago.

Ex-treasurer accused of Warren High School band booster theft

Fairfax school employee charged with embezzlement in school laptop thefts

Cafeteria worker accused of stealing up to $1M arrested

7 more charged in Bensalem school payroll, theft probe 

HEADLINES IN NEWSPAPERS



Oklahoma State Department of Education
Customer Service Department

405-521-3301

Child Nutrition Rm 310
Federal Programs, Title I, II, VI, & X              Rm 311
Financial Accounting/OCAS/Audits             Rm 420
School Personnel Records                            Rm 210
Special Education                                          Rm 412

THANK YOU
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