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 _____________________________________________________________________ 
 
Section Fiscal Management 
 
Title Annual Operating Budget 
 
Number 620 
 
Adopted September 26, 1990 
 
Revised June 12, 2001 
 
 
The Superintendent shall prepare and present a tentative annual budget to the Board at 
a regular scheduled spring Board meeting. He/she shall assist in explaining the 
proposed budget at the budget hearing held at the annual District meeting.  
 
A summary of the Board’s proposed budget for the following school year, and a notice 
of where the budget in detail is available for public inspection and of the time and place 
of public hearing on the budget shall be printed in the local newspaper, in accordance 
with state law. The budget summary shall contain:  

 
All of the following for the proposed budget and the budget in effect, and shall also 
include the percentage change between the budget of the current year and the 
proposed budget:       
 
1. For the general fund, all expenditures in the categories outlined in law;  
 
2. For the general fund, all revenues from the sources outlined in law; 
 
3. All beginning and year-end governmental and proprietary fund balances.       
 
4. The contribution of the property tax to each governmental fund and to each 

proprietary fund that receives property tax revenue and the totals for all funds.       
 
5. Revenue and expenditure totals, by fund, for each governmental fund, and for 

each proprietary fund and the revenue and expenditure totals for all funds 
combined.       

 
 
Legal Reference: Section 65.90 Wisconsin Statutes 
   120.12(3) Wisconsin Statutes 
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 _____________________________________________________________________ 
 
Section Fiscal Management 
 
Title Annual Operating Budget 
 
Number 621 
 
Adopted September 26, 1990 
 
Revised June 12, 2001 
 
 
The budget shall be considered as a controlled spending plan for the ensuing year. The 
Board authorizes the Superintendent to make expenditures and commitments in 
accordance and in harmony with the specific regulations of the Board and administrative 
plans approved by the Board.   
 
This same procedure shall be followed with respect to expenditures provided for and by 
special Board action. 
 
 
Legal Reference:  Sections  65.90 Wisconsin Statutes 
       67.11 Wisconsin Statutes 
      20.13(33) Wisconsin Statutes 
 
Cross Reference:  672, Purchasing 
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Section Fiscal Management 
 
Title Senior Citizen Courtesy Passes 
 
Number 652.1 
 
Adopted May 22, 1991 
 
Revised June 12, 2001 
 
 
Any District resident who is 65 years of age or older may request and be granted a 
courtesy pass which allows free admittance to all school sponsored functions.  
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 _____________________________________________________________________ 
 
Section Fiscal Management 
 
Title Student Activity Funds 
 
Number 662.1 
 
Adopted August 28 1996 
 
Revised November 9, 1999 

June 12, 2001 
  April 5, 2005 
  July 26, 2010 
  January 17, 2011 
 
Efficient administration of our schools requires that students’ classes, clubs and 
activities be authorized to raise and expend funds under the direction of the school 
principal.  Such funds shall be administered under the following guidelines: 
 

A. All funds raised by classes, clubs or other activities shall be District funds.  Such 
monies shall be administered according to good business practice in compliance 
with state statutes and Board policies.  The Director of Business Services shall 
establish procedures to be utilized in the administration of these monies. 

B. Fund raising activities for these organizations shall be approved by the school 
principal subject to the guidelines set forth by the school board. 

C. Such funds are to be considered as held in trust for the class, club or activity and 
shall be accounted for separately. 

D. It shall be the responsibility of the school principal or their designee to receive 
and deposit these funds in a public depository designated by the Board of 
Education. 

E. The school principal shall monitor all account balances and ensure that no 
account deficits exist at the closing of each year.  Procedures for the expenditure 
of these funds shall include approval of the student organization, the group’s 
advisor and the school principal as the designated representative of the Board of 
Education. 

F. Disbursement of these funds shall be for educational purposes related to the 
class or the organization or for purposes beneficial to the school as selected by 
the group or its officers and approved as required by normal District procedures. 

G. No student organization or group shall be allowed to carry over more than $5000 
into the following school year.  All funds remaining in the account of a class, club 
or student activity following graduation or disbandment of the group shall become 
part of the school’s student activity fund (Fund 60) after twelve months of 
inactivity. 

H. The District’s Business Office will conduct an internal audit of student activity 
funds on an annual basis.  
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HARTLAND-LAKESIDE SCHOOL DISTRICT 
HARTLAND, WI 

 
 

GUIDELINE RECEIPT ACKNOWLEDGEMENT 
FOR STUDENT SITE ACTIVITY FUNDS 

 
 
 
 
 
 
 
 
I, ___________________________________________________________, have read and been 
informed about the content, requirements, and expectations of the Student Site Activity Funds 
guidelines for employees at the Hartland-Lakeside School District. I have received a copy of the 
guidelines and agree to abide by it as a condition of my employment and my continuing 
employment at the Hartland-Lakeside School District.  
 
I understand that if I have questions, at any time, regarding the Student Site Activity Funds 
guidelines, I will consult with my immediate supervisor or the Business Manager of the 
Hartland-Lakeside School District. 
 
 
 
** Please read the Student Site Activity Funds guidelines carefully to ensure that you understand 
them before signing this document. 
 
 
 
Employee Signature: ____________________________________________________________ 
 
 
 
Position/Title: __________________________________________________________________ 
 
 
 
School Assigned To: ____________________________________________________________ 
 
 
 
Date: _____________________________________ 
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 _____________________________________________________________________ 
 
Section Fiscal Management 
 
Title Fund Balance 
 
Number 662.2 
 
Adopted May 10, 2012 
 

The School Board recognizes that maintaining an adequate fund balance in the 
District’s General Fund is essential to the financial stability of the District and sound 
fiscal management.  The Board also recognizes its responsibility to ensure that the 
District’s fund balance resources are used properly and reported in accordance with 
applicable legal requirements and generally accepted accounting principles for 
governmental entities. 

With these recognitions in mind, the Board has set forth the following policy guidelines 
for the use and maintenance of fund balance resources in the District: 

Fund balance resources shall be reviewed annually to determine allocation between 
non-spendable, restricted, committed, assigned, and unassigned fund balance account 
classifications. This shall be done as part of the District’s budget planning process. 

Non-spendable fund balance – This classification includes amounts that cannot be 
spent  because they are either not in spendable form (e.g., inventory) or are legally or 
contractually required to be maintained intact (e.g., principal balance of endowments 
and permanent funds.) 

Restricted fund balance – This classification includes amounts limited by external 
parties (e.g., creditors, grantors or contributors), laws or regulations, constitutional 
provisions or enabling legislation. 

Committed fund balance – This classification includes amounts that are committed for 
specific purposes by formal action of the Board. 

Assigned fund balance – This classification includes amounts that are intended to be 
used for specific purposes but are neither restricted nor formally committed. Intent can 
be expressed by the Board or by an individual or subordinate high level body to which 
the Board has delegated authority. 

Unassigned fund balance – This classification includes any remaining amounts that 
are not classified as non-spendable, restricted, committed or assigned. 

Official Board action shall be required to commit the use of fund balance resources for a 
specific purpose, or modify or remove that commitment. Board action to commit fund 
balances, as well as any action taken by the Board’s designee to assign fund balances, 
shall occur prior to the end of the fiscal year for which the commitment or assignment is 



made (June 30th). However, the actual amounts to be committed or assigned can be 
determined in the subsequent fiscal year period. 

To the extent Board action regarding any fund balance amounts under this policy 
constitutes a budget amendment under state law (i.e., a change in the amounts of the 
appropriations or the purposes for such appropriations as stated in an adopted school 
district budget), a two-thirds vote of the entire membership of the Board shall be 
required, and a legal notice of the action taken shall be issued as required by law. 

The District shall strive to maintain a year-end fund balance in the General Fund that is 
equivalent to at least 10% but not greater than 25% of the anticipated General Fund 
expenditure budget for the subsequent fiscal year. This fund balance is intended to be 
used for purposes including: cash flow management, reducing the need for short-term 
borrowing, safeguarding against unexpected expenses or unrealized revenues, and 
maintaining a high credit rating for the District. Should the unaudited year-end fund 
balance in the General Fund fall below the designated minimum, the Board shall 
develop a plan to restore the unassigned fund balance in the General Fund to the 
designated minimum level. Should the unaudited year-end fund balance in the General 
Fund be above the maximum designated amount, the Board shall consider committing a 
portion of that fund balance for a specific purpose or reducing the subsequent year’s tax 
levy. 
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Section Fiscal Management 
 
Title Student Fees 
 
Number 662.3 
 
Adopted May 10, 2012 
 
The Board of Education recognizes that financial support for equal opportunities for all students 
is the responsibility of all citizens of our district. However, in an effort to partially offset costs to 
the entire community, it shall be the policy of the Board that all students shall be assessed 
registration fees. In addition, a participation fee will be required of students participating in 
certain extracurricular and supplementary programs. Student fees will be maintained at 
reasonable levels, and these fees will not be expected to fund the major portion of program costs. 
Certain fees may be adjusted or waived in accordance with Wisconsin State Statutes or Hartland-
Lakeside School District administrative regulations.  
 
Determination of fees charged to students will be based on the following primary considerations: 
the relationship of the activity to the mission of the district; alternatives available within the 
community to participate in the same or a similar activity; whether consumable materials are 
provided or equipment is rented as part of the activity; and whether the enrollment and 
attendance of the student falls within the provisions of the state aid program. NOTE: State aids 
are paid for qualified resident students between the ages of 3 and 21.  
 
Primary responsibility for timely collection of student fees rests with the individual school 
offices. The District Business Office will pursue uncollected accounts once efforts at the building 
level have been completed.  
 
The Superintendent of Schools will formulate the fee schedule and review it annually with the 
Board. The Superintendent is directed to establish administrative regulations for implementing 
this policy.  
 
I.     REQUIRED FEES  

A. REGISTRATION FEE  
1. Applicability – The required fee is to be assessed and paid by each student at the 

time of enrollment 
2. Duration – The fee will cover one academic year.  Those students who enter at or 

during first semester shall be assessed a full year’s fee.  Those students who enter 
at or during second semester shall be assessed an amount equal to one-half of 
annual assessment. 

3. Refunds – One-half of the fee will be refunded to any student who leaves the 
district prior to the start of the second semester.  No refund will be offered to 
students who leave subsequent to the commencement of second semester. 

4. Waiver of Fees – Parents or guardians of students eligible for the free and reduced 
lunch program may request a waiver of fee in written correspondence directed to 
the attention of the pertinent school’s principal or the District Business Office.  
Correspondence must be received prior to the commencement of second semester.  



Families that report financial hardship but do not meet the free and reduced income 
criteria may contact the school office to arrange a payment plan 

II. ELECTIVE FEES  
A. ATHLETIC FEE  

1. Applicability – The fee shall be assessed against each student who has met the 
WIAA medical and parental approval requirements for participation.  The fee will be 
charged to those who are members of a team that completes in inter-scholastic 
competition including scrimmages.  The fee must be collected prior to the issuance 
of equipment or the commencement of practice. 

2. Duration – The fee is paid per school year, per sport, per student athlete. 
3. Refunds – Fees will refunded when a squad cut is initiated that terminates a 

students’ participation.  A voluntary quit or cut for disciplinary action will not result 
in a refund of the fee. 

4. Waiver of Fees – In extenuating circumstances, an individual’s fees may be 
modified with permission from the District Business Office. 

             
B. SUMMER SCHOOL FEE  

1. Applicability – The established fee for each summer school cost shall be paid at the 
time of registration. 

2. Duration – The fee is paid for per class and covers the duration of the course as 
described in the summer school registration booklet. 

3. Refunds – Fees are not refundable after commencement of the course. 
4. Waiver of Fees – In extenuating circumstances, an individual’s fees may be 

modified with permission from the District Business Office. 
 
Legal Reference: Sections 118.03 (2) Wisconsin Statutes 
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Section Fiscal Management 
 
Title Purchasing Policy 
 
Number 672 
 
Adopted September 26, 1990 
 
Revised May 22, 1991 
 June 12, 2001 
 December 19, 2011 
 
The Board of Education shall assume no financial obligation for the purchasing of 
materials, goods, supplies, and services unless prior written approval has been 
given by the appropriate administrator, in accordance with procedures that have 
been established by the board and the administration.  The Superintendent shall 
oversee the purchasing guidelines, that is adopted by the board that will include 
general guidelines, bids, and quotations, emergency purchases as well as 
purchasing rules and regulations. 
 
Except in cases of emergency, the purchasing of school supplies, equipment, and 
materials are approved by the Superintendent. Purchasing shall be within budgetary 
limits of that particular school year.  
 
All District purchasing shall be carried out in accordance with established procedures 
 
 
Legal Reference: Sections  66.0133 Wisconsin Statutes 
     120.12 (24) 
     120.13(5)(33) 
 
Cross Reference: 672 Rule 
   Purchasing Guidelines 
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672 – Exhibit A 
 

HARTLAND-LAKESIDE SCHOOL DISTRICT 
HARTLAND, WI 

 
PURCHASING GUIDELINES 

 
The purchasing objective of the board shall be to provide services, materials and supplies which 
offer district personnel the most effective and efficient means to perform their tasks. The policy 
of the Board will be to acquire these at a minimum possible cost, compared to value, taking into 
consideration the best interests of the school district. The Superintendent, and his/her designee, 
the Finance Manager, shall serve as the purchasing agent for the school system. This 
responsibility may be further delegated to site principals or department administrators within 
administrative directives that follow this policy, as authorized by the Superintendent. 
 
It is recognized that the board does rely upon the Finance Manager and his/her staff to administer 
the business operations of the district. Because the board cannot relinquish its responsibility and 
accountability as an agent of the state and to the citizenry of the district, the following guidelines 
are established with regard to purchasing: 
 
A. General Guidelines 
1. In awarding purchases or contracts for services, the Superintendent, or his/her designee, shall 
consider the following: (a) price; (b) quality of product; (c) service, delivery and maintenance of 
product; (d) suitability of product; (e) conformance to needs and specifications; (f) past 
performance to the school district; (g) vendor reliability; and (h) vendor credibility. 
 
2. The board directs that all purchases from all funds under its control and responsibility be made 
after proper written documentation is secured to support such purchases, excluding purchases of 
a minor or emergency nature. 
 
3. Any contract for goods and services entered into by the district or any school or program shall 
be in compliance with all other district policies. 
 
4. The board will have a fully operative purchase order system as a means of budgetary control.  
This system will be supervised by the Superintendent and Finance Manager. 
 
5. Vendor competition in purchasing shall be practiced whenever possible. 
 
6. All major capital improvement projects shall be presented to the board for approval before a 
commitment is made, except for emergency situations, in which case the Superintendent may 
approve the expenditure and report it to the board at the first practicable opportunity. 
 
7. Sufficient amounts must have been budgeted in respective accounts and sufficient funds must 
be available in appropriate accounts, funds and functions. Any transfers of budgeted dollars 
between funds must be board or administratively approved according to state law. 
 
8. For those items requiring board approval the Finance Manager, shall make available to the 
board, the price quotations or competitive bids obtained from vendors for goods or services. 
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These copies are to be retained by the Superintendent, or his/her designee, until the audit for a 
fiscal year has been formally accepted by the board. 
 
9. The Finance Manager is authorized to enter into cooperative agreements with other school 
districts or municipalities for the purchase of any product or service used by the school district, 
when such arrangements will be for the benefit of the district. 
 
10. Under no circumstances are employees of the district authorized to seek bids or quotations 
without the approval of the Superintendent, or designee, unless that responsibility is specifically 
delegated to site principals or department administrators. 
 
11. Purchases over $25,000 that are reimbursed to the district from federal grant funds must be 
reviewed by the Business Office. The Business Office will check the government website, 
Excluded Parties List System, to verify if vendors have been suspended or disbarred. 
 
B. Bids and Quotations 
For purposes of this policy and guideline bids and quotations have the following meaning: 
 
“Bid” means a formal purchasing procedure with a set of predetermined specifications of the 
product or service to be purchased. Components of the bid process generally include 
advertisement or notice, time period for return of bids, confidentiality, formal review and 
approval or awarding process, and a possible prequalification process. 
 
“Quotation” means an offer to provide a service or commodity that is obtained in verbal or 
written form. A quotation includes price, agreed upon terms of delivery, generally a minimum of 
three are obtained either in writing or by phone, and are normally not confidential. 
 
1. Bids are not required for: 

a. Instructional textbooks, books, tapes, films, workbooks, educational kits, periodicals, 
computer software and equipment and audio visual materials. 
b. Replacement parts for existing equipment where the value of the replacement parts is 
estimated to be less than 50% of the total value of the equipment. 
c. Cooperative Educational Service Agency (CESA) and other intergovernmental 
contracts. 
d. Maintenance contracts of at least one year's duration where the maintenance is to be 
performed on a routine or as needed basis on specific equipment. Such contracts shall 
include the additional cost of all repairs or replacement parts when appropriate. 
e. Consultants and personal or professional service contracts under $10,000 per 
occurrence. Contracts that are anticipated to annually exceed $50,000 will be reviewed by 
the board prior to the contract being set unless specifically or otherwise directed by the 
Board of Education. 
f. Used equipment (including demonstrators) where a definite cost advantage can be 
demonstrated. 
g. Items or services that are covered by negotiated contracts/agreements or others as 
specified by state or federal laws. 
 

2. The Superintendent, or designee, may authorize a direct or negotiated purchase of goods or 
services whenever, in his/her judgment, the added cost and effort required of a competitive 
purchase will not benefit the district. 
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3. Absent of any state statute requirements, a bid or quotation shall be requested from several 
vendors for single item purchases that exceed $10,000 and multiple item purchases that exceed 
$15,000 for which specifications can be reliably written and the quality and quantity measured, 
gauged or counted within a budget year. For purchases under the above monetary parameters, 
several bids or quotations should be obtained whenever appropriate. 
 
4. A bid or quotation shall be requested for single item purchases exceeding $2,000 and multiple 
item purchases exceeding $10,000 for purchases of instructional and administrative computing 
technology. District technical specifications for such equipment will be provided to those 
vendors selected by the district and will be based upon input from appropriate sources and staff. 
Where practical, several bids/quotations shall be solicited for consideration. State of Wisconsin 
bids will also be an approved source to be used to comply with this provision. 
 
5. Bids so specified shall be opened publicly at a specific time and place as stated in the bid 
advertisement or in the invitation to bid. Other bids may be opened by the Superintendent and/or 
his/her designee, analyzed and brought to the board for consideration in accordance with 
established procedures. 
 
6. The Superintendent, or designee, may limit the number or pre-qualify of vendors invited to 
submit proposals for any purchase. 
 
7. Competitive bids on building construction, major renovation and repairs 
 

a. Prior to commencing construction of a new building, or additions to or major repairs or 
renovation of an existing building costing $25,000 or more, the board shall obtain 
competitive bids on all material and labor to be required to complete the proposed 
construction, addition, repair or renovation. Bids will be advertised in appropriate 
publications/news media. When appropriate, bid specifications shall include penalty 
clauses. Repair work normally done by school district employees is exempt from this 
bidding requirement. 
 
b. Bids as specified shall be opened publicly at a specific time and place as stated in the 
bid advertisement or in the invitation to bid. Bids may be opened by the Superintendent 
and/or his/her designee, analyzed and brought to the board for consideration in 
accordance with established procedures. 
 
c. Voluntary alternates submitted by bidders may be considered in determining low bids. 
However, such alternates may be negotiated after the successful bidder has been 
determined. 
 
d. Each bidder shall be required to file a surety bond with the board in the amount of 5% 
of the amount of the bid, conditioned to secure the school district from loss or damage by 
reason of the withdrawal of the bid or by the failure of the bidder to enter a contract for 
performance if the bid is accepted by the board. 
 
e. Performance bonds shall be required from the prime contractor in accordance with 
state law. 
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C. Right to Reject Bids 
The board or designee reserves the right to reject any or all bids or quotations and approve the 
bid or quotation which is in the best interest of the district. In event all bids are rejected they 
must be rejected and/or re-advertised in the manner provided by the board policy and state law. 

 
D. Emergency Purchases 
Emergency purchases may be made without using the quotation or bidding process. Such 
emergencies may arise as a result of an accident or other unforeseen occurrence which could 
affect the life, health, welfare or safety of the school district's children or employees. Such 
purchases shall be reported to the board at the first practicable opportunity. 
 
E. Purchasing Rules and Regulations 
The Superintendent shall develop the necessary rules and regulations to implement this policy, 
including requisition and approval procedures, verification of purchases, and verification that 
goods have been received in an acceptable condition and services performed in an acceptable 
manner. 
 
F. Financial Code of Ethics and Conflict of Interest 

1. No Board member or employee of the school district shall use his/her position to 
derive any profit or gain, directly or indirectly, by reason of his/her position with the 
school district. 
 
2. No Board member or employee of the school district shall become involved in any 
business interest or transaction without disclosing such interest, and shall refrain from 
participation where a conflict of interest is found to exist. 
 

 
Approved:  December 19, 2011 
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Section Fiscal Management 
 
Title Expense Reimbursement 
 
Number 673.1 
 
Adopted May 10, 2012 
 
EXPENSE REIMBURSEMENT 
The purpose of this document is to provide Hartland-Lakeside School District 
employees with clear guidelines with respect to Travel & Expense Reimbursement 
activities consistent with our Board of Education policies and regulations and our District 
philosophy and culture.  
 
These procedures will be maintained by Business Office in order to standardize 
documentation and reimbursement of such expenses and comply with reporting 
requirements of the Internal Revenue Service and other regulatory bodies. As such, this 
document pertains to any travel and expense reimbursement activities of Hartland-
Lakeside School District, including that of consultants, employment candidates, guests, 
etc.  
   
Employee expenditures incurred in the performance of approved Hartland-Lakeside 
School District business will be reimbursed if prescribed procedures are fully observed. 
Employee expenses should reflect good judgment at all times; reimbursement requests 
in excess of recommended maximums or budgeted amounts may be denied.  
 
The Superintendent of Schools is charged with responsibility for the development for 
procedures to govern the implementation of this policy. 

TRAVEL & EXPENSE (T&E) SUMMARY 
The following procedures have been established to implement the policy of the Board of 
Education relative to expense reimbursements:  
 
Hartland-Lakeside School District will reimburse employees for necessary and 
reasonable expenses incurred while traveling for or conducting business for Hartland-
Lakeside School District. Reimbursement will not exceed the actual expense incurred. 
An employee traveling for Hartland-Lakeside School District training or business is 
expected to exercise the same care and professional judgment in incurring expenses as 
would a prudent individual traveling for personal reasons. Any questions or concerns 
regarding the T&E Reimbursement Procedure and/or Hartland-Lakeside School 
District’s travel management should be addressed to Business Office.  
 
Reimbursement for expenses not in conformance to this policy requires the written 
approval of the Superintendent. Employees submitting expenses that are not in 
conformance with this policy risk delayed, partial or forfeited reimbursement. Cases of 
abuse may result in disciplinary action up to and including termination.  
 
Submission of Employee Reimbursement – Reimbursement claims are required for 



all travel related expenses. Reimbursement claims must be signed by the employee and 
the appropriate Principal, Superintendent or Supervisor. Prior to submission, employees 
should check for reasonableness of expense and proper documentation (required 
receipts, completeness of information, accurate preparation and amounts, and 
explanation of unusual items).  
 
Reimbursement claims should be submitted to the Business Office on a monthly basis 
or within five business days following a trip. Employees that is delinquent in submitting 
their reimbursement claims risk denial of reimbursement. Any undocumented receipts 
will be considered a personal expenditure and must be either refunded to the District or 
will be considered personal income subject to the year-end IRS tax reporting 
requirements by Hartland-Lakeside School District. The Business Office will ONLY 
accept original, itemized receipts.  Anything else is PROHIBITED.  In the State of 
Wisconsin, Hartland-Lakeside School District is tax exempt.   Therefore, no taxes will be 
reimbursed for any purchases made in Wisconsin on behalf of the school district.  In all 
cases, reimbursement to employees may be limited or refused if, in the judgment of 
administration, costs incurred were viewed as being outside District liability, excessive 
in nature, unsupported by acceptable receipt/written explanation, or incurred without 
proper and timely prior written administrative approval.  

IN-DISTRICT TRAVEL EXPENSES 
Transportation – All Hartland-Lakeside School District employees required to use their 
personal vehicle in the performance of administratively assigned and approved duties 
shall be reimbursed for necessary, actual, and reasonable mileage costs at the currently 
approved rate per mile. Please refer to the IRS.gov website for the current reimbursable 
mileage rates.  No reimbursement will be permitted for costs associated with travel from 
place of residence to place of employment. Whenever and to the extent feasible, two or 
more employees shall travel in the same vehicle to minimize district costs.  
 
All requests for in-district transportation reimbursement must be made on the Mileage 
Claim Form. This form details the daily travel to and from locations including miles 
traveled. All miles traveled for the month must be summed and extended at the 
approved rate. The appropriate Principal or other designated personnel approval must 
be obtained and the form must be completed fully and accurately to ensure timely 
reimbursement.  
 
Meals – Please refer to the GSA.gov website for reimbursable meal allowances. Liquor 
or entertainment costs will NOT be reimbursed. Receipts are required for all expenses 
incurred. All amounts in excess of maximum costs noted on the GSA.gov website are to 
be accompanied by a receipt and an explanation. The administration reserves the right 
to deny any expense that exceeds the amounts specified herein.  

OUT-OF-DISTRICT TRAVEL EXPENSES 
An approved purchase order must be obtained prior to obtaining a ticket on a common 
air carrier. Given the time sensitivity of price quotes, it is recommended that a tentative 
quote is obtained from the Executive Assistant. The tentative quote will be used to 
complete the purchase order and make reservations.  
 
Travel Agency Designation – All District travel arrangements including air, ground 
transportation, and hotel accommodations must be made by the Executive Assistant.  



 
Executive Assistant 
Business Office 
800 E. North Shore Drive 
Hartland, WI  53029 
(262) 369-6700 
 
Air Travel – All domestic and international air travel is to be Coach Class.  
 
The designated District Office representative will book and confirm all requests for air 
travel. The agent has been instructed to follow the Hartland-Lakeside School District 
Travel and Expense Reimbursement Procedure regarding travel and will need to know:  
 
    1.     Purchase Order #  
    2.     Name of Employee  
    3.     Conference Name or Reason for Travel  
    4.     Destination  
    5.     Dates of travel  
    6.     If appropriate - Rental car requirements  
    7.     If appropriate - Lodging requirements  
    8.     Any special instructions applicable to the trip  
 
Internet Booking Engines - The use of Internet booking engines (such as Expedia, 
Travelocity, etc.) is strictly forbidden. These fares are usually non-refundable and have 
additional restrictions.  
 
Ground Transportation – If personal vehicles are used for administratively assigned 
and approved Hartland-Lakeside School District business or training purposes, an 
employee will be reimbursed for necessary, actual, and reasonable mileage costs at the 
currently approved rate per mile. Whenever and to the extent feasible, two or more 
employees shall travel in the same vehicle to minimize district costs. Insurance 
Coverage for employees traveling for Hartland-Lakeside School District business or 
training purposes by personal automobile is not covered by Hartland-Lakeside School 
District. The employee is responsible to carry public liability and property damage 
insurance. (This insurance is not reimbursable, nor is any deductible or payment 
resulting from personal injuries or property damage.)  
 
Taxi fares, parking fees, tolls, and gratuities should be listed individually on the initial 
Reimbursement Claim Form.  
 
Car rentals will be permitted only with prior written administrative approval and only in 
unusual circumstances.  
 
Lodging – The choice of a hotel or motel accommodation should be based on cost and 
proximity to the place in which District business is to be transacted. Discounted room 
rates are often provided in connection with conferences and seminars. To adequately 
budget for trip expenses, employees should contact the hotel in advance to obtain 
documentation substantiating the actual room rate including applicable fees and taxes. 
This documentation should be submitted with the purchase order. For in-state hotels, 
the District can often negotiate state tax exemption by providing our Tax Exemption 
Certificate, which is available through the Business Office. For out-of-state hotels, our 



tax exemption status is difficult to negotiate and employees should anticipate paying all 
applicable fees and taxes. When traveling alone, an employee should stay in a single 
room, with a private bath, in a moderately priced business hotel or motel. When 
traveling involves more than one employee, accommodations should be shared 
whenever feasible and appropriate.  
All lodging expenses must be supported by an itemized receipt. Charges billed to the 
room, i.e., telephone, meals, etc., should be recorded individually on the expense 
report.  
 
Meals – If a meal is provided as part of a meeting, conference, seminar, etc., an 
employee must partake of this meal (since it is built into the cost of the event) and may 
not purchase for reimbursement another meal.  
 
Miscellaneous – The District will reimburse up to the GSA per diem amount per day for 
incidentals incurred while conducting District business. This can be used for gratuity or 
cellular/phone calls.  Good judgment should be used in deciding whether a cellular 
phone call is appropriate in a given situation. Proper documentation, including a detailed 
record of each call made must be provided.  
 
District employees may consolidate expenses (generally multiple persons’ meals) on 
one bill. The employee who assumes responsibility for payment should include the 
expense on his or her reimbursement request. A description including the date, type of 
expense (generally meal type), place/location, amount, business reason and each 
person attending must be detailed on the request for reimbursement.  
 
Purchases of miscellaneous items made by an employee must be of an unanticipated 
nature and be accompanied by a written explanation and receipt. Such purchases are 
discouraged and reimbursement may be denied.  
 
Non-Reimbursable Expenses – The following expense items are never reimbursable 
to an employee:  

    *AAA Dues  
    *Entertainment expense (such as cultural or sporting events)  
    *Laundry/dry cleaning costs  
    *Traffic fines and court costs  
    *Parking tickets  
    *Losses of money, tickets or personal items  
    *Purchase of a personal nature  
    *Repairs and maintenance to personal cars  
    *Child Care or House-sitting  
    *Annual Credit Card Fees   
    *Toiletries  
    *No-show charges for hotel reservations and/or car rentals not canceled  
    *Late payment fees, interest and finance charges related to credit card charges  
    *Airline Club Memberships (unless prior Business Team Approval is obtained)  

Travel Advances  
Employees may obtain a travel advance provided prior approval is obtained and only 
under the following circumstances:  
 



1. For registration fees as evidenced on a printed program  
2. For common air carrier fees only when accompanied by written and acceptable                                                
 documentation  
3. For amounts required to confirm and hold a reservation on an approved hotel  
4. For various “cash” type expenses, such as meals, parking fees, gratuities, etc. 
 when supervising student competition events  
 
A cash advance may be requested when traveling for the purpose of accompanying 
students (advanced sporting competitions, academic competitions, fieldtrips, etc.) 
Requests for a cash advance should be completed on a Requisition Form and must 
include the following information:  
 
1.     Reason for requesting cash advance  
2.     Detailed estimate of expenses to be incurred during travel  
3.     Copy of planned program or event (if applicable)  
4.     Signature of employee requesting advance  
5.     Approval of appropriate Principal, Superintendent, or other designated personnel  
 
The Business Office must receive cash advance requests at least 10 business days 
prior to travel commencement to allow necessary processing, approval, and check 
delivery.  
 
Upon completion of travel, the employee must provide to the Business Office:      
    1.     A list of all expenses  
    2.     All applicable receipts to support incurred expenses  
    3.     Return cash overage  
    4.     Or, submit request for additional reimbursement  
 
Failure to provide the required documents may result in loss of cash advance privileges. 
In addition, any unsupported expense may be refunded to the District or considered a 
personal expenditure subject to year-end IRS tax reporting requirements (included as 
W2 wages).  
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The Board of Education wishes to maintain good working relationships with vendors who 
furnish materials, supplies, and services to the Hartland-Lakeside School District. The 
Administration shall be encouraged to seek the services of vendors as resource persons in giving 
demonstrations, speaking at staff meetings, and disseminating information on procedures, new 
products, and new programs.  
 
However, vendors are not permitted to call on teachers and other school staff members without 
authorization from the school administration. The Superintendent of Schools is charged with 
developing a central clearing process to regulate vendor access to individual schools. School 
principals may give permission to vendors of educational products to see members of the school 
staff at times which will not interfere with the educational program. However, no vendor shall be 
permitted to call on any staff member for private or personal business.  
 
EXCLUSIVITY AGREEMENTS WITH VENDORS 

The Board of Education recognizes that there may be times when it is in the best interest of the 
District to enter into an agreement with a single vendor that gives the vendor exclusive rights as 
the supplier of a product(s) or service to schools in the District. The Superintendent of Schools 
shall approve any such exclusivity agreement with a vendor for a term of no more than two (2) 
years. This exclusivity agreement is deemed to be financially beneficial for the District. 
 
The District shall enter into an exclusivity agreement with a single vendor for a product(s) or 
service only if provisions of the agreement:  
 

• Meet applicable legal requirements, 
• Are consistent with established District policies, 
• Do not have a detrimental effect on the welfare of students or the integrity of the learning 

environment, and 
• Do not interfere with food services sponsored by the District. 

 

Legal Reference: Section 118.12 Wisconsin Statutes 
   120.13 Wisconsin Statutes 
                         175.10 Wisconsin Statutes 
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The Board of Education wishes to maintain good working relationships with vendors 
who The Superintendent shall be responsible for the management of the business 
procedures of the district and shall submit appropriate reports to the board of education 
for monthly approval. 
 
The Finance Manager shall be responsible for the proper administration of business 
procedures and shall serve as the administrative agent of the Board in the day to day 
operation of the business procedures of the district. 
 
Financial Planning 
The Board of Education believes that financial planning is an important aspect of high 
quality district management.  Further, the Board recognizes that many factors affecting the 
availability of financial resources, such as state support, are beyond the control of the 
district.  Nevertheless, the Board directs the Superintendent of Schools to develop and 
maintain a long-range financial plan which recognizes the major factors affecting the 
financial condition of the district and which projects the availability of financial resources to 
the district for the coming three to five years. 
 
Annual Operating Budget 
The school budget is the legal basis for establishment of tax rates. It is also the legal 
document, which describes the programs to be conducted during the fiscal year and the 
operational plan for these programs stated in financial terms.  
 
Public school budgeting is regulated and controlled by legislation, the Department of 
Public Instruction, and local Board of Education requirements.  
 
Preliminary planning and preparation of the annual budget, based on a July 1 to June 
30 fiscal year, is the responsibility of the Superintendent of Schools and the district staff. 
The proposed budget is presented to the Board for approval for publication on a timeline 
as required by Wisconsin statute, in preparation for the annual meeting.  
  
Budget Preparation 
The annual budget of the Hartland-Lakeside School District shall be a fiscal plan for the 
instructional program of the schools. It should be compatible with the immediate goals 
of the schools and the long-range aims of the district.  
 
The Finance Manager shall determine the format of budget documents in relation to the 



state accounting procedures and shall compile a budget calendar for the planning and 
preparation of the budget. The budget calendar will be given to the Board in June of 
every fiscal year.  School staff will become involved in budget preparation at the building 
level in accordance with established procedures.  
 
When all budget information is compiled from the various schools and departments, the 
Finance Manager shall prepare a tentative budget document for presentation to the 
Board. Changes will be made on the tentative budget as requested by the Board. 
 
Budget Implementation 
The budget of the Hartland-Lakeside School District shall be considered as a controlled 
spending plan for the fiscal year. The Superintendent of Schools shall be authorized to 
make expenditures and commitments in accordance with and in harmony with the 
specific guidelines of the Board of Education and requirements of state law.  
 
Each school and department must operate under the budget controls established by the 
Board. No expenditures may exceed the amount appropriated for each school or 
department unless approved by the Superintendent or the Finance Manager.  
 
Transfers from fund to fund or changing the established budget shall be made only 
when authorized by a two-thirds (2/3) vote of the entire membership of the Board as 
prescribed by law. 

Deposits of Cash and/or Checks 
All buildings will deposit cash and checks totaling $200.00 or more, on a recommended 
daily basis, at the designated school district depository. Any remaining funds shall be 
held in a secured safe within the building until they can be deposited. In no case should 
a check or cash be held longer than fifteen (15) calendar days. 
 
Accounts Payable 
The Accounts Payable Clerk in the Business Office will process checks every Thursday.  
For efficiency and sending payments in a timely fashion to vendors, all requests (with 
supporting documentation and approval) should be sent to the Accounts Payable Clerk 
a week prior.   
 
Payroll 
Payroll processing is completed and sent to employees on a bi-weekly basis.  Direct 
deposit is mandatory.  Any employee not submitting required information to the Payroll 
Coordinator may have their payroll delayed. 
 
Petty Cash Funds 
A Petty Cash fund may be established in each school in the Hartland-Lakeside School 
District to facilitate minor or emergency expenditures which cannot be accommodated 
by the normal business procedures.  
 
Petty cash funds may be maintained at the following maximum amounts: 

• Elementary Schools $100.00 
• Middle School $200.00 
• District Office $150.00 

 



Expenditures against Petty Cash funds shall require receipts and careful itemization by 
the Building Principal or designee. Petty Cash funds will be replenished only upon 
request to the Business Office in accordance with proper request/accounting 
procedures. Any single purchase out of these funds will not exceed $25.00 without prior 
approval of the superintendent or principal. 
 
Management of the fund shall be subject to procedures established by the Business 
Office. Petty cash funds are not to be used to cash personal checks. 
 
Journal Entries 
Any adjusting or budget journal entries should be sent to the Business Office for 
processing.  Before submission, the journal entry should carefully be reviewed for 
correct account numbers, budget and actual transactions being moved.  Prior approval 
from the Principal, Superintendent or Supervisor is REQUIRED before submitting to the 
Business Office for processing.  Final approval will be done by the Finance Manager. 
 
Annual Audit 
An audit of the accounts of the Hartland-Lakeside School District shall be made 
annually by an independent certified public accountant selected by the Board. The audit 
examination shall be conducted in accordance with generally accepted auditing 
standards and shall include all funds over which the Board has direct or supervisory 
control.  
 
A fee shall be established in each fiscal year for the annual audit. The Board shall select 
an accountant experienced in municipal accounting who is willing to perform the 
required services for the established fee.  
 
The Accountant shall certify the results and conclusions of such audit as provided by 
state law. 
 
Legal Reference: Section 115.28(13) Wisconsin Statutes 
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An audit of District accounts shall be made annually by an independent certified public 
accountant selected by the Board. The audit examination shall be conducted in 
accordance with generally accepted auditing standards and shall include all funds over 
which the Board has direct or supervisory control. 
 
An auditor shall be selected in each fiscal year. The Board shall select an auditor 
experienced in municipal accounting and willing to perform the required services for an 
established fee. 
 
The duties of the independent auditor shall be to: 
 
1. Examine the District balance sheet and related statements of transactions in the various 

funds at the close of the fiscal year; 
 
2. Conduct such examination in accordance with generally accepted auditing standards and to 

include such other auditing procedures as are necessary in the circumstances; 
 
3. Render an opinion on the financial statements for publication prepared as of the close of the 

fiscal year; 
 
4. Prepare such financial statements for publication as may be required by law; 
 
5. Make such recommendations to the Board concerning its accounting records, procedures, 

and related activities as may appear necessary or desirable; and 
 
6. Perform such other related services as may be requested by the Board. 
 
Legal Reference: Section 120.14 Wisconsin Statutes 
   PI 14.03 Wisconsin Administrative Code 
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SCOPE 
Assets are the property of Hartland-Lakeside School District and it is therefore essential 
that the act of disposing of an asset in accordance with District policy and procedures 
and audit requirements. 
 
The proper recording of an asset disposal provides for an accurate account of profit or 
loss in the District’s financial statements.  Disposal of an asset may be necessary as the 
result of either the asset becoming redundant, obsolete or inefficient, replaced by an 
upgrade, becoming unserviceable or beyond economic repair, damaged, stolen, or 
missing, or surplus to requirements. 
 
An asset requiring disposal can be any item of plant, equipment, (for example, 
computers and office equipment), furniture and fittings, portable or attractive items, and 
computer software.  The disposal of land, buildings, motor vehicles, library materials, 
and intellectual property are subject to this policy. 
 
DEFINTION OF A FIXED ASSET 
The School Board defines a fixed asset as tangible property, owned by the District, 
used in a productive capacity by the District for a period of at least five (5) years. 
The following types of assets are included in the Fixed Asset Definition: 
 
1. Capital Assets 

a. has a value of $5,000 or more 
b. has a useful life of five years or more 
c. must meet the definition of one of the major Asset Classes of Land, Land 
d. Improvement, Building, Building Additions, Building Improvements, 
e. Furniture-Fixtures & Equipment, Capital Leases, Vehicles, Infrastructure and 

Construction in Progress 
f. must be of a tangible, distinguishable nature (possess unique physical 

substance) 
g. are not repair parts, component parts, or supplies 

 
2. Non-Capital Assets 

a. have a value of $2,000 to $4,999 
b. have a useful life of five years or more 
c. are not consumable supplies 



d. have value outside the school setting 
e. are movable property requiring loss control 

 
ASSET DISPOSAL AUTHORIZATION 
Approval must first be received from the Business Manager before arranging the 
disposal of an asset.  Information that should be provided to the Business Manager is 
the purchase price, acquisition date, and current value of the asset and Asset ID 
number.   
 
Once approval has been received and if: 

• The asset is a Capital Asset, (>$5,000 in value) the Business Manager will seek 
approval from the Superintendent and the School Board.  This approval 
requested at an annual or special school board meeting.  The annual meeting or 
a special meeting may provide, by resolution, general authority to the school 
board to sell and dispose of the Capital Asset that is no longer needed by the 
district during the current school year. The annual meeting or special meeting 
resolution should give additional specific authority to the Business Manager to 
sell an item or items of substantial value (such as school vehicles or major items 
of equipment).  

 
• It is a Non-Capital Asset (<$5,000), the Business Manager and Superintendent 

has final approval and does not have to seek approval from the School Board. 
 
METHODS OF DISPOSAL 
The recommended method of disposing of an asset depends upon an array of factors.  
By having a variety of methods of asset disposal, it allows the District to achieve the 
maximum financial return for the disposal of an asset, and to dispose of an asset in the 
most efficient and effective manner.  Which method of disposal listed below is chosen, 
an Asset Disposal Form must be completed. 
 

1. If the Business Manager determines that it is economically feasible to sell the 
asset regardless of whether the asset is in working order or not, the asset can be 
sold by either ‘best offer’ (where only staff within the District are given priority to 
acquire the asset), fixed price, or auction (including online auction).  The method 
of disposal selected will depend upon the type and the condition of the asset 
being sold, and which method is the most cost effective.  The fixed price method 
of disposing of an asset should be avoided as it creates problems in setting 
adequate values for the sale of the asset, and ensuring that all potential buyers 
are treated equally.  The fixed price method is only acceptable when: 
a. There is only one apparent customer, or 
b. There is an established market price for the asset, or 
c. The cost of selling the asset by another means would likely exceed the 

anticipated proceeds. 
2. If it is determined that it is not feasible to sell the asset, that is, the process of the 

sale of the asset would not justify advertising costs, staff within the District can 
then be offered the asset free of charge.  This offer can be communicated using 
any of the internal communication.  If you are relocating an asset to another 
building/department within the District, then you are required to contact the 
Business Manager. 



3. If an asset cannot be utilized by another building/department, a request is to be 
submitted to arrange for the Director of Buildings and Grounds to collect the 
asset for dumping in landfill. 

4. Alternatively, the asset can be donated to any external organization or person.  A 
letter justifying the donation is to be prepared by the Business Manager and 
attached to the asset disposal form.  Donating an asset may be justified where 
no sales market exists or where the cost of alternate methods of disposal 
exceeds the expected proceeds.  Donated items may be advertised if no 
recipient can be initially selected. 

5. The trade-in of an asset is permissible when it is the most appropriate method of 
disposal.  Where an existing asset is to be traded-in for a new asset, the 
purchase order for the new asset must separately show the details and cost of 
the new asset being acquired, and the details of the existing asset being traded-
in. 

6. An asset can be written-off where it can only be used for spare parts or it has 
reduced functionality.  

 
All proceeds from sales shall be deposited in the general fund or other specified fund. 
 
Stolen or missing assets are to be reported to the Business Manager immediately. 
 
PROCEDURES 
Firstly, decide upon what is the best method of disposing the asset.  (Refer to ‘Methods 
of Disposal’).   
 
Step 1:  
Complete the asset disposal form.  The Business Manager can provide information in 
relation to identifying the asset and assistance with completing the form. 
Step 2: 
Send the form and any supporting documentation to the Business Manager 
Step 3: 
The Business Manager will arrange for the form to be approved by the Superintendent 
and/or School Board, if applicable. 
Step 4: 
Proceed to dispose of the asset using the method of disposal as indicated on the form. 
 
SUPPLEMENTAL INFORMATION FOR VARIOUS METHODS OF DISPOSAL 
If the asset is deemed worthwhile selling and is to be disposed of by: 
 
Best Offer 
Staff within the District is given the first opportunity to acquire the asset.  This priority 
need only be given where it is determined that other areas within the District may have 
a need for the asset.   
 
To arrange the disposal of an asset by ‘best offer’ and once an asset disposal form has 
been completed, follow these steps: 
 
Step 1: Advertise the disposal to each building/department that may have an interest in 

the equipment.  Ensure to include in the message: 
 



• Details regarding the asset such as acquisition date, price, condition, and 
location for inspection. 

• Inspection date and time. 
• Contact person, phone number and address. 
• Closing date for the receipt of the offers. 

Step 2: Select the successful ‘best offer’ and send notification to the staff member.  
Proceeds from the sale of an asset must be credited to the proper account. 

 
Legal Reference:   Sections  118.12(1)(b) Wisconsin State Statutes 
     120.10(12) Wisconsin State Statutes 
     120.12(1) Wisconsin State Statutes 
Chapter 287 – Wisconsin’s Waste Reduction and Recycling Program 
Chapter 291 – Disposal of Electronic Devices and Other Hazardous Materials or Substances  
 
Cross Reference:  690-Rule - Guidelines for School Properties Disposal 
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The Board of Education realizes the advantages in disposing of surplus property, 
obsolete equipment, materials and supplies no longer needed.  It is the intent of the 
Board that these items, once declared surplus, be disposed of in a manner consistent 
with the best interest of the Hartland Lakeside School District and the public. 
 
The responsibility for sale, rental, lease or other disposition of property, equipment or 
supplies is placed with the Superintendent of Schools and the Business Manager 
through the direction of the Board of Education. 
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Objectives / Purpose 
Change Management is the process of planning, coordinating, implementing and 
monitoring changes affecting any production platform within Information Technology’s 
control.  The objectives of the Change Management process are to: 

• Ensure that changes are made with minimum disruption to the services IT has 
committed to users 

• Support the efficient and prompt handling of all changes 
• Provide accurate and timely information about all changes 
• Ensure all changes are consistent with educational and technical plans and 

strategies 
• Ensure that a consistent approach is used 
• Provide additional functionality and performance enhancements to systems while 

maintaining an acceptable level of user services 
• Reduce the ratio of changes that need to be backed out of the system due to 

inadequate preparation 
• Ensure that the required level of technical and management accountability is 

maintained for every change 
• Monitor the number, reason, type, and associated risk of changes 

 
Activities of the Change Management Process at Hartland-Lakeside School District 
include: 

• Receiving change requests  
• Determining whether or not the change is in the best interest of the District 
• Assigning the change to resources within IT for solution identification, sizing risk 

analysis 
• Accepting or rejecting the requested change 
• Assigning the change to solution development resources 
• Reviewing the solution prior to implementation 
• Scheduling the change 
• Communicating the change status as required to all interest parties 

 
Change Management Procedures 
All change requests must be completed on a ‘Help Desk Request Form’ and submitted 
to the Network Manager for review and approval.   
 
Network Manager Approval 

• Password change or minor software updates on existing applications 



• Server and network maintenance 
 
Administrative Approval 

• Changes to the Acceptable Use Policy that impacts staff, students, and/or 
parents 

 
School Board Approval 

• Changes to the Acceptable Use Policy that impacts staff, students, and/or 
parents 

• Financial or educational impact to Districts strategic plan 
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Statement of Purpose 
This Post-Issuance Compliance Policy (the "Policy") sets forth specific policies of the 
Hartland-Lakeside School District (the "Issuer") designed to monitor post-issuance 
compliance: 

(i)  With applicable provisions of the Internal Revenue Code of 1986, as 
amended (the "Code"), and regulations promulgated thereunder 
("Treasury Regulations") for obligations issued by the Issuer on tax-
exempt or tax-advantaged basis ("Obligations"); and 

(ii) With applicable requirements set forth in certificates and agreement(s) 
("Continuing Disclosure Agreements") providing for ongoing disclosure in 
connection with the offering of obligations to investors ("Offerings"), for 
obligations (whether or not tax-exempt / tax-advantaged) subject to the 
continuing disclosure requirements of Rule 15c2-12(b)(5) (the "Rule") 
promulgated by the Securities and Exchange Commission ("SEC") under 
the Securities Exchange Act of 1934. 

This Policy documents practices and describes various procedures and systems 
designed to identify on a timely basis facts relevant to demonstrating compliance with 
the requirements that must be satisfied subsequent to the issuance of Obligations in 
order that the interest on such Obligations continue to be eligible to be excluded from 
gross income for federal income tax purposes or that the Obligations continue to receive 
tax-advantaged treatment.  The federal tax law requirements applicable to each 
particular issue of Obligations will be detailed in the arbitrage or tax certificate prepared 
by bond counsel and signed by officials of the Issuer and the post-closing compliance 
checklist provided by bond counsel with respect to that issue.  This Policy establishes a 
permanent, ongoing structure of practices and procedures that will facilitate compliance 
with the requirements for individual borrowings. 

This Policy similarly documents practices and describes various procedures and 
systems designed to ensure compliance with Continuing Disclosure Agreements, by 
preparing and disseminated related reports and information and reporting "material 
events" for the benefit of the holders of the Issuer's obligations and to assist the 
Participating Underwriters (within the meaning of the Rule) in complying with the Rule. 

The Issuer recognizes that compliance with pertinent law is an on-going process, 
necessary during the entire term of the obligations, and is an integral component of the 



Issuer's debt management.  Accordingly, the analysis of those facts and implementation 
of the Policy will require on-going monitoring and consultation with bond counsel and 
the Issuer's accountants and advisors. 

General Policies and Procedures 
The following policies relate to procedures and systems for monitoring post-issuance 
compliance generally. 

A. The Business Manager (the "Compliance Officer") shall be responsible for 
monitoring post-issuance compliance issues.   

B. The Compliance Officer will coordinate procedures for record retention 
and review of such records. 

C. All documents and other records relating to Obligations issued by the 
Issuer shall be maintained by or at the direction of the Compliance Officer.  
In maintaining such documents and records, the Compliance Officer will 
comply with applicable Internal Revenue Service ("IRS") requirements, 
such as those contained in Revenue Procedure 97-22. 

D. The Compliance Officer shall be aware of options for voluntary corrections 
for failure to comply with post-issuance compliance requirements (such as 
remedial actions under Section 1.141-12 of the Regulations and the 
Treasury's Tax-Exempt Bonds Voluntary Closing Agreement Program) 
and take such corrective action when necessary and appropriate. 

E. The Compliance Officer will review post-issuance compliance procedures 
and systems on a periodic basis, but not less than annually. 

Issuance of Obligations - Documents and Records 
With respect to each issue of Obligations, the Compliance Officer will: 

A. Obtain and store a closing binder and/or CD or other electronic copy of the 
relevant and customary transaction documents (the "Transcript"). 

B. Confirm that bond counsel has filed the applicable information report (e.g., 
Form 8038, Form 8038-G, Form 8038-CP) for such issue with the IRS on 
a timely basis. 

C. Coordinate receipt and retention of relevant books and records with 
respect to the investment and expenditure of the proceeds of such 
Obligations with other applicable staff members of the Issuer. 

Arbitrage 
The following policies relate to the monitoring and calculating of arbitrage and 
compliance with specific arbitrage rules and regulations. 

The Compliance Officer will: 

A. Confirm that a certification of the initial offering prices of the Obligations 
with such supporting data, if any, required by bond counsel, is included in 
the Transcript. 



B. Confirm that a computation of the yield on such issue from the Issuer's 
financial advisor or bond counsel (or an outside arbitrage rebate 
specialist) is contained in the Transcript. 

C. Maintain a system for tracking investment earnings on the proceeds of the 
Obligations. 

D. Coordinate the tracking of expenditures, including the expenditure of any 
investment earnings.  If the project(s) to be financed with the proceeds of 
the Obligations will be funded with multiple sources of funds, confirm that 
the Issuer has adopted an accounting methodology that maintains each 
source of financing separately and monitors the actual expenditure of 
proceeds of the Obligations. 

E. Maintain a procedure for the allocation of proceeds of the issue and 
investment earnings to expenditures, including the reimbursement of pre-
issuance expenditures.  This procedure shall include an examination of 
the expenditures made with proceeds of the Obligations within 18 months 
after each project financed by the Obligations is placed in service and, if 
necessary, a reallocation of expenditures in accordance with 
Section 1.148-6(d) of the Treasury Regulations. 

F. Monitor compliance with the applicable "temporary period" (as defined in 
the Code and Treasury Regulations) exceptions for the expenditure of 
proceeds of the issue, and provide for yield restriction on the investment of 
such proceeds if such exceptions are not satisfied. 

G. Ensure that investments acquired with proceeds of such issue are 
purchased at fair market value.  In determining whether an investment is 
purchased at fair market value, any applicable Treasury Regulation safe 
harbor may be used. 

H. Avoid formal or informal creation of funds reasonably expected to be used 
to pay debt service on such issue without determining in advance whether 
such funds must be invested at a restricted yield. 

I. Consult with bond counsel prior to engaging in any post-issuance credit 
enhancement transactions or investments in guaranteed investment 
contracts. 

J. Identify situations in which compliance with applicable yield restrictions 
depends upon later investments and monitor implementation of any such 
restrictions. 

K. Monitor compliance with six-month, 18-month or 2-year spending 
exceptions to the rebate requirement, as applicable. 

L. Procure a timely computation of any rebate liability and, if rebate is due, to 
file a Form 8038-T and to arrange for payment of such rebate liability. 

M. Arrange for timely computation and payment of "yield reduction payments" 
(as such term is defined in the Code and Treasury Regulations), if 
applicable. 



Private Activity Concerns 
The following polices relate to the monitoring and tracking of private uses and private 
payments with respect to facilities financed with the Obligations. 

The Compliance Officer will: 

A. Maintain records determining and tracking facilities financed with specific 
Obligations and the amount of proceeds spent on each facility. 

B. Maintain records, which should be consistent with those used for arbitrage 
purposes, to allocate the proceeds of an issue and investment earnings to 
expenditures, including the reimbursement of pre-issuance expenditures. 

C. Maintain records allocating to a project financed with Obligations any 
funds from other sources that will be used for otherwise non-qualifying 
costs. 

D. Monitor the expenditure of proceeds of an issue and investment earnings 
for qualifying costs. 

E. Monitor private use of financed facilities to ensure compliance with 
applicable limitations on such use.  Examples of potential private use 
include: 

1. Sale of the facilities, including sale of capacity rights; 

2. Lease or sub-lease of the facilities (including leases, easements or 
use arrangements for areas outside the four walls, e.g., hosting of 
cell phone towers) or leasehold improvement contracts; 

3. Management contracts (in which the Issuer authorizes a third party 
to operate a facility, e.g., cafeteria) and research contracts; 

4. Preference arrangements (in which the Issuer permits a third party 
preference, such as parking in a public parking lot); 

5. Joint-ventures, limited liability companies or partnership 
arrangements; 

6. Output contracts or other contracts for use of utility facilities 
(including contracts with large utility users); 

7. Development agreements which provide for guaranteed payments 
or property values from a developer; 

8. Grants or loans made to private entities, including special 
assessment agreements; and  

9. Naming rights arrangements. 

Monitoring of private use should include the following: 

1. Procedures to review the amount of existing private use on a 
periodic basis; and 



2. Procedures for identifying in advance any new sale, lease or 
license, management contract, sponsored research arrangement, 
output or utility contract, development agreement or other 
arrangement involving private use of financed facilities and for 
obtaining copies of any sale agreement, lease, license, 
management contract, research arrangement or other arrangement 
for review by bond counsel. 

If the Compliance Officer identifies private use of facilities financed with tax-exempt or 
tax-advantaged debt, the Compliance Officer will consult with the Issuer's bond counsel 
to determine whether private use will adversely affect the tax status of the issue and if 
so, what remedial action is appropriate.  The Compliance Officer should retain all 
documents related to any of the above potential private uses. 

Qualified Tax-Exempt Obligations 
If the Issuer issues "qualified tax-exempt obligations" in any year, the Compliance 
Officer shall monitor all tax-exempt financings (including lease purchase arrangements 
and other similar financing arrangements and conduit financings on behalf of 501(c)(3) 
organizations) to assure that the $10,000,000 "small issuer" limit is not exceeded. 

Federal Subsidy Payments 
The Compliance Officer shall be responsible for the calculation of the amount of any 
federal subsidy payments and the timely preparation and submission of the applicable 
tax form and application for federal subsidy payments for tax-advantaged obligations 
such as Build America Bonds, New Clean Renewable Energy Bonds and Qualified 
School Construction Bonds. 

Reissuance 
The following policies relate to compliance with rules and regulations regarding the 
reissuance of Obligations for federal law purposes. 

The Compliance Officer will identify and consult with bond counsel regarding any post-
issuance change to any terms of an issue of Obligations which could potentially be 
treated as a reissuance for federal tax purposes. 

Record Retention 
The following polices relate to retention of records relating to the Obligations issued. 

The Compliance Officer will: 

A. Coordinate with staff regarding the records to be maintained by the Issuer 
to establish and ensure that an issue remains in compliance with 
applicable federal tax requirements for the life of such issue. 

B. Coordinate with staff to comply with provisions imposing specific 
recordkeeping requirements and cause compliance with such provisions, 
where applicable. 

C. Coordinate with staff to generally maintain the following: 

1. The Transcript relating to the transaction (including any arbitrage or 
other tax certificate and the bond counsel opinion); 



2. Documentation evidencing expenditure of proceeds of the issue; 

3. Documentation regarding the types of facilities financed with the 
proceeds of an issue, including, but not limited to, whether such 
facilities are land, buildings or equipment, economic life calculations 
and information regarding depreciation. 

4. Documentation evidencing use of financed property by public and 
private entities (e.g., copies of leases, management contracts, 
utility user agreements, developer agreements and research 
agreements); 

5. Documentation evidencing all sources of payment or security for 
the issue; and 

6. Documentation pertaining to any investment of proceeds of the 
issue (including the purchase and sale of securities, SLGs 
subscriptions, yield calculations for each class of investments, 
actual investment income received by the investment of proceeds, 
guaranteed investment contracts, and rebate calculations). 

D. Coordinate the retention of all records in a manner that ensures their 
complete access to the IRS. 

E. Keep all material records for so long as the issue is outstanding (including 
any refunding), plus seven years. 

Continuing Disclosure 
Under the provisions of SEC Rule 15c2-12 (the "Rule"), Participating Underwriters (as 
defined in the Rule) are required to determine that issuers (such as the Issuer) have 
entered into written Continuing Disclosure Agreements to make ongoing disclosure in 
connection with Offerings subject to the Rule.  Unless the Issuer is exempt from 
compliance with the Rule or the continuing disclosure provisions of the Rule as a result 
of certain permitted exemptions, the Transcript for each issue of related obligations will 
include a Continuing Disclosure Agreement executed by the Issuer. 

In order to monitor compliance by the Issuer with its Continuing Disclosure Agreements, 
the Compliance Officer will, if and as required by such Continuing Disclosure 
Agreements: 
 

A. Assist in the preparation or review of annual reports ("Annual Reports") in the 
form required by the related Continuing Disclosure Agreements. 
 

B. Maintain a calendar, with appropriate reminder notifications, listing the filing due 
dates relating to dissemination of Annual Reports, which annual due date is 
generally expressed as a date within a certain number of days (e.g., 180 days) 
following the end of the Issuer's fiscal year (the "Annual Report Due Date"), as 
provided in the related Continuing Disclosure Agreements. 
 



C.  Ensure timely dissemination of the Annual Report by the Annual Report Due 
Date, in the format and manner provided in the related Continuing Disclosure 
Agreements, which may include transmitting such filing to the Municipal 
Securities Rulemaking Board ("MSRB") through the Electronic Municipal Market 
Access ("EMMA") System at www.emma.msrb.org in the format prescribed by 
the MSRB. 
 

D. Monitor the occurrence of any "Material Event" (as defined in the Continuing 
Disclosure Agreements) and timely file notice of the occurrence of any such 
Material Event in the manner provided under the Continuing Disclosure 
Agreements.  To be timely filed, such notice must be transmitted within 10 days 
(or such other time period as set forth in the Continuing Disclosure Agreements) 
of the occurrence of such Material Event. 
 

E.  Ensure timely dissemination of notice of any failure to perform under a 
Continuing Disclosure Agreement, if and as required by the Continuing 
Disclosure Agreement. 
 

F. Respond to requests, or ensure that the Issuer Contact (as defined in the 
Continuing Disclosure Agreement) responds to requests, for information under 
the Rule, as provided in the Continuing Disclosure Agreements. 
 

G. Monitor the performance of any dissemination agent(s) engaged by the Issuer to 
assist in the performance of any obligation under the Continuing Disclosure 
Agreements. 

Conduit Bond Financings 

In conduit bond financings, such as industrial revenue bonds or Midwestern Disaster 
Area Bonds, the Issuer is not in a position to directly monitor compliance with arbitrage 
requirements and qualified use requirements because information concerning and 
control of those activities lies with the private borrower.  The Issuer's policy in 
connection with conduit financings is to require that the bond documents in such 
financings impose on the borrower (and trustee or other applicable party) responsibility 
to monitor compliance with qualified use rules and arbitrage and other federal tax 
requirements and to take necessary action if remediation of nonqualified bonds is 
required. 



Hartland/Lakeside School District 
800 North Shore Drive, Hartland, WI  53029 

 _____________________________________________________________________ 
 
Section Fiscal Management 
 
Title Outstanding Checks 
 
Number 693 
 
Adopted October 27, 2014 
 
Checks issued from the Hartland Lakeside School District that have not been cashed 
within 120 days of the issue date are considered outstanding. 
 
Due diligence procedures at this time include sending a written reminder (sample 
attached) to the payee giving them the option of either cashing the check or requesting 
a replacement check if it has been lost or stolen. 
 
If no response is received from the payee and the check is over one (1) year for 
Accounts Payable and five(5) years for Payroll, another written notice will be sent 
(sample attached) indicating that if no response is received after 15 days, the unclaimed 
monies will be forwarded to the Wisconsin Department of Revenue, Unclaimed Property 
Division.  At this point, if the payee chooses to claim the funds, he must contact 
wismissingmoney.com 



Hartland/Lakeside School District 
800 North Shore Drive, Hartland, WI  53029 

 _____________________________________________________________________ 
 
Section Fiscal Management 
 
Title Purchasing Card (P-Cards) 
 
Number 694  
 
Adopted May 20, 2013 
 
I.	  RESPONSIBLITIES	  OF	  PROGRAM	  PARTICIPANTS	  	  
Cardholder	  	  
Prudent,	  good	  business	  judgment	  must	  be	  exercised	  at	  all	  times	  when	  making	  a	  purchase	  
with	  a	  District	  Purchasing	  (P-‐Card).	  Cardholders	  are	  expected	  to	  be	  as	  conscientious	  with	  
district	  funds	  as	  they	  would	  their	  own.	  Any	  purchase	  perceived	  as	  being	  excessive,	  
exorbitant	  or	  inconsistent	  with	  educational	  business	  purposes	  will	  be	  scrutinized,	  and	  if	  
deemed	  inappropriate,	  the	  cardholder	  will	  be	  required	  to	  compensate	  the	  District	  from	  
their	  personal	  funds	  for	  the	  difference	  in	  reasonable	  and	  customary	  costs.	  	  
	  

Cardholder	  is	  responsible	  for	  the	  following:	  	  
• Complying	  with	  District	  policies	  and	  procedures	  and	  Purchasing	  Card	  (P-‐Card)	  

guidelines	  
• Securing	  the	  Purchasing	  Card	  (P-‐Card)	  at	  all	  times	  
• Making	  purchases	  and/or	  returns	  
• Informing	  vendor	  of	  tax-‐exempt	  status	  
• Obtaining	  sales	  receipts	  or	  other	  proof-‐of-‐purchase	  records	  for	  all	  transactions	  
• Ensuring	  purchased	  goods	  and	  materials	  are	  received	  
• Reviewing	  and	  validating	  all	  charges/credits	  appearing	  on	  the	  Purchasing	  Card	  

(P-‐Card)	  statement	  
• Resolving	  errors	  and	  disputes	  with	  the	  vendor	  
• Ensuring	  that	  funds	  are	  appropriated	  and	  available	  before	  purchases	  are	  made	  
• Matching	  receipts	  with	  the	  Purchasing	  Card	  (P-‐Card)	  statement	  
• Submitting	  all	  original	  documentation	  to	  the	  Business	  office	  for	  payment	  in	  a	  

timely	  manner	  
• Reporting	  lost,	  stolen	  or	  damaged	  cards	  to	  the	  Business	  Manager	  

	  	  
Failure	  to	  comply	  with	  any	  one	  or	  more	  of	  the	  listed	  items	  may	  result	  in	  revocation	  of	  card	  
privileges.	  
	  
Approving Official  
Superintendent and Administrators have been designated as the approving officials for their 
respective departments. The Approving Official will be the cardholder's immediate supervisor. 
In all cases, the cardholder shall always have their immediate supervisor approve all 
expenditures and purchases in advance.  
 

Approving Official is responsible for the following:  
• Reviewing the cardholder’s statement and receipts 
• Ensuring all purchases made are with the Purchasing Card (P-Card) guidelines 



• Approving P-Card purchases 
• Requesting P-Cards or modification to existing cards  

 
Program Administrator  
The Business Manager administers the Purchasing Card (P-Card) program.  
 
 Program Administrator is responsible for:  

• Organizing the issuance and cancellation for P-Cards 
• Maintaining cardholder record and profile information 
• Assisting with lost or stolen P-Cards 
• Facilitating temporary and permanent changes to the card issuer 
• Assisting with billing disputes, if necessary 
• Collecting revoked and cancelled cards from cardholders 
• Receiving approved monthly statements and supporting documentation from 

cardholders 
• Auditing and reviewing all P-Card activity on the statements to ensure purchases 

are within program guidelines 
• Recording P-Card transactions in the financial software 
• Submitting payment request to Accounts Payable for P-Card balances due to the 

card issuer 
• Maintaining files of monthly statements and supporting documentation for audit 

purposes 
 
II. PROGRAM ELIGIBILITY  
The P-Card is primarily designed for Hartland-Lakeside School District personnel who 
purchase goods or services on behalf of the District. Eligible card users may obtain a P-Card by 
completing the Cardholder Account Form and obtaining the appropriate approvals.  
 
Temporary	  and	  probationary	  employees	  will	  not	  be	  issued	  a	  card.	  In	  addition,	  an	  employee	  
placed	  on	  administrative	  probation	  for	  violation	  of	  Hartland-‐Lakeside	  School	  District	  policy	  
will	  have	  P-‐Card	  privileges	  suspended	  or	  revoked.	  Volunteers,	  parents,	  community	  
members,	  students	  and	  all	  other	  non-‐district	  staff	  are	  not	  allowed	  to	  possess,	  use	  or	  handle	  
the	  P-‐Card	  at	  any	  time.	  Nor	  should	  cardholders	  allow	  the	  use	  of	  their	  card	  by	  anyone	  else.	  
	  
III.	  OBTAINING	  AND	  USING	  THE	  P-‐CARD	  	  
P-‐Cards	  will	  be	  issued	  to	  individuals	  but	  not	  to	  departments.	  It	  will	  have	  the	  cardholder’s	  
name,	  the	  District’s	  name,	  and	  Hartland-‐Lakeside	  School	  District	  logo	  embossed	  on	  it	  to	  
distinguish	  it	  from	  other	  credit	  cards.	  All	  persons	  applying	  for	  a	  Hartland-‐Lakeside	  School	  
District	  P-‐Card	  must	  first	  read	  and	  become	  familiar	  with	  the	  P-‐Card	  Guidelines.	  	  

A. The	  Administrator	  must	  request	  the	  P-‐Card	  on	  a	  Cardholder	  Account	  Form.	  	  No	  
Credit	  checks	  will	  be	  performed	  on	  the	  individual	  cardholders.	  

B. Once	  the	  form	  is	  completed,	  it	  must	  be	  forwarded	  to	  the	  Business	  Manager.	  
C. The	  Business	  Manager	  will	  complete	  an	  application	  and	  submit	  it	  to	  the	  card	  

issuer.	  
D. The	  card	  issuer	  receives	  the	  approved	  application.	  



E. The	  cardholder	  is	  required	  to	  sign	  the	  Cardholder	  Purchasing	  Card	  Agreement	  
prior	  to	  receiving	  the	  P-‐Card.	  	  Once	  the	  agreement	  is	  completed,	  the	  cardholder	  
will	  receive	  the	  card.	  

	  
NOTE:	  By	  accepting	  the	  P-‐Card,	  the	  Cardholder	  assumes	  responsibility	  for	  the	  P-‐Card.	  The	  
P-‐Card	  is	  not	  transferrable	  and	  may	  not	  be	  used	  by	  anyone	  other	  than	  the	  Cardholder.	  	  
	  
Modifying	  Cardholder	  and	  P-‐Card	  Information	  	  
All	  requests	  for	  modifications	  to	  a	  cardholder’s	  P-‐Card	  profile	  including	  transfers	  to	  other	  
departments	  must	  be	  made	  in	  writing	  to	  the	  Business	  Manager.	  If	  necessary,	  the	  Business	  
Manager	  will	  request	  the	  card	  issuer	  to	  issue	  a	  new	  P-‐Card.	  	  
	  
Using	  the	  Purchasing	  Card	  –	  General	  Information	  	  
Transaction	  Limits:	  	  
Controls	  have	  been	  developed	  for	  the	  P-‐Card	  to	  limit	  certain	  purchases	  and	  dollar	  
amounts	  charged	  to	  the	  card.	  These	  transaction	  limits	  may	  vary	  for	  each	  cardholder	  and	  
will	  be	  established	  by	  the	  Business	  Manager.	  
	  	  

• Dollar	  Limits:	  	  Individual	  dollar	  limits	  for	  purchases,	  total	  transactions	  and	  
total	  credit	  will	  be	  predetermined	  by	  the	  Business	  Manager	  and/or	  
Superintendent.	  

• Single	  Purchase	  Limit:	  Maximum	  total	  amount	  for	  each	  purchase	  on	  the	  
individual’s	  P-‐Card.	  Each	  transaction	  may	  be	  comprised	  of	  multiple	  items,	  
but	  the	  total	  cannot	  exceed	  the	  single	  transaction	  dollar	  limit	  on	  the	  P-‐Card.	  
Do	  not	  split	  transactions	  into	  smaller	  amounts	  to	  circumvent	  or	  avoid	  
the	  single	  transaction	  purchase	  limit	  placed	  on	  the	  card.	  Violation	  of	  
this	  guideline	  may	  result	  in	  revocation	  of	  card	  use/privilege.	  

• Monthly	  Purchase	  Limit:	  Maximum	  total	  amount	  for	  purchases	  each	  month	  
on	  the	  individual’s	  P-‐Card	  (credit	  limit).	  Once	  the	  balance	  on	  the	  P-‐Card	  
reaches	  the	  monthly	  dollar	  limit,	  subsequent	  purchases	  will	  be	  declined.	  
Consequently,	  normal	  purchasing	  procedures	  must	  be	  used.	  Recommended	  
spending/transaction	  limits	  are	  identified	  on	  the	  Cardholder	  Account	  Form.	  	  

• Merchant	  Category	  Codes	  (MCC)/Restricted	  Vendors:	  All	  vendors	  are	  
assigned	  a	  Merchant	  Category	  Code	  (MCC)	  by	  their	  bank.	  Certain	  types	  MCCs	  
are	  prohibited	  and	  those	  vendors	  are	  blocked	  for	  all	  cardholders.	  These	  
include	  but	  are	  not	  limited	  to	  liquor	  stores,	  convenience	  stores,	  bars,	  lounges,	  
adult	  entertainment	  facilities,	  etc.	  Each	  card	  has	  been	  restricted	  for	  use	  with	  
these	  vendors.	  Attempting	  to	  purchase	  from	  merchants/vendors	  that	  are	  
restricted	  will	  cause	  the	  transaction	  to	  be	  declined.	  If	  an	  authorized	  
merchant/vendor	  does	  not	  accept	  the	  P-‐Card	  or	  a	  purchase	  is	  declined	  
with	  an	  authorized	  merchant/vendor,	  contact	  the	  Business	  Manager.	  
Inform	  the	  Business	  Manager	  of	  the	  name	  of	  the	  company,	  item	  description	  
and	  cost,	  purpose	  of	  the	  purchase	  and	  account/budget	  code	  to	  be	  charged	  for	  
the	  items.	  

Purchases:	  
	  

A. The	  P-‐Card	  can	  be	  used	  with	  any	  approved	  vendor	  that	  accepts	  the	  card	  issuer	  and	  
provides	  itemized	  receipts	  

B. Competitive	  bidding	  is	  not	  required;	  however,	  strive	  to	  obtain	  the	  best	  value	  by	  
purchasing	  from	  awarded	  vendors	  of	  the	  District	  



C. Inform	  the	  merchant	  that	  the	  purchase	  is	  tax	  exempt	  
D. The	  cardholder	  may	  pick	  up	  purchases,	  or	  place	  an	  order	  by	  telephone	  or	  fax.	  	  

Internet/online	  purchases	  can	  only	  be	  made	  for	  travel	  arrangements	  such	  as	  
registrations,	  lodging	  and	  transportation.	  	  Exception	  on	  a	  limited	  basis	  with	  the	  
approval	  from	  the	  Business	  Manager	  on	  other	  internet	  purchases	  may	  be	  made.	  	  
Approval	  must	  be	  obtained	  in	  advance	  

E. Do	  not	  provide	  a	  release	  or	  a	  blanket	  purchase	  order	  number	  when	  ordering	  with	  
the	  P-‐Card.	  	  This	  will	  prevent	  the	  vendor	  from	  inadvertently	  sending	  a	  duplicate	  
invoice	  

F. For	  orders	  that	  are	  delivered	  or	  shipped,	  ensure	  that	  delivery	  instructions	  include	  
the	  following:	  
i. a	  request	  to	  the	  vendor	  reminding	  them	  not	  to	  send	  an	  invoice	  (to	  avoid	  

duplicate	  payment)	  
ii.	  	  	  cardholder’s	  name,	  mailing	  address	  and	  telephone	  number	  
iii.	  	  merchant	  name,	  address	  and	  identification	  
iv.	  	  packing	  slip	  detailing	  the	  product	  description,	  price	  and	  delivery	  charges	  
	  

Prohibited/Improper	  Purchases:	  	  
	  
The	  P-‐Card	  is	  to	  be	  used	  for	  District	  business	  purposes	  only	  and	  must	  not	  be	  used	  for	  any	  
non-‐business	  or	  personal	  purchases.	  Any	  personal	  purchase	  will	  be	  considered	  
misappropriation	  of	  District	  funds,	  which	  constitutes	  a	  criminal	  offense	  and	  must	  
be	  referred	  to	  the	  Superintendent	  and	  Business	  Manager.	  Furthermore,	  any	  purchase	  
perceived	  as	  being	  exorbitant	  or	  inappropriate	  will	  be	  questioned,	  and	  if	  deemed	  so,	  must	  
be	  reimbursed	  to	  the	  District.	  Cardholders	  who	  violate	  the	  P-‐Card	  guidelines	  will	  be	  
subject	  to	  disciplinary	  action,	  up	  to	  and	  including	  cancellation	  of	  the	  P-‐Card	  and	  
termination	  of	  employment.	  	  
	  
The	  P-‐Card	  cannot	  be	  used	  to	  purchase	  the	  following	  items:	  	  

• Personal	  purchases	  	  
• Cash	  Advances	  	  
• Alcoholic	  beverages	  	  
• Contracted/Consultant	  Services	  	  
• Chemicals	  and	  hazardous	  materials	  requiring	  special	  environmental	  reporting	  	  
• Gift	  cards	  (Gift	  card	  purchases	  cannot	  be	  purchased	  for	  any	  reason	  using	  any	  

funds,	  including	  student	  and	  campus	  activity	  funds.	  If	  gift	  cards	  are	  purchased,	  
the	  cardholder	  will	  be	  held	  responsible	  for	  reimbursing	  HLSD).	  	  

	  
IV.	  SUBMITTING	  SUPPORTING	  DOCUMENTATION	  	  
	  

a. Receipts/Proof	  of	  Purchase:	  It	  is	  the	  cardholder’s	  responsibility	  to	  obtain	  
itemized	  sales	  receipts,	  internet/e-‐mail	  confirmations	  (e-‐receipts)	  for	  travel	  
arrangements	  or	  packing	  lists	  for	  all	  purchases	  using	  the	  P-‐Card	  and	  submit	  
the	  originals	  to	  the	  Business	  Manager.	  	  

	  
Acceptable	  Receipts	  contain:	  	  

• Vendor/merchant	  name	  
• Date	  of	  transaction	  
• Clear	  description	  of	  the	  items	  purchased	  



• Detailed	  cost	  or	  the	  order	  which	  includes	  sales	  tax	  charged	  and	  
delivery	  charges	  

	  
Unacceptable	  receipts	  include	  receipts	  without	  item	  description;	  receipts	  
with	  vague	  item	  descriptions	  such	  as	  “gen	  mdse”,	  “misc.”,	  “tax	  exempt	  item”,	  
“item	  1”,	  product	  numbers	  and	  serial	  numbers;	  and	  receipts	  without	  vendor	  
name,	  date	  of	  transaction	  and	  amount	  paid	  to	  vendor.	  
	   	   	  
NOTE:	  If	  a	  receipt	  is	  lost	  or	  is	  not	  itemized,	  it	  is	  the	  cardholder’s	  
responsibility	  to	  obtain	  a	  duplicate	  copy	  from	  the	  vendor.	  If	  the	  cardholder	  is	  
unable	  to	  obtain	  a	  copy	  of	  the	  receipt,	  the	  cardholder	  will	  be	  required	  to	  
reimburse	  the	  District	  with	  his/her	  personal	  funds	  for	  the	  unsupported	  
transactions	  	  
	  

b.	  Other	  Supporting	  Documentation:	  In	  addition	  to	  receipts,	  other	  
documentation	  is	  needed	  to	  complete	  the	  P-‐Card	  packet	  submitted	  to	  the	  
Business	  Office.	  	  

	  
• Purchasing	  Card	  Charges	  Form:	  The	  Purchasing	  Card	  Charges	  Form	  must	  

be	  filled	  out	  completely,	  stating	  the	  date	  of	  the	  transaction,	  vendor,	  
purpose/justification	  of	  each	  purchase	  made	  in	  the	  description	  area,	  account	  
code	  to	  be	  charged	  and	  amount	  of	  each	  transaction.	  Account	  codes	  used	  
should	  correspond	  to	  the	  type	  of	  purchase	  made.	  The	  transactions	  should	  be	  
listed	  on	  the	  P-‐Card	  Charges	  Form	  in	  the	  same	  order	  in	  which	  they	  appear	  on	  
the	  statement.	  Furthermore,	  the	  total	  amount	  on	  the	  P-‐Card	  Form	  including	  
sales	  tax	  and	  tips	  to	  be	  reimbursed	  to	  the	  District	  must	  equal	  the	  balance	  due	  
on	  the	  P-‐Card	  statement.	  The	  form	  must	  be	  signed	  by	  the	  cardholder	  and	  the	  
cardholder’s	  supervisor	  prior	  to	  submission	  to	  the	  Business	  Office	  by	  the	  
15th	  of	  the	  month.	  If	  the	  cardholder	  is	  unavailable	  to	  sign	  the	  P-‐Card	  Charges	  
form	  by	  the	  due	  date	  because	  of	  an	  absence,	  all	  receipts	  and	  credits	  should	  be	  
forwarded	  to	  the	  Approving	  Official	  who	  will	  review	  and	  submit	  a	  signed	  
statement	  to	  the	  Business	  Manager.	  If	  the	  AO	  is	  unavailable,	  the	  AO’s	  
designee	  should	  approve	  monthly	  statements.	  	  

	  
• Roster	  for	  food	  and	  field	  trip	  purchases:	  When	  purchasing	  meals	  or	  food	  

items	  for	  a	  meeting	  or	  tickets	  for	  a	  field	  trip	  event,	  a	  roster	  or	  list	  of	  names	  
for	  those	  in	  attendance	  is	  required	  as	  additional	  documentation.	  It	  should	  
include	  the	  individual’s	  business	  relationship	  to	  the	  District	  (i.e.	  parents,	  
student).	  The	  cardholder	  must	  use	  discretion	  when	  purchasing	  meals/food.	  
The	  District	  reserves	  the	  right	  to	  require	  cardholders	  to	  reimburse	  charges	  
that	  are	  deemed	  unacceptable	  or	  exorbitant.	  Reminder:	  Tips	  may	  not	  be	  
charged	  unless	  gratuity	  is	  automatically	  added	  due	  to	  the	  size	  of	  the	  group	  
(i.e.	  gratuity	  of	  15%	  for	  a	  party	  of	  5	  or	  more).	  	  

	  	  
Compliance:	  	  
Use	  of	  the	  Purchasing	  Card	  does	  not	  relieve	  the	  cardholder	  from	  complying	  with	  Federal,	  
State,	  Local	  laws,	  ordinances,	  regulations,	  and	  Board	  of	  Education	  policies	  and	  
procedures.	  Cardholders	  who	  violate	  policies	  and	  procedures	  will	  be	  subject	  to	  
disciplinary	  action	  up	  to	  and	  including	  termination,	  including	  immediate	  payment	  of	  all	  
unauthorized	  purchases	  and	  revocation	  of	  P-‐Card	  privileges.	  	  



	  
1st	  Offense	  –	  Cardholder	  will	  receive	  a	  warning	  via	  email	  and	  guidance	  on	  
correcting	  situation.	  	  
2nd	  Offense	  –	  Suspension	  for	  a	  minimum	  of	  30	  days.	  (It	  may	  be	  longer	  if	  
situation	  is	  not	  corrected.	  Cardholder	  and	  supervisor	  will	  be	  notified	  by	  
email).	  	  
3rd	  Offense	  –	  Revocation	  of	  the	  P-‐Card.	  (Termination	  of	  employment	  may	  
result	  depending	  upon	  severity	  of	  violation).	  	  
	  

V.	  AUDIT	  OF	  TRANSACTIONS	  	  
	  
The	  District	  reserves	  the	  right	  to	  perform	  periodic	  audits	  of	  cardholder's	  transactions	  to	  	  
ensure	  compliance	  with	  this	  policy.	  Records	  are	  subject	  to	  audit	  by	  state	  and	  federal	  	  
auditors,	   funding	   agencies,	   grantors,	   and	   other	   governmental	   agencies	   with	   funding	  
jurisdiction.	   The	   Business	   Manager	   shall	   make	   records	   and	   supporting	   documentation	  
available	   to	   authorized	   requestors.	   Violations	   of	   this	   policy	   will	   be	   subject	   to	   disciplinary	  
action	  up	  to	  and	  including	  revocation	  of	  P-‐Card	  benefits	  and	  termination	  of	  employment.	  	  
	  
VI.	  RESOLVING	  RETURNS,	  CREDITS	  AND	  DISPUTED	  ITEMS	  	  
	  
Returns	  and	  Credits	  	  
To	  return	  items	  purchased	  with	  the	  P-‐Card:	  	  

1. Contact	  the	  vendor	  for	  instructions.	  	  
2. Document	  vendor	  personnel	  handling	  return,	  return	  date,	  tracking	  numbers	  	  
3. Follow	  up	  with	  vendor	  to	  ensure	  returned	  items	  were	  received.	  	  
4. Make	  sure	  the	  credit	  appears	  on	  the	  P-‐Card	  statement.	  	  
5. Maintain	  documentation	  of	  all	  credits,	  returns	  and	  exchanges	  to	  be	  attached	  to	  the	  	   	  
 monthly	  statement.	  
6. If	  monthly	  statement	  has	  already	  been	  paid	  by	  the	  District,	  give	  two	  (2)	  week	  

notice	  to	  the	  Business	  Manager	  that	  you	  are	  in	  need	  of	  the	  original	  receipt	  to	  make	  
the	  return.	  

 	  
The	  vendor	  should	  issue	  a	  credit	  for	  billing	  errors,	  sales	  tax,	  defective	  merchandise,	  
returned	  goods	  or	  cancelled	  orders.	  The	  credit	  will	  appear	  on	  a	  subsequent	  cardholder	  
statement.	  If	  not,	  contact	  the	  vendor.	  	  
	  
Disputes	  and	  Erroneous	  Charges	  	  
Disputed	  billings	  can	  result	  from	  failure	  to	  receive	  the	  goods	  purchased,	  defective	  
merchandise,	  incorrect	  dollar	  amounts,	  duplicate	  charges,	  unprocessed	  credits,	  as	  well	  as	  
unauthorized	  charges.	  If	  a	  cardholder	  has	  a	  problem	  with	  a	  purchase	  or	  billing	  resulting	  
from	  use	  of	  the	  P-‐Card,	  the	  cardholder	  should	  first	  attempt	  to	  resolve	  it	  directly	  with	  the	  
vendor.	  In	  most	  cases,	  disputes	  can	  be	  resolved	  between	  the	  vendor	  and	  the	  cardholder.	  If	  a	  
resolution	  cannot	  be	  reached,	  the	  cardholder	  should	  submit	  a	  Statement	  of	  Disputed	  Items	  
Form	  with	  supporting	  documentation	  to	  Business	  Manager.	  All	  unresolved	  errors	  or	  
disputes	  should	  be	  communicated	  to	  the	  Business	  Manager	  within	  60	  days	  of	  the	  original	  
transaction.	  	  
	  
NOTE:	  Do	  NOT	  accept	  cash	  under	  any	  circumstances.	  A	  credit	  must	  be	  made	  to	  the	  P-‐Card	  
that	  was	  charged.	  	  



	  
VII.	  GENERAL	  INFORMATION	  	  
	  
Reporting	  a	  Lost	  or	  Stolen	  Card	  	  
Cardholders	  must	  notify	  the	  card	  issuer	  and	  Business	  Manager	  immediately	  when	  a	  card	  
is	  discovered	  lost	  or	  stolen	  
	   	  
Cancelling	  P-‐Cards	  	  
If	  an	  employee	  is	  transferring	  to	  another	  school	  or	  leaving	  the	  District,	  the	  P-‐Card	  must	  
be	  cancelled.	  	  

1. Contact	  the	  Program	  Administrator	  in	  writing	  with	  request	  to	  cancel	  the	  P-‐Card	  	  
2. Cut	  the	  P-‐Card	  in	  half	  and	  return	  it	  to	  the	  Business	  Manager	  	  
3. Ensure	  all	  charges	  (if	  any)	  on	  final	  statement	  are	  accurate	  and	  submit	  supporting	  

documentation	  	  
	  
Card	  Renewal	  	  
A	  renewal	  P-‐Card	  is	  mailed	  to	  the	  cardholder	  at	  the	  address	  on	  file	  upon	  expiration	  of	  the	  
current	  card.	  	  
	  
Card	  Security	  	  
The	  P-‐Card	  is	  the	  responsibility	  of	  the	  cardholder	  and	  must	  be	  kept	  in	  a	  secure	  location	  at	  
all	  times.	  Ultimately,	  the	  person	  whose	  name	  appears	  on	  the	  P-‐Card,	  will	  be	  held	  
accountable	  for	  all	  charges	  made	  to	  his/her	  P-‐Card.	  	  
	  
To	  prevent	  unauthorized	  use	  of	  the	  card:	  	  

1. Do	  not	  give	  the	  card	  or	  card	  number	  to	  others.	  	  
2. Do	  not	  give	  the	  card	  number	  to	  merchants	  to	  keep	  on	  file	  for	  future	  use.	  	  
3. Do	  not	  write	  or	  post	  the	  account	  number	  anywhere.	  	  
4. All	  cards	  must	  be	  returned	  to	  the	  Business	  Manager	  at	  the	  end	  of	  each	  school	  

year.	  
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The purpose of the Purchasing Card (P-Card) is to establish a more efficient, cost-
effective method of purchasing and payment for small-dollar transactions.  The 
Purchasing Card (P-Card) Program streamlines the District’s payment process by 
reducing the number of checks issued through Accounts Payable. 

A Purchasing Card (P-Card) is a credit card that authorized Hartland-Lakeside School 
District personnel may use to purchase goods and limited services for use by the 
District. Purchasing Cards (P-Cards) are issued to individuals who meet the appropriate 
requirements and can only be used by the individual named on the card. Hartland-
Lakeside School District is liable to the financial institution that issues the Purchasing 
Cards (P-Cards) for all valid transactions and pays the financial institution directly.  

The Purchasing Card (P-Card) is not intended to avoid or bypass appropriate 
purchasing or payment procedures due to time constraints but to complement the 
existing processes available. It is to be used for Hartland-Lakeside School District 
business purchases only. The purchase of personal items is prohibited and in violation 
of Board Policy. 
 
All cards are issued at the request of the Superintendent or Administrator. Card usage 
may be audited and/or rescinded at any time.  

The Business Manager shall choose a Purchasing Card (P-Card) program offered 
through a card-issuing Financial Services Provider (“Card Issuer”) that will best meet 
the expectations and interest of the District. This program is governed by the terms and 
conditions of a Master Agreement between Hartland-Lakeside School District and the 
Card Issuer.  

 
Reference: Policy 672 – Purchasing Policy 
  Policy 672 Rule – Purchasing Procedures 
  Policy 680 – Fiscal Accounting and Reporting 
  Policy 681 – Audit 
 




