Fiscal Policies and
Procedures

Adopted by the Board of Trustees on 2/28/2008
Updated September 20, 2018

Adopted by the Board of Trustees on 2/28/2008
Updated September 20, 2018

Table of Contents

1. Introduction ......................................................................................................................... 1
Internal Control Systems ...................................................................................................... 1
Charter Renewals ................................................................................................................ 5
Benchmarks for Fiscal Soundness ....................................................................................... 5
Fiscal Organization and Other Matters ................................................................................. 9
2. Revenue, Accounts Receivable, and Cash Receipts .......................................................11
2.1

Cash Receipts and Bank Deposits .........................................................................11

2.2

Revenue Recognition and Accounts Receivable ....................................................14

2.3

Contributions: Acknowledgment and Disclosure ....................................................15

3. Purchasing, Accounts Payable, and Cash Disbursements .............................................17
3.1

Purchasing.............................................................................................................17

3.2

Cash Disbursements – Processing Accounts Payable ...........................................22

3.3

Credit Cards ..........................................................................................................25

3.4

Cash Advances and Collections for Culinary Arts Program ....................................27

3.5

Employee Travel and Business Expense ...............................................................28

3.6

Use of Cellular Telephones ....................................................................................30

4. Personnel and Payroll........................................................................................................32
4.1

Personnel ..............................................................................................................32

4.2

Payroll ...................................................................................................................34

4.3

Independent Contractors and Consultants .............................................................37

5. Reporting, General Ledger and Financial Statements.....................................................40
5.1

Budgeting ..............................................................................................................40

5.2

Monthly Close and Financial Reporting ..................................................................42

5.3

Document Retention Policy ....................................................................................45

6. Assets and Liabilities ........................................................................................................49
6.1

Capital Assets ........................................................................................................49

Adopted by the Board of Trustees on 2/28/2008
Updated September 20, 2018

6.2

Investments ...........................................................................................................55

6.3

Insurance ...............................................................................................................57

6.4

Assumption and Authorization of Debt ...................................................................58

7. Governance ........................................................................................................................59
7.1
Finance and Audit Responsibilities of the Board of Trustees and Executive
Committee .........................................................................................................................59
7.2

Code of Ethics .......................................................................................................61

7.3

Conflicts of Interest ................................................................................................63

7.4

Whistleblower Policy ............................................................................................689

7.5

Operating Reserve Policy ......................................................................................72

Adopted by the Board of Trustees on 2/28/2008
Updated September 20, 2018

APPENDICES

A. Summary of Internal Control Objectives for Preventing, Detecting and Correcting
Errors and Fraud ...................................................................................................................745
B. Forms and Agreements.....................................................................................................79
Processing Purchases:
Check Request Form ..........................................................................................................80
Expense Reimbursement Form ...........................................................................................81
Purchase Order Form..........................................................................................................82
Cardholder Agreement ........................................................................................................83
Processing Payroll:
Personnel Action Form ........................................................................................................84
General Journal Entry Form ......................................................................................................85
Asset Disposition Form .............................................................................................................86
Annual Disclosure Questionaire ................................................................................................87
Exhibit A Definitions ............................................................................................................91
Exhibit B List of Trustees, Officers and Key Persons ...........................................................94
Exhibit C IRS Form 990 Questions ......................................................................................95
C. Vendor Contracts ..............................................................................................................97
D. Employee or Independent Contractor Checklist and Sample Contract Agreement ....101
Employee or Independent Contractor Checklist.................................................................103
Sample Consultant Contract Agreement ...........................................................................104
E. Sample Monthly Close Process ......................................................................................107
F. Special Audit Requirements for Charter Schools ..........................................................113

Adopted by the Board of Trustees on 2/28/2008
Updated September 20, 2018

Adopted by the Board of Trustees on 2/28/2008
Updated September 20, 2018

CHAPTER 1. Introduction

John V. Lindsay Wildcat Charter School (JVL) is committed to developing and maintaining fiscal
policies and procedures that ensure sound internal controls, fiscal responsibility and
accountability in accordance with Generally Accepted Accounting Principles (GAAP), and
adherence to the Financial Accounting Standards Board (FASB) rules and regulations. As a
not-for-profit organization, JVL is entrusted with funds granted by government agencies, private
foundations and individual contributors and must adhere to the highest of standards of
accounting.

Internal Control Systems
The internal control structure consists of policies and procedures that have been established to
achieve JVL’s objectives. More specifically, the control structure represents those policies and
procedures that affect the organization’s ability to process, record, summarize, and report
financial information. This structure is established and maintained to reduce the
potential unauthorized use of JVL’s assets or misstatement of account balances.
The internal control structure is composed of the following basic elements: (1) the control
environment; (2) the accounting system; (3) control procedures; and (4) the accounting cycle.
1. The Control Environment
The control environment reflects the importance JVL places on internal controls as part of its
day-to-day activities. Factors that influence the control environment can include management
and Board philosophy, organizational structure, ways of assigning authority and responsibility,
methods of management and control, personnel policies and practices, protection of informants
of improper activities, and external influences such as significant funder expectations.
2. The Accounting System
The accounting system comprises the methods, accounting software, and records used to
identify, assemble, classify, record, and report accounting transactions. At a minimum, it is set
up to:


Identify and record all of JVL transactions;



Describe the transactions in enough detail to allow classification for financial
reporting; and



Indicate the time period in which transactions occurred in order to record them in the
proper accounting period.

3. Control Procedures
Control procedures are the procedures set up to strengthen JVL’s internal control structure and
thus safeguard the agency assets. They are divided into the following:
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Segregation of Duties: No one person should control all the key aspects of a
transaction or event, and the functions performed by one person may be checked by
the functions performed by the other.
o

In general, the transaction approval function, the accounting/reconciliation
function and the asset custody function should be separated among
employees whenever possible.

o

In smaller organizations, for example charter schools, when these functions
are not or cannot be separated, then a detailed supervisory review of
related activities should be undertaken by managers or officials as a
compensatory control.



Restricted Access: Physical access to valuable and movable assets is restricted to
authorized personnel. Systems access to make changes in accounting records is
restricted to authorized personnel.



Document Control: To ensure that all documents are captured by the accounting
system, all documents must be pre-numbered and the sequence for documents must
be accounted for. To ensure compliance with the Sarbanes-Oxley Act’s provision to
prevent destruction of litigation-related documents, JVL has adopted policies and
procedures for document retention.



Processing Control: This is designed to catch errors before they are posted to the
general ledger. Common processing controls are the following: batch controls;
source document matching; clerical accuracy of documents; and general ledger
account code checking.



Reconciliation Controls: These are designed to catch errors after transactions have
been posted to the general ledger, including reconciling selected general ledger
control accounts to subsidiary ledgers.

4. The Accounting Cycle
The overall purpose of an accounting system is to accurately process, record, summarize, and
report transactions of JVL.
The component bookkeeping cycles fall into one of four primary functions:
1. Revenue, accounts receivable, and cash receipts
Key steps in this area are:


Processing cash receipts;



Making deposits;



Recording cash receipts in the general ledger and subsidiary records; and



Performing month-end reconciliation procedures.

2. Purchases, accounts payable, and cash disbursements
Key steps in this area are:


Authorizing the procurement of goods and/or services;



Processing purchase transactions;



Processing invoices;
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Issuing checks;



Recording checks in the general ledger and in cash disbursements journals;



Performing month-end reconciliation procedures; and



Year-end reporting-1099 forms.

3. Payroll
The payroll process consists of processing payroll and remitting amounts due to
employees, the government, and other agencies such as health insurers, retirement plan
trustees, etc.
Key steps in this area are:


Obtaining and gathering information for processing;



Preparing payroll checks and depositing payroll taxes;



Performing month-end reconciliation procedures;



Preparing quarterly payroll tax returns; and



Preparing W-2s, the W-3, and other annual payroll tax returns.

4. General Ledger and Financial Statements
The general ledger process consists of posting the period’s transactions to the general
ledger and preparing the financial statements.
Key steps in this area are:
•

Preparing monthly journal entries;

•

Reconciling bank accounts and other general ledger accounts;

•

Reviewing general ledger activity and posting adjusting journal entries; and

•

Producing the general ledger and financial statements.

5. External Regulation and Review of Internal Controls
Sarbanes-Oxley Act
The American Competitiveness and Corporate Accountability Act of 2002, also known as the
Sarbanes-Oxley Act, was passed in response to the corporate accounting scandals that took
place in 2001 and 2002. According to the law, publicly traded companies must now adhere to
new governance standards that give board members a greater oversight role regarding financial
transactions and auditing procedures. Although most of the provisions of the act apply only to
publicly traded corporations, two provisions of the law apply to not-for-profit organizations
including provisions for whistleblowers and document retention.
Whistleblower: Section 1107 of the act, Retaliation Against Informants, applies to all entities,
public or private. It states that it is illegal to retaliate against a “whistleblower.” The SarbanesOxley Act does not require organizations to have a whistleblower policy; however, it is in an
organization’s best interest to do so. JVL has adopted a whistleblower policy that provides clear
procedures for handling whistleblower complaints.
Document Retention: The Sarbanes-Oxley Act also addresses the destruction of litigationrelated documents. The law makes it a crime to alter, cover up, falsify, or destroy any document
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(or persuade someone else to do so) to prevent its use in an official proceeding. Like their forprofit counterparts, not-for-profits need to maintain appropriate records about their operations.
JVL has adopted a written, mandatory document retention policy.
Auditing Standards for Reporting on Internal Controls - SAS 112
Beginning in December 15, 2006, new auditing standards increase the level of reporting
required by external auditors on an organization’s internal controls. Auditors are now required
to issue a report rating Control Deficiencies and Material Weaknesses, and incorporate a
management Action Plan to address the auditor’s observations. In addition, classifications of
serious deficiencies have been broadened such that conditions not previously reportable, are
now required to be reported in writing, not only to management, but also to the Board. Auditors
must increase their inquiry and testing of controls in high risk areas including:








Procurement and contracting
Cash disbursements and expenditures
Payroll and personnel
Fixed assets, equipment and inventories
Revenue – especially school enrollment records and lunch programs
Fiscal oversight of the Board of Trustees

New EDGAR Requirements – 2CFR Part 200 Uniform Administrative Requirements,
Cost Principles, and Audit Requirements for Federal Awards
Effective with grants made on or after December 26, 2014, Part 200 provides rules for the
administration of grants including financial management controls, cost principles, and audit
requirements. It also includes regulations on general administrative responsibilities and
procedures. JVL adheres to EDGAR regulations regarding all federal awards.








Subpart A – Definitions
Subpart B – General Provisions
Subpart C – Pre-Award Requirements
Subpart D – Post Award Requirements
Subpart E – Cost Principles
Subpart F – Audit Requirements

Charter Schools - Oversight of Fiscal Soundness and Internal Controls
The New York Charter Schools Act of 1998 authorized the creation of charter schools in New
York State. Charter schools are public schools that operate independently and autonomously of
local school districts. Charter schools offer public school choice to their communities with the
goal of improving student achievement, particularly for children at-risk of academic failure.
The Charter authorizers (SED, SUNY, DOE), jointly with the Board of Regents, are required to
provide oversight sufficient to ensure that schools are in compliance with applicable law and the
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terms of its charter. The authorizers’ oversight includes approval of renewal of the school’s
charter.
Charter Date:

JVL received its charter September 1, 2000 from the New York State
Board of Regents.

Authorizer:

The New York City Department of Education (DOE) is JVL’s authorizer.

Charter Renewals
Charters are time limited. The State Board of Regents may grant charters five years. Prior to
the expiration of their charters, schools must apply for renewal. If renewal is not granted, the
charter expires and the school may no longer operate as a charter school. Charters may be
renewed, upon application, for up to five years.
JVL’s current renewal expires in 2021.

Renewal:

Benchmarks for Fiscal Soundness
Applications for renewal are submitted to the school’s authorizer and the Board of Regents. In
the renewal application the school must be able to demonstrate fiscal soundness. Fiscal
soundness is certified by meeting a set of fiscal benchmarks for 1) board oversight; 2) budgeting
and long range planning; 3) internal controls; 4) financial reporting; and 5) financial condition.
The school’s adherence to each benchmark must be addressed in the renewal application.
1. Board Oversight
The board has provided effective financial oversight, including having made financial
decisions that furthered the school’s mission, program and goals.
2. Budgeting and Long Range Planning
The school has operated pursuant to a long-range financial plan. The school has
created realistic budget that are monitored and adjusted when appropriate. Actual
expenses have been equal to or less than actual revenue with no material exceptions.
Elements that should generally be present, and which the charter authorizer (DOE)
school looks for, include:


Clear budgetary objectives and budget preparation procedures;



The budget process starts early and input from board members, school
administration and staff is solicited and considered in developing the budget;



The school’s long-range fiscal plan is compared frequently to actual progress
and adjusted to meet changing conditions; and



Budget variances are analyzed routinely and material variances are discussed
and addressed at the board level including any necessary budget revisions.
3. Internal Controls

The school has maintained appropriate internal controls to detect and prevent loss of
school assets. Transactions have been accurately recorded and appropriately
documented in accordance with management’s direction and laws, regulations, grants
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and contracts. Assets have been and are safeguarded. Any deficiencies or audit
findings have been corrected in a timely manner. If findings are serious, the Board is
strongly recommended to adopt a corrective action plan and submit to the charter
authorizer (DOE) entity upon request.
Elements that are generally present, and which the charter authorizer looks for, include:


The school follows a set of comprehensive written fiscal policies and procedures;



The school safeguards its assets;



The school identifies and analyzes risks and takes actions to mitigate such risks;



The school has controls in place to ensure that management decisions are
properly carried out;



The school monitors and accesses controls to ensure their adequacy;



The school’s board members and employees adhere to a code of ethics;



The school makes purchasing decisions that consider price, quality and
dependability and makes purchasing selections with the intention of maintaining
a top-quality school;



The school ensures duties are appropriately segregated, or institutes
compensating controls;



The school ensures that employees performing financial functions are
appropriately qualified and adequately trained;



The school has systems in place to provide the appropriate information needed
by staff and board to make sound financial decision and to fulfill compliance
requirements;



A staff member of the school reviews grant agreements and monitors
compliance with all stated conditions in CFR Part 200.303;



The school prepares payroll according to appropriate state and federal
regulations and school policy;



The school ensures that employees, board members and volunteers who handle
cash and investments are bonded to help assure that safeguarding of assets;
and



The school takes corrective action in a timely manner to address any internal
control or compliance deficiencies identified by its external auditors, State
Department of Education, or the Charter authorizer (DOE) school, if needed.
4. Financial Reporting

The school has complied with financial reporting requirements. The school has provided
the charter authorizer (DOE) school and the State Education Department with required
financial reports on time, and such reports have been complete and have followed
generally accepted accounting principles.
The following reports will have generally been filed in a timely, accurate and complete
manner:
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Annual financial statement of audit reports, including federal Single Audit (A-133)
if applicable;



Annual budgets and cash flow statements;



Un-audited quarterly reports of income and expense;



Bi-monthly enrollment reports to the district and State Education Department;



Grant expenditure reports; and



Accurate, current, complete disclosure of financial results of each award in
accordance with 200.327 and 200.328.


200.327 – OMB approved data elements are collected no less than
annually, no more than quarterly.



200.328 – Submit annual performance reports 90 days after reporting
period; quarterly performance reports 30 days after reporting period.

5. Financial Condition
The school is committed to maintaining adequate financial resources to ensure stable
operations and has monitored and successfully managed cash flow. Critical financial
needs of the school are not dependent on variable income (grants, donations and
fundraising).
Elements of sound financial condition, which the charter authorizer (DOE) will look for,
include:


The school maintains sufficient cash on hand to pay current bills and those that
are due shortly; or maintains a Current Ratio (Current Assets / Current Liabilities)
of 1.0 or greater.



Additional financial ratio goals include:



o

Debt to Asset ratio of less than or equal to 1.0.

o

Total program to educational services ratio over 70%.

o

The school prepares and monitors cash flow projections.

The school accumulates unrestricted net assets that are equal to or exceed two
percent of the school’s operating budget for the upcoming year.

Internal Control Audits of Charter Schools by the New York State Office of State
Comptroller (OSC)
In response to several high profile cases of fraud and misuse of public school assets, the NY
state legislature passed the School District Accountability Act of 2005, requiring the Office of the
State Comptroller (OSC) to perform internal control audits of all school districts and charter
schools by March 31, 2010. The audits follow government auditing standards for reviewing the
quality of an organization’s internal control systems focusing on the system’s ability to safeguard
assets. The OSC’s audit findings are publically posted on the Comptroller’s website. The key
internal control risk areas audited include:
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1. Fiscal oversight by the Board of Trustees
2. Procurement and contracting
3. Cash disbursements and expenditures
4. Payroll and personnel
5. Fixed assets, equipment and inventories
6. Revenue – school enrollment records for government funds, and lunch programs

Adopted by the Board of Trustees on 2/28/2008
Updated September 20, 2018

8

Fiscal Organization and Other Matters
Financial Team
The fiscal management of JVL involves the following positions:








Board of Trustees, Finance Committee & Treasurer
Chief Executive Officer and Principal
Chief Financial and Operating Officer
Assistant Principal of the Bronx Campus
Assistant Principal of the Manhattan Campus
Director of Accountability and Compliance
Senior Accountant

If the school contracts with a fiscal outsourcing firm or other firm for outsourced fiscal and
administrative management services, a representative should be part of the team.
Organizational Chart
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Fiscal Year
The Schools’ fiscal year is July 1 to June 30.
Accrual Accounting
The school uses the accrual basis of accounting when preparing its financial statements. Unlike
cash accounting, which records revenue and expenses when they enter or leave the
organization’s cash accounts, accrual accounting utilizes the concept of matching, to match
revenues and expenses to the time period for which they were utilized.
Board’s Oversight Role
The day-to-day fiscal responsibilities of JVL are assigned to its fiscal staff. However, ultimate
responsibility for the overall management of the organization rests with the Board of Trustees.
The Board Treasurer serves as the key financial contact. Accounting and auditing standards
also require the establishment of a Finance/Audit Committee to assure the school’s financial
health and compliance.
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CHAPTER 2. Revenue, Accounts Receivable, and Cash Receipts

2.1

CASH RECEIPTS AND BANK DEPOSITS

INTERNAL CONTROL OBJECTIVES
Cash Receipts
Cash receipts are recorded correctly as to account, amount, and period and are deposited
promptly intact.
Cash receipts are applied properly to donor/grantor balances.
Cash balance records are reconciled regularly to bank statements and differences are
investigated.
Policies & Controls
2.1.1

All cash receipts are received, logged, and appropriately endorsed on a timely basis by
staff that has no role in the recording or processing of cash receipts.

2.1.2

Cash receipts are accurately processed and recorded on the accrual basis of
accounting.

Agency Procedures to Implement These Policies
2.1.1

All cash receipts are received, logged, and appropriately endorsed on a timely basis by
staff that has no role in the recording or processing of cash receipts.
Opening the mail

All mail is directed to a designated staff member who has limited role or involvement in the fiscal
area. The designated staff member opens all mail, segregates checks, copies checks, and
records them in a check log book. The original receiver retains a copy of the check, and the
original check is shown to the CFOO prior to delivery to the Senior Accountant.
Preparing the bank deposit
Immediately upon receipt, the Senior Accountant restrictively endorses all checks “for deposit
only” payable to JVL and the general bank account number. The Senior Accountant prepares a
deposit ticket for each account for which checks are received. Deposits are consecutively
numbered for each account.
Making the deposit
A designated staff member who is not the Senior Accountant deposits checks as soon as
possible. Checks that are not deposited on the day of receipt are kept in a locked safe, access
to which is limited to the CEO/Principal, CFOO and Senior Accountant. Daily cash receipts
exceeding $1,000 must be deposited on the same day as receipt.
The designated staff member who is not the Senior Accountant returns the validated deposit
ticket to the Senior Accountant, who compares the bank-validated deposit ticket to the original
deposit ticket. The Senior Accountant codes the bank deposit package and then delivers the
bank-validated deposit ticket and copies of the deposited checks to the CFOO for approval. A

Adopted by the Board of Trustees on 2/28/2008
Updated September 20, 2018

11

member of the fiscal team processes the bank deposit into the accounting system and files into
the cash receipts folder.
Collection and Receipt of Cash for school-related sales activities
Cash may be received from parents and others for activities such as senior dues, class rings,
uniforms for students, and food from the Culinary Arts Program, at the Bronx campus. No
significant cash is received at the Manhattan school office. A senior staff member in the Bronx
location is designated to receive cash and uses the following procedures:






Cash is kept in a locked cash box, which is secured in locked office or safe when not in the
immediate possession of the cashier.
Pre-numbered cash receipts are filled in triplicate: one copy for payee, one for staff receiving
cash and one for fiscal department.
Cash is logged on a daily basis in a cash receipts log. The log is totaled, printed and signed
by the collector each day. The collector keeps a copy of the log for him/herself and places
the original in the cash box.
On a bi-weekly basis, the officer manager of the Bronx campus reviews the cash receipts
and reconciles the cash receipts to the log. The officer manager signs and dates the log and
delivers the cash to the Manhattan fiscal office, where it is placed in the safe. No
photocopies are made of cash.

Cash Received by the Culinary Arts Program

2.1.2

o

The culinary student intern serves as cashier during food sales. At the beginning
of food sales, the student intern verifies $150.00 is in the cash register. At the
end of food sales for the day, the student intern counts the cash. The culinary
associate runs the daily total (Z1) report and verifies the cash count and Z1
report total matches. The culinary associate then completes the culinary donation
log with date and total daily donation amount and then signs the log to confirm
agreement. The culinary associate delivers the money to the office manager who
then places the cash into the culinary cash box and locks the cash box in the
closet in the assistant principal’s office. At the end of the week the culinary
associate runs the total weekly (Z2) report and reconciles the amount to the daily
total log and daily Z1 report. The culinary associate then delivers the Z2 report,
duplicate receipt from the cash register, and cash donations to the senior
accountant.

o

A point of sale (POS) system is planned for the Culinary Program’s food sales.
When the POS system is installed, each food sale transaction will be tracked by
the system in additional to other standard cash management procedures for
maintaining cash security associated with a POS system.

Cash receipts are accurately processed and recorded on the accrual basis of
accounting.
Verifying the deposit

Deposits are verified against authenticated deposit tickets before they are filed. The deposit
ticket is stapled to the check copy and filed. The Senior Accountant brings any discrepancy that
cannot be resolved to the attention of the CFOO.
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Recording receipts
A member of the fiscal team records the deposit in the accounting software general journal by
donor or funder and initials and dates the deposit package upon completion of data entry.
Processing and recording electronic funds transfers
For receipts other than cash or checks (for example, electronic funds transfers (EFTs) including
contract or grant payments), the CFOO prints out the online statement, codes it with the
appropriate revenue code and forwards it to a member of the fiscal team.
The designated staff member records the EFT receipt to the general ledger.
Maintaining Cash Receipts Documentation
Cash receipts are filed in chronological order by month. JVL follows record retention policies
satisfying local government and tax regulations.
Lunch Program Receipts
The Lunch Program at JVL is provided for its students in accordance with the City of New York
Department of Education’s Free and Reduced Lunch Program. Under this program, students
are eligible for free or reduced breakfasts and lunches. The process for the lunch program
includes:



Determination of eligibility for free or reduced lunches; and
Daily count of students receiving breakfasts and lunches at JVL.

Determination of eligibility for free or reduced lunches
A designated JVL staff member annually distributes Financial Eligibility Forms to parents at the
beginning of the school term. Parents complete and return the forms to the staff in charge of
lunch program who sends the information the parent’s eligibility for Free, Reduced for Full
lunches to the NYC Department of Education, which certifies eligibility.
Daily count of students receiving breakfasts and lunches
Designated school employees count and record the names and number of students that are to
receive lunches daily and deliver the logs to the staff in charge of the lunch program. The staff
person completes a daily transmittal sheet indicating the number of lunches delivered.
JVL pays a small amount to the DOE for lunches that may be received by students who are
ineligible for the free or reduced lunches.
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2.2

REVENUE RECOGNITION AND ACCOUNTS RECEIVABLE

INTERNAL CONTROL OBJECTIVES
Revenues and Receivables
Contracts and grants are properly billed and recorded in the general ledger and subsidiary
records.
Billings and revenues are recorded correctly as to account, net asset classification amount,
and period.
Recorded billings are for valid transactions.
Where applicable, services provided or products shipped are billed and properly and
promptly recorded in the general ledger and subsidiary records.
Uncollectible accounts are promptly identified and provided for.
Unpaid pledges and amounts receivable under grants or contracts are billed periodically and
are only written off with proper approval.
Policies & Controls
2.2.1

Revenue is recognized when earned and when contributions are received or awarded.

Agency Procedures to Implement These Policies
2.2.1

Revenue is recognized when earned and when contributions are received or awarded.
Pledges/grants receivable

In compliance with accounting principles, revenue is recognized when earned and when
contributions are received or awarded on the accrual basis of accounting.
All grant letters, pledges and promises to give are forwarded to the CFOO upon receipt. The
CFOO reviews the documentation and records promises to give as receivable depending on the
probability of receipt.
The CFOO offsets receivable accounts with payments received. On a quarterly basis, the
CFOO forwards the accounts receivable aging report to the CEO/Principal to determine what, if
any, steps are needed to collect or adjust the remaining receivables.
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2.3

CONTRIBUTIONS: ACKNOWLEDGMENT AND DISCLOSURE

Policies & Controls
2.3.1

Acknowledgment letters with appropriate disclosures are sent to donors to substantiate
donations.

Agency Procedures to Implement These Policies
2.3.1

Acknowledgment letters with appropriate disclosures are sent to donors to substantiate
donations.
Acknowledgment letters

For each contribution received, regardless of amount, the school issues an acknowledgment of
receipt of the contribution to the donor on agency letterhead, usually by the CEO. The
acknowledgment includes:


The amount received and a description of any other property contributed;



A statement about whether JVL provided any goods or services in return for the
contribution; and



A description and an estimated value of the item provided if JVL provided something
in return for the contribution.

Additional guidance in the form of examples and suggested language for acknowledgements
can be found at http://www.irs.gov/pub/irs-pdf/p1771.pdf.
Written Disclosure
Since a donor may only take a contribution deduction to the extent that his/her contribution
exceeds the fair market value of the goods or services the donor receives in return for the
contribution, donors need to know the value of the goods or services provided by JVL. A written
disclosure of the quid pro quo amount, or value of goods and services received by the donor in
exchange for the contribution, is required by JVL if the donor makes any payment in excess of
$75.
JVL’s CFOO reviews all contracts for all goods and services provided by the educational
programs of JVL, for example catered events provided by culinary classes, to evaluate whether
a written quid pro quo disclosure may be required. Payments for food sales or catered events
provided by the culinary program are considered donations and require written disclosure to the
donor.
Pro-bono, in-kind and donated services
Pro-bono and in-kind contributions are recorded when the donor’s service has been completed
or received. In cases where donated services are provided on an ongoing basis, pro-bono and
in-kind contributions are recorded annually.
An acknowledgment letter is issued to the donor for the pro-bono or in-kind contribution.
Donated services received by JVL should be recorded at fair value if the services:


Create or enhance a fixed asset (such as land, building, equipment, etc); or
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Require specialized skills that the provider possesses and that normally have to be
purchased. These services can be lawyers, accountants, architects, teachers or other
professionals.

Donated services not meeting either of these two criteria are not recognized.
The fair value of donated services can be estimated using hourly rates, costs for similar
projects, salary rates, etc. JVL works with its external auditors to include the disclosures
required in its annual financial statements. Disclosures should include information about the
program or activity benefited and the nature and extent of contributed services. The amount
recognized in the reporting period also should be disclosed.
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CHAPTER 3. Purchasing, Accounts Payable, and Cash Disbursements

3.1

PURCHASING

INTERNAL CONTROL OBJECTIVES
Purchasing and A/P
Goods or services are purchased only with proper authorization.
Goods or services purchased represent allowable costs for reimbursement in accordance
with the terms of that contract or grant agreement.
Goods or services purchased are necessary, reasonable, and allocable.
Goods or services received are recorded correctly as to account, amount, and period.
Recorded acquisitions are for goods and services received.
Adjustments to vendor accounts are made in accordance with management's authorization.
Authorized purchases are supported with proper documentation.
Only authorized goods and services are accepted and paid for.
Access to purchasing, receiving, and accounts payable records is adequately controlled to
prevent or detect duplicate or improper payments.
The purchasing process is not controlled by one individual. Purchasing duties, from
initiation of requisition through paying for the purchase, are properly separated among
employees. 1
F

Policies and Controls
3.1.1

Goods and services are purchased using the best combination of quality, service, and
price.

3.1.2

Only authorized purchase commitments are made and received.

Agency Procedures to Implement These Policies
3.1.1

Goods and services are purchased using the best combination of quality, service, and
price.
Purchase requests

All purchases and expenditures outside of petty cash are reviewed and approved by the CFOO
or CEO/Principal prior to purchase commitment. The Purchasing Agent is then authorized to
place orders for office and program supplies without additional approval.
Competitive bidding
The fiscal department is responsible for complying with the following competitive bidding
policies when acquiring goods and services. 2
F

Two bids are required for the purchase of items costing between $2,500 and $5,000. Three
bids are required for the purchase of items costing $5,000 or more. Micro purchases on federal
1
2

As recommended by the Office of the State Comptroller.
As recommended by the Office of the State Comptroller.
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grants exceeding $3,000 require three quotes. Written advertisements (including copies of webbased prices) of available products will be deemed acceptable evidence of bid price. Original
bid documentation supporting the vendor selection and vendor invoice is reviewed by the
CFOO.
Whenever the vendor selected is not the lowest bidder, the reasons for the selection (e.g.,
service, timeliness, and special features) are documented and maintained with the
disbursement documentation in the files.
Certain professional services, due to their nature and approved vendors authorized on funding
contracts are not subject to the bidding process. However, the Board of Trustees must approve
any purchase or contract that cost $25,000 or more.
Board members sign written conflict-of-interest statements on an annual basis (see Chapter 7)
and employees sign disclosures as the need arises to maintain a high level of integrity from selfdealing issues.
Sole Sourced Vendors
In the rare exception where only one vendor is available for a product or service, the vendor is
considered a sole sourced vendor. In the case of sole sourced vendors, no competitive bidding
is required. Any sole sourced vendor purchases should be documented and approved by the
appropriate level of management.
Preferred Vendor Listing
The preferred vendor listing is maintained and updated by the Purchasing Agent under the
supervision of the CFOO.
Purchases for JVL by Consultants
In the event an independent contractor or consultant’s services to JVL include the purchase of
supplies or equipment on behalf of JVL, the consultant shall comply in full with JVL’s purchasing
policies and procedures.
The E-Rate Discount
According to the Telecommunications Act of 1996, a Universal Services Order, commonly
referred to as “E-Rate” (Education Rate), ensures that eligible and libraries schools have
affordable access to modern telecommunications and information services. For more
information about applying for discounted services through E-Rate, please visit the website for
The New York State Education Department’s E-Rate Resource Center at http://www.eratecentral.com/us/nys/resources/default.asp.
H

H

JVL utilizes E-Rate approved vendors for technology items.
NYCDOE and NYS procurement contracts
Competitive bidding is not required when using NYCDOE and NYS procurement contracts
These contracts have been publicly bid for a variety of items and are generally awarded to a
particular vendor based primarily on price.
NYCDOE contractors can be found at http://www.managedservices.nycenet.edu.
NYS procurement contracts are made available through the New York State Office of General
Services.
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Information is available online at: www.ogs.state.ny.us. A list of items available for purchase can
be found at: http://www.ogs.state.ny.us/purchase/pdfdocument/rptMailingListindex.pdf
3.1.1 Purchase Requests and the Issuance and Monitoring of Purchase Orders
Generation of Purchase Request
The purchase request package is to be prepared for all purchases and is to be initiated by the
individual requesting the purchase. For example, teachers initiate requests for instructional
supplies and material, respective janitors in the Bronx and New York initiate requests for
maintenance supplies, and the office supply monitor initiates requests for office supplies. The
CEO, CFOO, school leadership team, and other staff may request purchases related to the
educational and administrative operation of the school.
The employee requesting the purchase provides a complete description of the items required,
including quantity, description, (and, if applicable, cost per unit and name of vendor) to the
appropriate purchasing agent. JVL’s purchasing agents include:






Director of IT is responsible for purchasing all technology and computer products;
Culinary Instructor or culinary assistant is responsible for purchasing only culinary food
supplies;
Bookkeeper is responsible for purchasing textbooks; and
Purchasing Agent is responsible for purchasing the remainder of school supplies.

The purchasing agent prepares the purchase requisition document, secures the required bids
for items over $2,500 and obtains the proper authorization signatures on the purchase
requisition. Where the vendor is the only provider of goods or services, “sole source” shall be
indicated on the purchase requisition with additional documentation. Capital purchases or
single items over $25,000 require approval from the school’s Board of Trustees.
The purchasing agent consults with the CFOO to confirm availability of budgeted funds for the
purchase, and for compliance with the funder’s restrictions, and documents these in the
purchase request package.
Office and teaching supplies are to be purchased in batch orders by the following procedures.
Under the direction of the CFOO and CEO, the Purchasing Agent performs an inventory of
common/general office and teaching supplies on a regular basis and creates purchase requests
to keep regular school supplies in stock.
Teachers may place requests for special/additional instructional supplies and equipment by
communicating with the Assistant Principals and Purchasing Agent. When possible, the
Purchasing Agent will batch these orders and prepare one purchase request for office and
teaching supplies. The Purchasing Agent will obtain approval from the CFOO or CEO, based
on the amount of the purchase request.
Purchases of supplies outside of the regular procurement cycle may be made using JVL’s cost
reimbursement procedures (see appropriate section in this manual).
Purchase Orders
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Upon receiving authorization for the purchase, the Purchasing Agent assigns the next
sequential purchase order number to the approved purchase requisition and updates the
purchase order file in Excel with purchase order number, vendor name, item description, total
amount of the purchase, and date of order. The Purchasing Agent ensures that the purchase
orders contain all required information (order number, requisition number, vendor name,
amount, date issued, and the name of contract for expense allocation), and he or she will retain
all “VOID” purchase orders. 3 The Purchasing Agent will perform the following tasks:
F

F



Attaches the purchase requisition to the back of the purchase order and files the
purchase requisition numerically in an open/pending purchase order folder;



Places the order by faxing or calling the vendor with a list items as described in the
purchase order;



Sends a copy of the purchase order to the designated employee at each location
responsible for receiving packages and;



Places the purchase order and request in the accounts payable file to be used as
supporting documentation for the payment voucher.

The Purchasing Agent periodically researches vendors and requests quotes to ensure best
value and avoid conflicts of interest. The Purchasing Agent, in consultation with the CFOO,
annually reviews and recommends for approval, a list of approved office suppliers.
A purchase order cannot be issued to JVL employees.4
Exemption from sales tax
JVL is recognized as a tax-exempt organization under Federal NY State and local laws. As
such, JVL is exempt from sales taxes on goods purchased for its own use. All purchasers are
expected to use the sales tax exemption form for all purchases. Sales tax will not be reimbursed
to employees.
JVL staff may use the sales tax exemption form only when purchasing goods and services on
behalf of JVL. Tax exemption does not apply to hotel, airfare, or communication-related taxes
such as those on telephone bills.
3.1.2

Only authorized purchase commitments are made and received.
Receipt of goods and merchandise

Vendor payment will not occur without proper documentation of the receipt of goods or
services. 5 A designated staff member, who is not associated with purchasing or payment of
goods, signs for and receives goods and merchandise and does the following:
F

F



Verifies that each item on the packing slip has been received;



Notes any back orders or discrepancies as to quantity or price; and



Forwards original documents with noted discrepancies (if any) to the Bookkeeper for
eventual vendor payment.

3

As recommended by the Office of the State Comptroller.
As recommended by the Office of the State Comptroller.
5 As recommended by the Office of the State Comptroller.
4
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Additional requirements
Additional procurement requirements for specific government contracts are followed and
procedures are modified as needed.
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3.2

CASH DISBURSEMENTS – PROCESSING ACCOUNTS PAYABLE

INTERNAL CONTROL OBJECTIVES
Cash Disbursements
Access to cash disbursements records is restricted.
Cash disbursements are made for goods or services authorized and received.
Cash disbursements are recorded correctly as to account, amount, and period.
Policies and Controls
3.2.1

Only authorized and accurate expenditures are made and recorded.

3.2.2

Only authorized and accurate check disbursements are made.

Agency Procedures to Implement These Policies
3.2.1

Only authorized and accurate expenditures are made and recorded.
Receipt of invoice

All mail is directed to a designated staff member who is independent of the fiscal department.
The designated staff member stamps invoices with a “received date” upon receipt. Invoices are
given to the Bookkeeper, who codes the invoice with the appropriate expense code. The
Bookkeeper is responsible for the following:
 Checking the extensions on purchase orders and invoices;
 Resolving any discrepancies with extensions or accounting codes;
 Accruing the expense to the appropriate expense category and fund/cost center;
 Checking for travel authorization where appropriate; and
 Investigating and resolving any outstanding back order issues;
The fiscal office is responsible for insuring that all payment vouchers are supported by adequate
documentation before issuing a check. 6 The Bookkeeper is responsible for assembling the
payment package. On the invoice the Bookkeeper notes:
 Vendor code; and
 Account number (code) with dollar distributions if applicable.
The Bookkeeper must attach to the payment package the following:
F

F

 Purchase request and purchase order (if applicable);
 Packing slip (if applicable); and
 Receiving report (if applicable).
Once the payment package is complete, the Bookkeeper will forward the package to the CFOO
for review and approval; including verifying proper accounting codes are assigned per the
approved Chart of Accounts.
The CFOO reviews the payment package for completeness and verifies that all supporting
documentation is attached, and authorizes the package for payments by initialing and date. If
6

As recommended by the Office of the State Comptroller.
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documentation is incomplete or missing, the voucher is returned to the Bookkeeper for
completion.
Other payment requests
Disbursements are made based on original invoices. In the case that there is no invoice (for
example, a travel advance) the employee requesting the disbursement prepares the request in
writing, and submits it to the CEO/Principal for approval. Once approved, this request is
processed in the same manner as an invoice.
Expenses are supported by documentation that indicates the basis for the allocation of costs or
other independent supporting documentation such as a rent invoice or real estate tax
assessment statements. 7
F

Stipends
Stipends are paid to students for participation in various activities in accordance with JVL’s
student stipend program. A timesheet with payee name, number of hours committed and
project name are verified and approved by the Director of the Internship Program. The Fiscal
Assistant assembles the payment voucher noting vendor code and account number. The
payment voucher is forwarded to the Senior Accountant for review and approval. The Senior
Accountant verifies that proper accounting codes are assigned and processes stipend payments
on a timely basis. The CFOO periodically reviews the general ledger detail for the accounting
codes related to student stipends.
3.2.2

Only authorized and accurate check disbursements are made.
Paying invoices

As determined by the school’s timetable for payments, the Bookkeeper runs an Aged Payables
report and selects the invoices to be paid. The CFOO reviews the selected invoices. The
Bookkeeper selects the invoices in the accounts payable module which updates vendor
balances and permits checks to be printed. The Bookkeeper prints checks using blank check
forms. The physical checks are reviewed for proper printing and confirmation of check numbers
against the system generated sequential check number; if all is acceptable, the Bookkeeper
updates the check register in the accounting system. This update process reduces the accounts
payable balance and the cash account balance to the general ledger.
Outstanding payables are paid when due.
Checks written in excess of $75,000 require written authorization from a member of the Finance
Committee. The written authorization may be in the form of an e-mail and shall be attached to
the payment/voucher package. Lease agreements and payments required under a collective
bargaining agreement are excluded.
Check writing security
All blank check stock is kept in a locked safe, access to which is limited to the CFOO and Senior
Accountant.
In rare cases involving exceptional circumstances, the CFOO with the approval of the
CEO/Principal has the authority to issue manual checks. The CFOO submits the invoice and
check stub to the Bookkeeper to enter into the accounting system. The Bookkeeper ensures all

7

As recommended by the Office of the State Comptroller.
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manual checks are accounted for during the bank reconciliation process. American Express
payments and employee reimbursements may not be made via manual check.
Fraud prevention
Positive Pay is an automated fraud prevention service offered by banks. The service matches
each check presented for payment with against a list of authorized checks. The Bookkeeper
uploads an authorized check file with payee name, check number, and check amount into
Positive Pay after checks are issued.
Authorized signatures
Authorized check signers are the CEO/Principal, CFOO, and Assistant Principal New York
Campus. All bank accounts except the “Private/Contributions” cash account require two
signers. No employee may sign a check payable to him/herself. On an annual basis, the CFOO
submits a list of all bank accounts and authorized signers to the Board of Trustees for approval.
Mailing checks
After obtaining signatures, the Bookkeeper verifies that the check and stub properly identifies
the invoice being paid and mails the check to the vendors. The second stub is stapled to the
vendor invoice and filed in the paid bills files by vendor.

Adopted by the Board of Trustees on 2/28/2008
Updated September 20, 2018

24

3.3

CREDIT CARDS

Policies and Controls
3.3.1

Only authorized personnel are issued credit cards and must agree to adhere to JVL’s
credit card policies.

3.3.2

Policies ensure that only appropriate expenses are reimbursed.

3.3.3

All supporting documentation is received prior to payment.

3.3.4

Employees will reimburse JVL for non-reimbursable expenses.

Agency Procedures to Implement These Policies
3.3.1

Only authorized personnel are issued credit cards and must agree to adhere to JVL’s
credit card policies.
Issuing credit cards

The CEO/Principal is issued a JVL American Express card to be used for business purposes
only. Staff can be issued a card with approval from the CEO/Principal and a member of the
Executive Committee of the Board. Employees who receive a credit card are required to sign
the American Express Cardholder Agreement. Individuals who do not adhere to these policies
and procedures risk revocation of their credit card privileges and/or disciplinary action, up to and
including termination.
Agency credit cards are issued in the name of the employee and the employee is responsible
for:

3.3.2



Ensuring security of the credit card;



Restricting use to business purposes; and



Reviewing all balances on the account.

Policies ensure that only appropriate expenses are reimbursed.
Proper and improper use of cards

The credit card may be used for authorized travel, administrative, and program-related
expenses incurred during the course of conducting business. The credit card is never to be
used for personal expenses. Cash advances on credit cards are prohibited.
Procedures regarding pre-approvals for purchases and competitive bidding apply to credit card
purchases. Additionally, cardholders should make every effort to ensure that purchases do not
include sales tax.
Transaction limits
The spending limit for each credit card issued must be adhered to, and cardholders must
monitor their usage to ensure that spending does not exceed the limit.
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3.3.3

All supporting documentation is received prior to payment.
Documentation and recordkeeping requirements

An employee may request use of the credit card and must obtain pre-approval from the
CEO/Principal. After making the purchase, the employee submits original receipt(s) to the
Senior Accountant who codes expenses to the appropriate projects and reconciles them to the
monthly credit card statement. Certain credit card purchases may require a purchase
requisition as authorization. Any discrepancies are brought to the attention of the
CEO/Principal.
Periodic review of credit card use
The CEO/Principal approves all payments to American Express and in so doing reviews all
charges to the cards. The Board Treasurer periodically reviews credit card statements to
ensure that policies are adhered.
3.3.4. Employees will reimburse JVL for non-reimbursable expenses.
Cardholders who use JVL-issued credit cards improperly will be held liable for any and all
unapproved purchases. Because JVL pays American Express directly, employees will
reimburse JVL for unapproved purchases within 30 days of the purchase.
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3.4

CASH ADVANCES AND COLLECTIONS FOR CULINARY ARTS PROGRAM

The culinary program maintains a cash register and one cash box and records are kept.




The cash register is maintained for daily collection of cash donations received from donations
made by recipients of meals prepared by the students.
The cash box is maintained to hold donations collected from food services.

Culinary Cash Register: A balance of $150 is maintained in the cash register for the purpose of
providing change for meal donations. Cash donations are collected during food service on site
at the Culinary Program. Cash donation records are kept and reported according to procedures
outlined in Chapter 2.
Cash Box. The cash box is maintained in a locked closet in a locked office. The catering
manager delivers daily cash donations from the culinary food service program to the office
manager. The office manager places daily cash donations into the cash box for safe keeping.
Cash donations are delivered by a designee of the CFOO to the senior accountant weekly for
deposit.
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3.5

EMPLOYEE TRAVEL AND BUSINESS EXPENSE

Policies and Controls
3.5.1

All travel and business expenses are pre-approved.

3.5.2

Travel and business expenses are kept to a reasonable level.

3.5.3

Expense reporting is complete, supported with appropriate documentation, and
submitted on a timely basis for proper processing.

Agency Procedures to Implement These Policies
3.5.1

All travel and business expenses are pre-approved.
Overnight and out of town travel approval

All overnight and out of travel must be approved in advance by the CEO/Principal.
CEO/Principal overnight and out of town travel must be pre-approved by a member of the
Executive Committee of the Board. This authorization includes school trips involving students.
A request for authorization of overnight travel should include:


Name(s) and title(s) of employee(s) (and students) traveling;



Purpose of travel;



Destination;



Estimated cost for transportation (plane, train, bus, auto), meals and lodging, and
registration fees; and



Date of departure and date of return.
Method of payment

An employee can pay for travel and business expenses via a variety of methods.




Use of company credit card, by authorized user only.
Use personal funds and be reimbursed by JVL.

3.5.2

Travel and business expenses are kept to a reasonable level.
Overnight and out of town travel expenses

Overnight and out of town travel will be reimbursed consistent with domestic per diem rates
published by the U.S. General Services Administration. Costs incurred by the employee above
these published amounts will not be reimbursed by JVL. Federal per diem rates vary by
location. Information on current rates can be found at www.gsa.gov/HP_01Trvl_perdiem.
H

H

Local travel
To the extent possible, employees will use public transportation or common carrier for all local
travel. Taxis or car services are permitted in some situations (e.g., if there is a safety concern)
with appropriate approval.
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Only authorized employees may drive their personal vehicles for official business. Employees
may be reimbursed at current allowable IRS rates. Driving directions between locations serve as
appropriate documentation for mileage reimbursement.
Parking and tolls will be reimbursed upon presentation of receipts. Gas is not reimbursable for
employee-owned vehicles; the standard mileage rate assumes gas and normal wear and tear.
Regular commuting expenses are not reimbursable.
3.5.3
Expense reporting is complete, supported with appropriate documentation, and
submitted on a timely basis for proper processing.
Completion of the Expense Reimbursement Form
Reasonable travel and business expenses incurred by employees necessary to JVL operations
is reimbursed upon submission of an Expense Reimbursement Form with appropriate
supporting documentation. Expense reports must include complete descriptions of expenses,
including the date the expense occurred, the activity for which it occurred, and the business
purpose fulfilled by the activity. Alcohol is not a reimbursable expense.
Employee expense reports are to be completed as soon as possible but no later than 10
business days after completion of travel.
Inclusion of appropriate supporting documentation
Receipts supporting travel and business expenses are required for all amounts, except for
subway or local bus travel. Original receipts must be attached to the Expense Reimbursement
Form.
Approval and submission of form
All employee expense reports are reviewed and approved by the CEO/Principal. The
CEO/Principal ensures that expenses are reasonable and in accordance with organization
policies.
The Senior Accountant is responsible for coding the expenses to the appropriate general ledger
accounts and ensuring appropriate approval has been obtained. Once coded, the CFOO
reviews and approves by initialing.
Processing of reimbursement requests
The Senior Accountant receives all approved travel and expense reimbursement forms and
processes reimbursements through the payroll process. Expense reimbursements are entered
into payroll as negative deductions post tax. The pre-processing payroll report and expense
reimbursement form is reviewed by the CFOO. The Senior Accountant records employee
expenditures into the appropriate general ledger on a bi-weekly basis.
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3.6

Use of Cellular Telephones

Policies and Controls
3.6.1

Reimbursement of cellular telephone service is monitored on an ongoing basis.

Agency Procedures to Implement These Policies
3.6.1

Reimbursement of cellular telephone service is monitored on an ongoing basis.

Cellular telephone service is provided to authorized JVL employees for the purpose of
conducting legitimate school business. Cellular telephone service covers monthly voice and
data expense as well as the extended warranty as provided by the cellular company.
Cellular telephone holders will be required to sign an agreement indicating they accept these
terms. Individuals who do not adhere to these policies and procedures risk revocation of their
cellular service privileges and/or disciplinary action.
Persons who use JVL cellular service improperly will be held liable for any and all unapproved
purchases.
Justification of Need
In order to be considered to receive approval for cellular service or for reimbursement, the
duties required of the position must meet at least one of the criteria defined below:
 On-call duties;
 Major job performance and responsibilities are away from assigned work area;
 Need to be in contact with office in support of charter school responsibilities;
 Transporting children; or
 Other authorization
Authorization
The CEO and CFOO authorizes employee cellular use. The Director of IT is responsible for
receiving the approved forms for cellular usage, establishing cellular service for employees,
issuing employee paid cell phones to employees, and maintaining the master account. The
Director of IT is the liaison between JVL and the cell service provider.
Appropriate Use
Agency cellular service should be used for legitimate business.
Terms and Conditions
If the employee is approved to receive an agency cellular service, the employee must agree to
abide by the cell phone policy of JVL. Employees who are approved for cellular service will be
required to sign a “Cell Phone User Agreement” form indicating agreement to the policy terms
and conditions. If the policies are not followed, the employee’s cellular service privilege will be
revoked by the Director of IT. Access privileges may be revoked at any time and for any
reason. Abuse of the cell phone policy may result in disciplinary action.
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Public Documents
Cell phone statements are public documents and could be disclosed at any time. The CFOO
will perform reviews of compliance with cell phone policies and procedures.
Periodic Review
The Director of IT will perform ongoing review of monthly cellular telephone bill to monitor usage
and ensure compliance with JVL outlined policies and procedures.
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CHAPTER 4. Personnel and Payroll
13B

4.1

PERSONNEL

INTERNAL CONTROL OBJECTIVES
Payroll
Salary, wage, and benefit expenses are incurred only for work authorized and performed.
Salaries, wages, and benefits are calculated at the proper rate.
Salaries, wages, benefits, and related liabilities are recorded correctly as to account, contract
or grant agreement, program amount, and period.
Allocations of payroll costs to functions, programs, contracts, and grants are supported by
adequate documentation.
Employee payroll withholdings and special deductions are based on signed authorizations
by employees.
Policies and Controls
4.1.1

Personnel files are maintained and stored securely to limit inappropriate access to
confidential information.

4.1.2

Personnel files include updated information required by local, state, and federal law.

Agency Procedures to Implement These Policies
4.1.1

Personnel files are maintained and stored securely to limit inappropriate access to
confidential information.

The Bookkeeper accumulates information and files it in the employee personnel file along with
documentation of all employee pay or job status changes. All new hires, promotions,
demotions, terminations and changes in salary are supported by a Personnel Action Form.
The personnel file is kept both locked and confidential. Access to personnel files is limited to
the CFOO, Senior Accountant and Bookkeeper.
4.1.2

Personnel files include updated information required by local, state, and federal law.

All personnel files include the following:
Offer of employment and job description
Every full-time position at JVL is supported by an offer of employment which includes both the
job title and a description of duties. The offer of employment also reflects an employee’s
designated reporting relationships as well as his or her salary or wage rate.
Completed and signed W-4 forms
The completed W-4 forms serves as a basis for employee withholding. An employee may
amend his/her withholding allowances as needed. Employees are required to file an amended
W-4 form in the event that decreases the number of withholding allowances. The Senior
Accountant will incorporate the necessary information into the next payroll processing.
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When a W-4 form is received, the Senior Accountant must comply with the withholding
instructions in the next payroll cycle. Although not obligated to evaluate an employee’s number
of exemptions, JVL has two duties relating to the contents of Form W-4:


Report excessive allowances. JVL sends copies of all W-4 forms claiming more than
10 withholding allowances along with JVL’s Form 941 to the IRS.



Report full exemptions. JVL is required to send the IRS all claims for full exemptions
from withholdings by employees with normal weekly wages of more than $200.

Because of their importance to both the IRS and to employees, JVL retains signed original W-4
Forms (no copies), in accordance with its document retention policies. The withholding
instructions continue to apply until the employee amends the W-4 form.
Employee classifications
Employee minimum wage and overtime requirements are set by the Fair Labor Standards Act
(FLSA) and the State where JVL operates. Each position is reviewed by the CEO/Principal to
determine whether it is exempt or not exempt from the provisions of the FLSA.
Employees work authorization
In accordance with the Immigration Reform and Control Act of 1986 (IRCA), between the time
JVL offers employment and the third day after a new employee starts employment, JVL is
required to inspect certain documents (chosen by the employee) proving the employee’s identity
and authorization to work in the United States and complete INS Form I-9. Failure to properly
complete and maintain INS Forms I-9 may carry penalties.
All Form I-9s will be retained in accordance with JVL’s document retention policies.
New York State requirement to report new hires
Chapter 81 of the Laws of 1995 requires that all employers report to the New York State
Department of Taxation and Finance certain identifying information about each newly hired
employee within 15 days of the employee being hired. The purpose of the New Hire Program is
to facilitate the accurate and prompt determination of child support obligations so that all
children will receive the financial support to which they are entitled. The payroll processing
company provides this service for JVL.
New York Finger-printing requirements
JVL fulfills the New York City requirements for charter schools by ensuring that all staff
members who may have contact with children are fingerprinted.
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4.2

PAYROLL

Policies and Controls
4.2.1

Payroll is processed for work performed.

4.2.2

Payroll amounts and deductions are properly calculated, processed, and recorded in the
accounting system.

4.2.4

Terminated employees are promptly removed from the system to prevent unauthorized
or erroneous payroll disbursements.

Agency Procedures to Implement These Policies
4.2.1

Payroll is processed for work performed.
Employee timesheets

The school’s Time and Attendance system tracks and maintains accurate records of the
employees’ time worked. Every employee is responsible for clocking IN and OUT on the Time
and Attendance system. Employees sign the printed time reports verifying their hours worked.
The Senior Accountant files them in secured payroll files.
4.2.2

Payroll amounts and deductions are properly calculated, processed, and recorded in the
accounting system.
Processing of all payroll updates

The supervisor initiating the personnel change communicates new hires, pay increases and
decreases, and terminations immediately upon status change of an hourly or salaried employee
to the CFOO who then completes a Personnel Action Form. The Personnel Action Form is
approved by CEO/Principal. The CEO/Principal then forwards the forms to the Senior
Accountant for timely status change in the payroll master file at least one day prior to processing
payroll. The original Personnel Action Form is filed in the employees’ personnel file and an
electronic copy is maintained.
Calculating gross pay
The payroll processing firm calculates gross pay. Employees are paid based on the number
hours and/or days worked from the approved and submitted time records using the most recent
approved hourly pay rate for that employee.
Payment of overtime
All state and federal laws and regulations are followed when calculating pay for overtime worked
by hourly employees.
Salary allocations
JVL currently allocates employees’ time on the basis of program or department assignments.
Salaries and wages are allocated by functional area (program, administration, and fundraising)
and by location or other. Allocations are reviewed and determined by the CFOO on an annual
basis. Payroll is posted to the general ledger to reflect these allocations.
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Processing deductions
To accurately compute an employee’s net pay, JVL accumulates the nature and amount of any
other payroll deductions, such as for retirement plans, insurance, or loan repayments. Original
documents supporting the authorization of each deduction are maintained in the employee’s
personnel file. The Fair Labor Standards Act (FLSA) requires payroll records to clearly show
the date, amount, and description of deductions from wages.
Processing payroll
Payroll is processed on a bi-weekly basis using a payroll processing company. Prior to each
pay date, the CFOO reviews and corrects time reports for available paid leave hours. The
Senior Accountant then uploads the payroll information from the time and attendance system.
The payroll information includes the employees’ hours worked, including other pertinent
information such as sick and vacation days taken, to the payroll processing company.
The payroll processing company calculates gross pay and all withholdings, prints paychecks
including pay vouchers for direct deposit, transmits payroll taxes and produces quarterly and
annual payroll tax returns.
The payroll processing company provides a payroll package which is delivered to the CFOO.
This package is reviewed by the CFOO for accuracy and completeness and forwarded to the
Senior Accountant.
Recording payroll into the general ledger
Based on the payroll processing company records, the Senior Accountant records the payroll
into the general ledger on a bi-weekly basis. The payroll reports are secured with the payroll
files.
Reconciliation of the payroll accounts
On a monthly basis, the Senior Accountant reconciles deductions made from employees to the
payments made to insurers, benefit plan providers, and other payees.
On a quarterly basis, the Senior Accountant performs a reconciliation of all salary accounts in
the general ledger, as compared to the salary reported by the payroll processing company on
the Quarterly Payroll Return. Any variances are researched and cleared in a timely manner.
Payroll reconciliations are reviewed by the Outsourced Accountant, if applicable.
On an annual calendar basis, the CFOO performs a reconciliation of the following:


Gross salaries per all Forms 941



Gross salaries per W-2 forms



Gross salaries per General Ledger



Variances
Manual payroll checks

Manual payroll checks are issued only in case of emergency. The manual check is issued after
consultation with the CFOO and following the payroll processing company’s recommended
breakdown of gross pay and applicable deductions. All manual payroll checks are submitted to
the payroll processing company on the next payroll submission, for purposes of updating the
employee payroll records.
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4.2.4

Terminated employees are promptly removed from the system to prevent unauthorized
or erroneous payroll disbursements.

Upon termination of an hourly or salaried employee, the supervisor communicates the
termination to the CFOO. The CFOO then completes a Personnel Action Form and forwards it
to the CEO/Principal for approval. The approved Personnel Action Form is delivered to the
Senior Accountant for timely status change in the payroll master file. The original Personnel
Action Form is filed in the employees’ personnel file and an electronic copy is maintained.
The Senior Accountant ensures that terminated employees and those who have resigned are
removed from the payroll immediately after their final paycheck has been processed. The
Senior Accountant processes the change for the last payroll check based on the date of
termination.
The CFOO removes terminated employees and those who have resigned from the time and
attendance system.
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4.3

INDEPENDENT CONTRACTORS AND CONSULTANTS

Policies and Controls
4.3.1

Prior to entering into a consultant agreement, JVL must determine that the relationship
meets the criteria outlined by the Internal Revenue Service for consulting relationships.

4.3.2

Each consulting arrangement is supported by a consultant agreement and appropriate
documentation of services received prior to payment.

4.3.3

Each consulting arrangement is reviewed and documented to ensure that the consultant
qualifies for consultant status and not for classification as an employee.

4.3.4

Consultants are not authorized to issue or approve disbursement requests.

Agency Procedures to Implement These Policies
4.3.1

Prior to entering into a consultant agreement, JVL must determine that the relationship
meets the criteria outlined by the Internal Revenue Service for consulting relationships.

Reclassification as an employee by the Internal Revenue Service can trigger additional payroll
taxes and potential penalties to JVL. The traditional tests to determine whether a worker is an
employee or independent contractor involve the concept of control. Are the services of the
worker subject to the employer’s will and control over what must be done and how it must be
done? Facts that provide evidence of the degree of control and independence fall into three
categories: behavioral control, financial control, and the type of relationship of the parties.
The table in Appendix D summarizes these factors. The school’s CFOO uses this table to begin
his or her analysis of the independence of the contractor. 8
F

4.3.2

Each consulting arrangement is supported by a consultant agreement and appropriate
documentation of services received prior to payment.
Consulting agreements

Certain professional services, due to their nature and approved vendors authorized on funding
contracts, are not subject to the competitive bidding process (see Chapter 3.1). However, any
purchase or contract that cost $25,000 or more must be approved by Executive Committee or
the Board of Trustees.
Every consulting arrangement must be supported by a consultant agreement and a completed
W-9 prior to payment.
Payment for services rendered
In order to be paid, consultants must present an invoice indicating deliverables, hours worked,
and dates of service covered by the invoice presented. The invoice must be approved by the
person in charge of the engagement in addition to any other approvals required by the check
approval process.

8

As recommended by the Office of the State Comptroller.
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4.3.3

Each consulting arrangement is reviewed and documented to ensure that the consultant
qualifies for consultant status and not for classification as an employee.
Determination of consultant status

Prior to entering into a consulting arrangement, JVL’s CFOO will determine that the
arrangement meets the criteria outlined by the Internal Revenue Service for independent
contractors. Reclassification as an employee by the IRS can trigger additional payroll taxes and
potential penalties to the agency.
Specific guidance and examples from the IRS may be found in the Employer's Supplemental
Tax Guide, Publication 15-A, found on the internet at http://www.irs.gov.
The CFOO will review all consulting agreements and attest to the appropriateness of the
designation as independent contractor.
Documenting consultant status
The consulting agreements are annually reviewed to ensure that the contents are in accordance
with current Internal Revenue Service guidelines for consulting relationships.
The Senior Accountant maintains a file of consulting agreements and supporting
documentation. All consulting arrangements are documented in a written agreement stating the
following:

4.3.4



Name, address and tax identification number/Social security number of the
consultant (Form W-9);



Dates covered by the agreement;



Services to be performed or work product to be delivered;



Time frame for completion of the deliverables;



JVL staff person in charge of the engagement;



Dollar amount of the agreement, including additional expenses (if any) for which the
consultant is to be reimbursed;



Contract termination clause;



Confidentiality statement; and



Other special arrangements.

Consultants are not authorized to issue or approve disbursement requests.

Consultants are not employees of JVL and, as such, are not authorized to issue or approve
disbursement requests.
4.3.5

Consultants must follow JVL purchasing policies and procedures.

Consultants making purchases of supplies, equipment or other items on behalf of JVL must
comply in full with JVL’s purchasing policies and procedures outlined in Chapter 3 of this
manual.
For example, JVL has engaged a consultant to provide the services of a purchasing agent for
the procurement of major restaurant equipment and other restaurant systems to be used in
JVL’s culinary program at its Bronx campus. The consultant must sign and adhere to JVL’s
consultant contract agreement and abide by JVL’s purchasing policies. The consultant must
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obtain approval by the CFOO for all purchases and secure documentation for each item
purchased, detailing the item’s description, cost, quantity, seller, and date of purchase.
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CHAPTER 5. Reporting, General Ledger and Financial Statements

5.1

BUDGETING

Policies and Controls
5.1.1

A budget is produced on an annual basis and approved by the Board of Trustees.
During the year, any significant increases or decreases to the budget are approved.

5.1.3

Bank accounts are reconciled on a monthly basis and reconciliations are appropriately
approved.

Agency Procedures to Implement These Policies
JVL developed a five-year budget plan as part of the application process when the school
received its charter. On each subsequent renewal of its charter, the school develops a new five
year budget.
Budgeting Planning Evaluation by Charter Authorizer (DOE)
The school’s budgeting and long range planning is reviewed periodically by its charter
authorizer (DOE) and reviewed in detail when JVL comes up for renewal of its charter.
5.1.1

A budget is produced on an annual basis and approved by the Board of Trustees. Any
significant increases or decreases to the budget are approved.
Annual Budget development process

Planning for the next fiscal year begins no later than the close of the third quarter of the current
fiscal year. The CFOO initiates the budget development process. The CFOO collaborates with
the CEO/Principal(s), Assistant Principals and Director of Compliance to produce an initial draft
budget reflecting intended plans for the following year.
Approval of the budget
The draft budget is submitted to the Finance Committee. The Finance Committee reviews and
approves the budget prior to the June Board meeting. The full Board of Trustees reviews and
approves the budget at its June meeting.
Budget monitoring and reporting
The Board-approved budget is entered into the accounting system by a designated employee in
the fiscal department. On a monthly basis, the CFOO produces the budget comparison reports
reflecting variances between budget and actual revenues and expenses by program. The
CEO/Principal and CFOO meet monthly to discuss any major variances within the budget
comparison reports.
Budget modification
If there are significant material changes in the organization's financial projections, the CFOO, in
consultation with CEO/Principal makes changes to the operating budget and submits them to
the Finance Committee for review. Budget modifications are approved by the Board of Trustees.
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5.1.3

Bank accounts are reconciled on a monthly basis and reconciliations are appropriately
approved.
Bank reconciliations

All bank statements are printed by the Senior Accountant who reviews them for unusual activity.
The CFOO and Senior Accountant also frequently reviews bank transactions online. The
CFOO’s designee who is not associated with the disbursement of cash reconciles the bank
statements to the accounting records. The review includes:






Comparison of canceled checks with the disbursement journal as to number, date, payee
and amount;
Accounting for the sequence of checks;
Examination of cancelled checks for authorized signatures, irregular endorsements or
alterations; and
Review of voided checks.

Bank reconciliations are performed monthly in order to best compare bank balances to balances
in the general ledger cash accounts. Any discrepancies or unusual items or exceptions are
investigated and resolved by the CFOO and communicated to the CEO/Principal. The CFOO’s
designee ensures that any voided checks are accounted for in the check register. 9
F

The monthly bank reconciliation is provided to the CFOO for approval with initials, on a monthly
basis. The state recommends that bank reconciliations are prepared within 30 days of the
statement end date.

9

As recommended by the Office of the State Comptroller.
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5.2

MONTHLY CLOSE AND FINANCIAL REPORTING

Policies and Controls
5.2.1

JVL performs a monthly, quarterly, and annual closing process of the accounting records
in a timely basis.

5.2.2

Financial reports are provided to CEO/Principal and the Board of Trustees on a timely
basis to facilitate effective monitoring and oversight.

Agency Procedures to Implement These Policies
5.2.1

JVL performs a monthly, quarterly, and annual closing process of the accounting records
in a timely basis.
Monthly close process

JVL completes its preliminary monthly accounting close by the second week of the month for
the previous month. The Senior Accountant conducts this process, with oversight by the CFOO.
During the closing process, all bank reconciliations are completed, and appropriate month-end
adjustments are recorded. These include:

5.2.2



Confirming that all control accounts agree to the subsidiary ledgers;



Recording standard general journal entries;



Reconciling payroll records and the related taxes (quarterly);



Reconciling bank statements, general ledger accounts, and the trial balance;



Printing and reviewing the cumulative general ledger, trial balance, revenue and
expense accounts;



Analyzing and investigating any discrepancies or significant variances; and



Recording all accruals including grant revenues, receivables, and accounts
payables.

Financial reports are provided to management, the Board of Trustees and regulating
agencies on a timely basis to facilitate effective monitoring and oversight.
Financial reports for management

The monthly closing process generates the following reports:


Statement of Financial Position (“Balance Sheet”);


Accounts Receivable Aging



Accounts Payable Aging



Statement of Activities for the month to date and year to date;



Statement of Revenues and Expenses by program; and



Budget versus Actual Comparison Report for the current month and year to date.

These reports provide the basis for the CFOO or the Senior Accountant to perform certain
account analysis in areas where variances seem inappropriate or where additional information
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is needed. Upon completion of these account analyses and recording of additional adjustments
as deemed necessary, the final month-end closing package is prepared and circulated to the
CEO/Principal, who receives all reports listed above, after revisions.
Financial reports for the Board of Trustees
On a monthly basis, the CFOO circulates the following information to the Finance
Committee/Board of Trustees prior to the board meeting:


Statement of Financial Position;



Budget versus Actual Comparison Report for the quarter to date and year to date,
incorporating a variance analysis explaining variances in excess of 10% from the
actual to the originally approved budget;



Statement of cash flow, highlighting any periods of difficult cash flows; and



Fundraising status update indicating the status of JVL’s fundraising efforts and open
proposals.
Financial Reporting Policies of charter school regulating agencies:

JVL complies with all financial reporting requirements of the state and city agencies responsible
for providing oversight for charter schools.
JVL provides its charter authorizer, DOE, and the State Education Department with required
financial reports on time, and such reports are complete and follow generally accepted
accounting principles.
The following reports are filed with its charter authorizer, DOE and other regulating agencies in
a timely, accurate and complete manner:


Annual financial statement of audit reports, including federal Single Audit (A-133) if
applicable.



Annual budgets and cash flow statements



Un-audited quarterly reports of income and expense



Bi-monthly enrollment reports to the district and State Education Department



Grant expenditure reports

The calendar on the next page outlines these reporting deadlines for these reports.
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Deadlines Calendar
For Schools Beginning their Second (or Later) Year of Operation
Yearly Reporting Summary
July

August
1st
1st
1st
1st
15th

Renewal Application
Annual Report
Billing Report
Progress Report
Quarterly Report
H

H

H

H

H

H

October

1st
1st

September

November

Billing Report
Change in Program
(Enrollment)
H

H

1st
15th

Audit Report
Quarterly Report
H

H

December

1st
30th

Billing Report
Application Form
H

H

H

January

February

March

1st Billing Report
15th Quarterly Report
H

H

April
1st
Transportation
Request (Parents)
1st
Billing Report
H

H

May
1st Application and
Admissions Summary
15th Quarterly Report
15th Facility Agreement
15th Budget (see June
30th)
H

H

H

June
1st Billing Report
30th Budget
H

HU

U

H

H

HU

UH

See Appendix for details.
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5.3

DOCUMENT RETENTION POLICY

Policies and Controls
5.3.1

Records will be maintained for the periods sufficient to satisfy IRS regulations, federal
grant requirements, if applicable, and other legal needs as may be determined.

5.3.2

Record retention requirements are reviewed annually with the Board and independent
auditors to determine any necessary changes.

Agency Procedures to Implement These Policies
5.3.1

Records will be maintained for the periods sufficient to satisfy IRS regulations, federal
grant requirements, if applicable, and other legal needs as may be determined.
Record retention

JVL’s records are retained in compliance with government, legal, and funders’ requirements.
When there is a conflict between federal, state and local record retention requirements, the
longer retention period prevails. Certain important records, as determined by the Board, will be
retained permanently, even if their retention is not required by law.
E-mail retention
The retention requirement for e-mail messages is determined by its content. It is the user’s
responsibility to appropriately classify an e-mail message according to categories listed in the
record retention schedules below and set up parameters for archiving their e-mail messages.
Whether in electronic format or paper copy, e-mail correspondence is retained based on the
record retention schedule.
Record destruction
Once the retention period has expired, JVL destroys the records in a manner that preserves the
confidentiality of its contents. The Board of Trustees approves all destruction of records prior to
commencement. Record destruction is performed under the direction of the CFOO the Senior
Accountant is responsible for maintaining the record disposal log, which lists all records that
were destroyed.
Upon receipt of any legal notice, all record destruction will cease until the end of the
investigation.
5.3.2

Record retention requirements are reviewed annually with the Board and independent
auditors to determine any necessary changes.
Review of policy

Record retention requirements are reviewed annually with the Board and independent auditors
to determine any necessary changes.
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Type of Document

How Long to Retain

Accounting
6B

Accounts payable ledgers

7 years

Accounts receivable ledgers

7 years

Annual reports

Indefinitely

Annuity gift agreements

Indefinitely

Audited financial statements

Indefinitely

Bank deposit records

3 years

Bank reconciliations

7 years

Bank statements

7 years

Canceled checks (ordinary)

7 years

Canceled checks (taxes, property and important payments)

Indefinitely

Contributions/donations/grants (unrestricted)

7 years

Contributions/donations/grants (temporarily restricted)

Indefinitely

Contributions/donations/grants (perm.
restricted/endowment)

Indefinitely

Expense analyses/distribution schedules

7 years

Fixed asset records, appraisals, depreciation schedules

Indefinitely

Internal audit reports

3 years

Invoices (to customers/from vendors)

7 years

Life income agreements

Indefinitely

Physical inventory records

7 years

Purchase orders

3 years

Requisitions

7 years

Shipping and receiving reports

3 years

Subsidiary ledgers

7 years

Tax returns (IRS form 990) and worksheets

Indefinitely

Uncollectable accounts and write-offs

6 years

Vouchers for payment to vendors, employees and others

7 years

Withholding tax statements (W4’s)

4 years
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Corporate
68B

Charters, constitutions, bylaws

Indefinitely

Contracts, mortgages, notes and leases (expired)

7 years

Contracts still in effect

Indefinitely

Deeds, mortgages, bills of sale

Indefinitely

Incorporation records, 501(c)(3) determination

Indefinitely

Labor contracts

Indefinitely

Loan documents, notes

Indefinitely

Licenses

Indefinitely

Minutes from board meetings

Indefinitely

Patents and related papers

Indefinitely

Trademark registrations and copyrights

Indefinitely

Personnel
42B

Employment applications (not hired)

3 years

Garnishments

7 years

I-9’s (after termination)

1 years

Payroll records and summaries

7 years

Personnel files (after termination)

7 years

Retirement and pension records

Indefinitely

Time sheets

7 years

Insurance
43B

Accident reports and claims

Indefinitely

Fire inspection reports

6 years

Group disability reports

6 years

Insurance records (expired contracts)

4 years

OSHA logs

8 years

Worker’s compensation documentation

10 years

Correspondence
4B

Correspondence (general)

3 years

Correspondence (legal and important matters)

Indefinitely
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Electronic Documents
Email

30 days to 18 months

Records on servers, individual computers and diskettes

Reviewed annually
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CHAPTER 6. Assets and Liabilities

6.1

CAPITAL ASSETS

INTERNAL CONTROL OBJECTIVES
Fixed Assets
Capital assets are purchased only with proper authorization.
Capital asset purchases are recorded correctly as to account, net asset classification
amount, and period.
Disposals, retirements, trade-ins, and write-offs are identified promptly and recorded correctly
as to account, amount, and period.
Capital assets are adequately safeguarded and insured.
Depreciation is calculated correctly using proper lives and methods and is recorded in a
timely manner.
Inventories
Inventories are purchased only with proper authorization.
Inventories received are recorded correctly as to account, amount, and period.
Inventories are adequately safeguarded.
Inventory balances recorded in the accounting records are evaluated periodically by
comparison with actual quantities on hand (i.e., physical inventory).
Costs are assigned to inventories in accordance with the stated valuation method.
Carrying values of inventories are periodically compared to net realizable value and
appropriate adjustments are made.
Policies & Controls
6.1.1

Written requests for the purchase of capital assets are supported by sufficient
operational and financial justification and are appropriately approved.

6.1.2

All fixed assets are properly identified, tagged, tracked, and inventoried on an annual
basis.

6.1.3. Only leases and purchases that materially add to the value of the property and prolong
the useful life are deemed to be capital assets.
6.1.4

Depreciable and non-depreciable fixed assets are appropriately recorded and
depreciated.

6.1.5

Disposals of capital assets are properly authorized and recorded.

6.1.6

Valuable assets will be stored in a secured location with limited employee access.

Agency Procedures to Implement These Policies
6.1.1

Written requests for the purchase of capital assets are supported by sufficient
operational and financial justification and are appropriately approved.
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Capital budget
When applicable, JVL prepares a capital budget as part of the annual budget process, which
represents a long-term capital requirements analysis. The Board approves the capital budget.
Asset purchase
Capital assets are purchased in accordance with JVL's purchasing policies.
6.1.2

All fixed assets are properly identified, tagged, tracked, and inventoried on an annual
basis.
Identification of capital assets

Acquisitions, which add to the value of the property and prolong the useful life, are deemed to
be capital assets. Capital assets are categorized into one of the following categories:


Land;



Buildings and building improvements;



Furniture, fixtures, and office equipment (includes desks, chairs, file cabinets and
copiers, telephone, etc.);



Leasehold improvements (includes replacing floors, roofing, etc in a leased building);



Computer equipment (includes computers, printers, etc.);



Construction in progress (includes work on a building that is not complete);



Automobiles and transportation equipment; and



Equipment leased under terms that meet criteria for capital leases.
Tagging and tracking of capital assets

Detailed fixed asset ledgers are maintained for each of the capital asset categories. At the time
of acquisition, all assets greater than $500 is tagged with unique identifying numbers and
entered into the fixed asset ledger. The tags are numerically sequenced and placed on a visible
area of the asset in order to provide a clear method of tracing the asset to the fixed asset
ledger. The following information is tracked:


Name and description;



Serial number, model number, or other identification;



Vendor name, acquisition date and cost;



Location and condition of equipment; and



Ultimate disposition data, including date of disposal..
Inventory process

On an annual basis, JVL takes a physical inventory of all assets to ensure the completeness
and accuracy of the agency’s records. An employee who is not responsible for the custody or
recordkeeping of the assets oversees the inventory process. All assets are examined to
determine that they are currently in use, and results of the examinations are recorded with
sufficient detail to identify the items inventoried.10
10

As recommended by the Office of the State Comptroller.
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The inventory of the assets on hand is compared to the fixed asset ledger. All differences are
analyzed and resolved by the Senior Accountant and reviewed by the CFOO. Adjustments to
the agency’s records can be made only after appropriate approval has been received.
A record of lost, obsolete, damaged and unaccounted for inventory items should be reviewed
and approved by the Assistant Principal. Those items, which are authorized to be removed
from the records, should be removed by the Senior Accountant.11
If equipment is stolen, a police report must be filed. The equipment should be written off of the
current inventory record. The circumstances concerning the theft and the measures taken to
recover the missing equipment should be documented and retained for audit purposes.12
Culinary Program Inventory Process
A physical inventory is taken at the culinary school in JVL’s Bronx campus annually. An
employee who is not responsible for the custody or recordkeeping of the assets oversees the
inventory process. After the annual review, inventory reconciliations are delivered to the fiscal
office.
6.1.3. Only leases and purchases that materially add to the value of the property and prolong
the useful life are deemed to be capital assets.
Lease-versus-purchase decision
Property, plant, and equipment may be obtained through long-term leases as an alternative to
outright purchase. The purchase-versus-lease decision is incorporated into the annual capital
budget. Decisions are made based on the net cost of the asset, taking into consideration cash
flow as well as type of asset being acquired.
Requirements for capitalization
If a lease meets certain requirements, it is capitalized, with an offsetting capital lease obligation.
A lease meets the requirements of a capital lease if it is non-cancelable and has at least one of
the following characteristics:


It passes title to the lessee (JVL);



It contains a bargain purchase option;



The lease term is at least 75% of the asset’s estimated life; and



The present value of the minimum lease payments equals 90% of the asset’s fair
value.

Operating lease payments are deemed to be equipment rental expense. A determination that
the lease is classified as a capital lease should be made prior to the beginning of the lease term.
The capital lease is recorded as an asset and a liability for an amount equal to the total
minimum lease payments, and should be amortized over either the estimated useful life or the
lease term depending on details of the lease transaction.

11
12

As recommended by the Office of the State Comptroller.
As recommended by the Office of the State Comptroller.
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Expense versus capitalization of expenditures
Repair and maintenance expenditures are distinguished from expenditures for improvements,
additions, renovations, alterations, and replacements. JVL follows the following guidelines in
classifying these expenditures:
Repair and maintenance expenditures do not materially add to the value or extend the useful life
of the property. Examples of repair expenses:


Replacing broken glass;



Painting and decorating the facility;



Resurfacing a parking lot;



Making temporary repairs to last less than one year; and



Making minor repairs to fully depreciated assets.

Expenditures that increase the value of property, extend its life, or adapt it to a new or different
use are capital expenditures. Significant improvements to property leased by the agency,
including improvements that add value to the leasehold, are also capitalized.
If the useful life of the asset has been significantly extended, the remaining book value (original
cost less depreciation) and the improvement costs are depreciated over the new life. Examples
of repair expenditures that are capital expenditures:


Replacing a roof, thereby substantially prolonging its life;



Reconditioning equipment or machinery, thereby extending its life;



Installing a new boiler system;



Structural changes or alterations to organization-owned buildings, which become a
part of the building and increase its life or value; and



Significant improvements to property leased by the organization, improvements that
add value to the leasehold (e.g., permanent office partitions).
Assets purchased with government funds

Assets purchased with government funds are tracked and monitored in the manner outlined
above. However, on an interim basis, these acquisitions are expensed, as part of the program
costs reportable under the grant. At the end of the year, the full cost is capitalized and
depreciated over the assigned asset life, in accordance with generally accepted accounting
principles.
6.1.4

Depreciable and non-depreciable fixed assets are appropriately recorded and
depreciated.
Basis for cost

Depreciable assets are carried in the accounting records at the original net acquisition cost.
Acquisition costs include the invoice price plus all expenses incurred to prepare the asset for
operations, including such costs as preliminary engineering studies and surveys, legal fees to
establish title, installation costs, freight, and labor and material used in construction or
installation.
Non-depreciable capital assets (e.g., land) are carried in the records at the original net cost.
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Capitalization of a construction project
Expenditures such as those for materials, labor, engineering, supervision, salaries and
expenses, legal expenses, insurance, overhead, and interest are capitalized as “construction-inprogress” until the project is completed and placed in service. No depreciation is taken on
construction-in-progress.
Upon completion of construction and placement in service, the asset is removed from
construction-in-progress and entered into the detailed fixed asset ledger under the appropriate
classification. Depreciation on the asset begins on the date the asset is placed in service.
Determination of useful life
The useful life is estimated when a capital asset is acquired. The useful life may be expressed
in terms of time, units of production, or hours of service. The cost of an asset is allocated over
the useful life via depreciation or depletion. When there is an indefinite useful life, such as that
for land, no depreciation is taken.
If there is a significant change in the estimate of the remaining useful life after the asset is
placed into service, the remaining cost to be depreciated is spread over the revised remaining
life.
The CEO/Principal assigns the estimated useful life as part of the overall asset acquisition
approval process.
Depreciation method
Depreciation of property and equipment is calculated by the straight-line or accelerated method
of the estimated useful lives of the assets.
Circumstances when it may be appropriate to accelerate or decelerate depreciation charges for
the current and future periods include:


A significant change in the estimated useful life; or



A change in the estimated salvage value.

The estimated useful lives of the various asset categories at JVL are as follows:
Description

Years

Method

Property and Plant

39

Straight Line

Furniture & Fixtures

7 years

Straight Line

Office Equipment

5 years

Straight Line

Computer Equipment

3 years

Straight Line

Automobile and Transportation
Equipment

5 years

Straight Line

Capital Leases

Either lease term or
estimated useful life

Leasehold Improvements

Life of lease
not to exceed 10 years

Straight Line

As an alternative to prorating the depreciation in the year of acquisition or disposal, the agency
takes one half year of depreciation in both the years of acquisition and disposal.
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6.1.5

Disposals of capital assets are properly authorized and recorded.
Authorization of disposal

Control over the disposition of property is maintained not only to preserve the accuracy of the
records but also to ensure that assets are safeguarded, improper disposal is prevented, and the
best possible terms are received for disposal.
Disposal of capital assets occurs only after proper authorization has been given by the
CEO/Principal and funding agency, if applicable.
The following procedures apply to the retirement and disposal of JVL company assets:


An asset disposal form is completed for all disposals.



The asset disposal form is reviewed and approved by a responsible employee who is
knowledgeable of but not directly responsible for the asset, with ultimate approval by
the CEO/Principal.



No item of property, plant, or equipment is removed from the premises without a
properly approved asset disposal form.
Recording disposal

Once the retirement or sale has been properly approved and documented, the following
procedures apply to the recording of the transaction:


The cost is removed from the appropriate asset account.



The related accumulated depreciation, including depreciation to date of disposal, is
removed from the allowance for depreciation account. The profit or loss, adjusted for
the cost of removal, is recorded as an income (gain) or expense (loss) item.



When the disposal is a trade-in of a similar asset, the acquired asset is recorded at
the book value of the trade-in asset plus any additional cash paid. In no instance
should such cost exceed the fair market value for the new asset.

All disposals are recorded in the fixed assets ledger on a timely basis.
Fully depreciated assets
Fully depreciated assets remain in the fixed asset ledger with the related accumulated
depreciation as long as the property is still in use to ensure accurate tracking and safeguarding
of assets.
6.1.6

Valuable assets will be stored in a secured location with limited employee access.

13
F

F

Valuable assets, including laptop computers and other costly items, will be stored in a secured
location with limited employee access. All laptop computers will be tagged with a unique
identifier and locked. Employees are prohibited from removing equipment off of JVL premises
without approval from the Principal.
Moreover, JVL controls access to school buildings by issuing keys to limited personnel. Key
issuance records are maintained by the fiscal office, and JVL conducts periodic building security
surveys to ensure a secure environment.

13

As recommended by the Office of the State Comptroller.
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6.2

INVESTMENTS

Policies & Controls
6.2.1

The purchase and sale of investments are properly approved, recorded, and reported.

6.2.2

Investment statements are properly reconciled to the supporting books and records on a
periodic basis.

The Board has a responsibility to safeguard JVL’s assets, and to ensure that funds are used to
further the organization's goals. In addition, the Board must ensure that donor designations are
honored, and that cash and other investments are managed wisely. Whether assets belong in
restricted, temporarily restricted or unrestricted funds, these assets should be invested wisely.
JVL's Board, acting through the investment committee adopts and annually reviews investment
policies and procedures that address basic investment policies and guidelines, assignment of
fiduciary responsibility, due diligence and oversight of investment managers, and reporting
procedures.
The purpose of the Investment Policy Statement is to guide the JVL in effectively supervising,
monitoring and managing its investments. The investment policy statement is designed to allow
for sufficient flexibility in the management and oversight process, while setting forth reasonable
parameters to ensure prudence and care in the execution of the investment program.
Basic policies and guidelines
The investment policy specifies:






The board's investment risk tolerance;
JVL's investment goals with regard to meeting return targets;
Overall investment guidelines, including, for example, prohibitions on certain classes of
securities;
JVL's asset pools and the level of funds to be allocated to each pool; and
The target asset allocation, including reasonable ranges within which portfolio
allocations may vary.

Guidelines defined in the Investment Policy Statement are reviewed by the Investment
Committee and updated annually or as needed whenever significant market events or changes
in school strategy occur.
JVL’s Investment Objectives
JVL’s investment objectives are to achieve long-term real rate of return growth net of its
strategic spending policy expectations, net of inflation, and provide a ready source of capital
without subjecting JVL to large investment losses that could erode the ability of JVL to meet
future long-term financial commitments. The following goals, consistent with the abovedescribed purposes, are adopted:
The primary goal of JVL’s investment assets is to achieve long-term real rate of return growth to
provide a ready source of capital to meet the needs of the school. This will be accomplished
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through a carefully planned and executed long-term investment program. A secondary
investment objective is to obtain current income and growth to offset the impacts of inflation,
without putting the principal value of the Fund’s investment at excessive risk over time.
Investments will be managed on a total return basis. While JVL recognizes the importance of
the preservation of capital, they also adhere to the principle that varying degrees of investment
risk are generally rewarded with concomitant returns over the long-term.
JVL has a long-term investment horizon, and utilizes an asset allocation, which encompasses a
strategic, long-run perspective of capital markets. It is recognized that, a strategic long-run
asset allocation plan implemented in a consistent and disciplined manner will be the major
determinant of investment performance.
Assignment of fiduciary responsibility
The investment policy statement is to address the procedures used to document the fiduciary
responsibilities of all appropriate parties. The procedures will:
 Establish the authority of the investment manager, which may be the CEO/Principal or
an outside investment manager, to enter into fiduciary relationships with the board;
 Describe the nature and limits of the manager's status; and
 Provide a record of the manager's acceptance of fiduciary responsibility before any
transfer of assets.
Due diligence and oversight of investment managers
The investment policy statement will define procedures for ensuring that each investment
manager operates within a well-defined organizational structure that includes:
 Clear reporting lines within the organization;
 Management control over trading activities; and
 Independent risk oversight.
The investment policy statement will outline clear performance standards.
Reporting procedures
The investment policy statement defines what information is to be reported and to whom.
Relevant information includes:
 Current asset allocation;
 Market valuation of assets;
 Risk-adjusted returns achieved by each investment manager; and
 Benchmark returns that can be used as a basis for evaluating each manager's returns.
The investment policy statement outlines procedures for reporting on performance results that
are not in compliance with stated return goals. Procedures for dealing with noncompliance (eg,
manager-dismissal procedures) will be articulated.
The full investment policy statement is maintained it the CFOO’s office.
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6.3

INSURANCE

Policies & Controls
6.3.1

Insurance coverage is maintained in adequate amounts to support JVL’s operation and
protect the employees and board members in carrying out the organization’s exempt
purpose.

6.3.2

Coverage is maintained at levels recommended by the CFOO and approved by the
Board of Trustees but at no less than the amounts stipulated in funding agreements.

Agency Procedures to Implement These Policies
6.3.1

Insurance coverage is maintained in adequate amounts to support JVL’s operation and
protect the employees and board members in carrying out the organization’s exempt
purpose.
Areas of coverage

Annually, the CFOO reviews with the Finance Committee the need for the following types of
insurance coverage based on exposure of the organization to risk:

6.3.2



Director and Officers liability;



General liability;



Business travel;



Fire/theft;



Employee dishonesty;



Hired and non-owned auto;



Professional liability;



Employment practices;



Business interruption; and



Hurricane/flood.

Coverage is maintained at levels recommended by the CFOO and approved by the
Board of Trustees but at no less than the amounts stipulated in funding agreements.
Approval and recommendations for revisions

During the annual review process, the CFOO reviews government grants and contracts in effect
to ensure compliance with any stipulated limits.
Recommendations developed in the annual review are passed on to the Finance Committee for
approval. The CFOO then implements the joint decision.
Coverage for JVL is reviewed by the Board of Trustees on an annual basis.
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6.4

ASSUMPTION AND AUTHORIZATION OF DEBT

Policies & Controls
6.4.1

All debt must be approved and documented by the Board of Trustees in accordance with
the By-Laws of the Corporation.

Agency Procedures to Implement These Policies
6.4.1

All debt must be approved and documented by the Board of Trustees in accordance with
the By-Laws of the Corporation.
Debt approval and agreement

The Board of Trustees prepares a resolution to document the Board’s approval of the issuance
of the debt. The authorization is documented in the minutes of the meeting of the Board. A copy
of the resolution approving the issuance of the debt is maintained with the executed copy of the
debt agreement.
Records and collateralization of debt
A record is maintained of the assets collateralizing the debt, if any. The assets are specifically
identified. The record is updated periodically (e.g., depreciation noted) to reflect the current
book value of the assets. JVL ensures that an asset does not have funder-imposed restrictions
prior to pledging such asset as collateral for a debt.
Board resolution
A Board resolution is presented to the third party with whom the debt is being established.
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CHAPTER 7. Governance
The Board of Trustees of JVL is committed to providing effective financial oversight, including
having made financial decisions that further JVL’s mission, program and goals. To that end,
the Board has adopted the following charters and policies:


Finance and Audit Responsibilities of the Board of Trustees and Executive
Committee



Code of Ethics



Conflict of Interest Policy



Whistleblower Policy



Investment Policy



Operating Reserve Policy

7.1 FINANCE AND AUDIT RESPONSIBILITIES OF THE BOARD OF TRUSTEES AND
EXECUTIVE COMMITTEE
The Finance Committee takes the lead in reviewing and recommending internal accounting and
financial controls, practices, and procedures for JVL. The Committee makes recommendations
to the full Board on these issues. The Audit Committee retains the independent auditor, reviews
the audit results and communicates directly with the independent auditor. The roles and
responsibilities of the Committees are contained in the Bylaws.
Board of Trustees’ fiscal responsibilities
The Board of Trustees of JVL and the Executive Committee exercises its financial oversight to
fulfill the following responsibilities:


The Board approves the fiscal policies of JVL. Policies are adopted by the Board
and annually updated.



The Board is aware and knowledgeable of its fiscal responsibilities.



The Board reviews and approves JVL’s annual budget. The Board reviews and
approves operating, cash, and capital budgets for JVL annually.



The Board monitors key variances between JVL budget and the current financial
reports on a regular basis.



The Board approves large expenditures in excess of a pre-determined limit. JVL
establishes a threshold amount on purchases for which Board approval is required.
Finance Committee’s fiscal responsibilities

The Finance Committee carries out the following financial oversight responsibilities:
Overall


A minimum of three Board of Trustees members shall serve on the Finance
Committee. Other members of the Finance Committee shall be appointed by the
Chairperson of the Board.
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The Committee meets at least 4 times per year to discuss and review costs related
to financial operations such as personnel management, benefits management, risk
management, investment strategies, and other financially pertinent matters. The
Finance Committee may ask members of management or others to attend the
meetings and provide pertinent information as necessary.

Financial Responsibilities
The Finance Committee commits to:


Inquire about significant risks or exposures facing the organization; assess the steps
management has taken or proposes to take to minimize such risks; and periodically
review compliance with such steps.



Review the adequacy of the organization’s internal controls including computerized
information system controls and security.



Review procedures for receipt, retention and treatment of complaints regarding
accounting, internal controls, or auditing matters by any party internal or external to
the organization (whistleblower policy).



Review policies and procedures with respect to officers’ expense accounts, if there
are any.
Audit Committee’s fiscal responsibilities

The Audit Committee is comprised of at least three Trustees each of whom is an
Independent Trustee as defined in the Bylaws.
Audit Responsibilities
The Audit Committee commits to:


Appoint the independent auditors to be engaged by the company, establish the audit
fees, and pre-approve any non-audit services before the services are rendered.
Review and evaluate the performance of the independent auditors and review with
the full board of Trustees any proposed discharge of the independent auditors.



Review the financial statements, audit of the financial statements, judgments about
the quality (not just acceptability) of organization’s accounting principles, significant
changes required in the audit plan, and serious difficulties with management during
the audit.



Review all material written communications between the independent auditors and
management, such as the management letter.



Review legal and regulatory matters that may have a material impact on the financial
statements.



Conduct executive sessions with the outside auditors, outside counsel, and anyone
else as desired by the committee.
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7.2

CODE OF ETHICS

The following Code of Ethics shall apply to the Trustees and employees of the John V.
Lindsay Wildcat Charter School:
The Board of Trustees shall conduct or direct the affairs of the School and exercise its powers
subject to the applicable limitations of the Education Law, Not-for-Profit Corporation Law, the
School's charter and its bylaws. The Board may delegate aspects of the management of School
activities to others, so long as the affairs of the School are managed, and its powers are
exercised, under the Board's ultimate jurisdiction.


Not more than 40 percent of the people serving on the John V. Lindsay Wildcat Charter
School’s Board of Trustees may be comprised of: (a) people currently being compensated
by the School for services rendered to it within the previous 12 months, whether as a fulltime or part-time employee, independent contractor or otherwise; or (b) any sister, brother,
ancestor, descendant, spouse, sister-in-law, brother-in-law, daughter-in-law, son-in-law,
mother-in-law or father-in-law of any such person.



Every Trustee has the right to participate in the discussion and vote on all issues before the
Board or any Board Committee, except that any Trustee shall be excused from the
discussion and vote on any matter involving such Trustee relating to: (a) a “self-dealing
transaction” (see below); (b) a conflict of interest, (c) indemnification of that Trustee
uniquely; or (d) any other matter at the discretion of a majority of the Trustees.



The Board of Trustees and the employees of the School shall not engage in any “selfdealing transactions,” except as approved by the Board. "Self-dealing transaction" means a
transaction to which the School is a party and in which one or more of the Trustees has a
material financial interest. Notwithstanding this definition, the following transaction is not a
self-dealing transaction, and is subject to the Board's general standard of care: a
transaction that is part of a public or charitable program of the John V. Lindsay Wildcat
Charter School, if the transaction (a) is approved or authorized by the Board in good faith
and without unjustified favoritism, and (b) results in a benefit to one or more Trustees or their
families because they are in a class of persons intended to be benefited by the program.



Any Trustee having an interest in a contract, other transaction or program presented to or
discussed by the Board of Trustees for authorization, approval, or ratification shall make a
prompt, full and frank disclosure to the Board of his or her interest prior to its acting on such
contract or transaction. Such disclosure shall include all relevant and material facts known
to such person about the contract or transaction, which might reasonably be construed to be
adverse to the Board’s interest. A person shall be deemed to have an "interest" in a
contract or other transaction if he or she is the party (or one of the parties) contracting or
dealing with the School, or is a Trustee or has a significant financial or influential interest in
the entity contracting or dealing with the School.



Trustees representing any not-for-profit corporation proposing to do business with the
Charter School shall disclose the nature and extent of such business propositions.



No Trustee or employee of a for-profit corporation having a business relationship with the
Charter School shall serve as voting member of the Board of Trustees for the duration of
such business relationship, provided, however, that this provision shall not apply to the
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following: (a) Individuals associated with a partnership, limited liability corporation, or
professional corporation, including but not limited to doctors, accountants and attorneys; (b)
Individuals associated with an educational entity (including but not limited to schools of
education) some of whose faculty may be providing paid services directly or indirectly to the
John V. Lindsay Wildcat Charter School; (c) Individuals associated with a bank, insurance,
mutual fund, investment bank, stock brokerage, financial planning, or other financial
services organization.


In no instance shall a Trustee or employee of a for-profit educational management
organization having a business relationship with the Charter School serve as a voting
member of the Board of Trustees for the duration of such business relationship.



Trustees or employees of any external organization shall hold no more than 40 percent of
the total seats comprising the Board of Trustees.



Trustees shall avoid at all times engaging in activities that would appear to be unduly
influenced by other persons who have a special interest in matters under consideration by
the Board. If this occurs, a Trustee shall write a letter disclosing all known facts prior to
participating in a Board discussion of these matters, and the Trustee’s interest in the matter
will be reflected in the Board minutes.



Trustees shall make all appropriate financial disclosures whenever a grievance of conflict of
interest is lodged against them.



No Trustee shall use his or her position with the Charter School to acquire any gift or
privilege worth $50 or more that is not available to a similarly situated person, unless that
gift is for the use of the Charter School.



Charter School Trustees or employees may never ask a subordinate, a student, or a parent
of a student to work on or give to any political campaign.
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7.3

CONFLICTS OF INTEREST

7.3.1 Purpose
The purpose of this conflict of interest policy (the “COI Policy”) is to protect the interests of John
V. Lindsay Wildcat Academy Charter School (the “Corporation”), which operates a public charter
school in the City of New York (the “School”), when it is contemplating entering into a
transaction or arrangement that might benefit the private interest of a Trustee, Officer, or Key
Person of the Corporation or one of their relatives. The Corporation will not enter into any such
transaction or arrangement unless it is determined by the Board in the manner prescribed below
to be fair, reasonable, and in the best interests of the Corporation at the time of such
determination.
This COI Policy is intended to supplement, but not replace, any applicable state and federal
laws governing conflicts of interest applicable to not-for-profit and charitable organizations.
7.3.2 Definitions
“Affiliate”: An affiliate of the Corporation is a person or entity that is directly or indirectly,
through one or more intermediaries, controlled by, in control of, or under common control
with the Corporation.
“Board”: The Board of Trustees responsible for the management of the Corporation.
“Class Benefit Transaction”: A transaction that provides a non-de minimis benefit to a
Related Party solely as a member of a class of the beneficiaries that the Corporation
intends to benefit as part of the accomplishment of its mission. The benefit accrued to
the Related Party is available to all similarly situated members of the same class on the
same terms.
“De Minimis Financial Interest”: A person has a De Minimis Financial Interest if such a
person has a Financial Interest (as defined below) that is deemed by the Board (via
majority vote) to be inconsequential.
“De Minimis Transaction”: A transaction where the total value of the transaction is less
than 1% of the sum of the Corporation’s total annual budget and the Corporation’s net
assets at the time of transaction.
“Financial Interest”: A person has a Financial Interest if such person would receive an
economic benefit, directly or indirectly, from any transaction, agreement, compensation
agreement (including direct or indirect remuneration as well as gifts or favors that are not
insubstantial), or other arrangement involving the Corporation.
“Independent Trustee”: A member of the Board who:
a)

Has not been an employee or Key Person of the Corporation or an Affiliate of
the Corporation within the last three (3) years;

b)

Does not have a Relative who has been a Key Person of the Corporation or
an Affiliate of the Corporation within the last three (3) years;
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c)

Has not received and does not have a Relative who has received more than
$10,000 in compensation directly from the Corporation or an Affiliate of the
Corporation in any of the last three (3) years (not including reasonable
compensation or reimbursement for services as a Trustee, as set by the
Corporation);

d)

Does not have a substantial Financial Interest in and is an employee of, and
does not have a Relative who has a substantial Financial Interest in or is an
Officer of, any entity that has provided payments, property or services to, or
received payments, property or services from, the Corporation or an Affiliate
of the Corporation if the amount paid by the Corporation to the entity or
received by the Corporation from the entity for such property or services, in
any of the last three fiscal years, exceeded:


the lesser of $10,000 or 2% of such entity’s consolidated gross revenues
if the entity’s consolidated gross revenue was less than $500,000;



$25,000 if the entity’s consolidated gross revenue was $500,000 or more
but less than $10,000,000; or



$100,000 if the entity’s consolidated gross revenue was $10 million or
more;

(for the purposes of this subparagraph (d), “payment” does not include
charitable contributions, dues or fees paid to the Corporation for services
which the Corporation performs as part of its nonprofit purposes, or payments
made by the corporation at fixed or non-negotiable rates or amounts for
services received; provided, however, that such services by and to the
corporation are available to individual members of the public on the same
terms and such services received by the corporation are not available from
another source);
e)

Is not in an employment relationship under control or direction of any Related
Party and does not receive payments subject to approval of a Related Party;

f)

Is not and does not have a Relative who is a current owner, whether wholly or
partially, director, officer or employee of the Corporation’s outside auditor or
who has worked on the Corporation’s audit at any time during the past three
(3) years; or

g)

Does not approve a transaction providing economic benefits to any Related
Party who in turn has approved or will approve a transaction providing
economic benefits to the Trustee.

“Key Person”: A person who:


Has responsibilities, or exercises powers or influence over the Corporation as
a whole similar to the responsibilities, powers, or influence of trustees and
officers;
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Manages the Corporation, or a segment of the Corporation that represents a
substantial portion of the activities, assets, income, or expenses of the
Corporation; or



Alone or with others, controls or determines a substantial portion of the
Corporation’s capital expenditures or operating budget.

“Officer”: A person who has the authority to bind the Corporation as designated in the
bylaws of the Corporation.
“Ordinary Course Transaction”: A transaction that would not customarily be reviewed by
the Board or boards of similar organizations in the ordinary course of business and is
available to others on the same or similar terms.
“Related Party”: Persons who may be considered a Related Party of the Corporation or
an Affiliate of the Corporation under this COI Policy include:


Trustees, Officers, or Key Persons of the Corporation or an Affiliate of the
Corporation;



Relatives of Trustees, Officers, or Key Persons;



Any entity in which a Trustee, Officer, Key Person, Affiliate of the
Corporation, or relative of a Trustee, Officer, or Key Person has a 35% or
greater ownership or beneficial interest or, in the case of a partnership or
professional corporation, a direct or indirect ownership interest in excess of
5%;



Founders of the School;



Substantial contributors to the Corporation (within the current fiscal year or
the past five years);



Persons owning a controlling interest (through votes or value) in the
Corporation;



Any non-stock entity controlled by one or more Key Persons;



Any other person who is, or has within the last five years, been in a position
to exercise substantial influence over the affairs of the Corporation.

“Related Party Transaction”: Any transaction, agreement, or any other arrangement with
the Corporation or an Affiliate of the Corporation in which a Related Party has a
Financial Interest. A transaction is not considered a Related Party Transaction where the
transaction is a Class Benefit Transaction, a De Minimis Transaction, an Ordinary
Course Transaction, or where the Related Party has a De Minimis Financial Interest.
“Relative”: A spouse or domestic partner as defined in section 2994-A of the New York
Public Health Law, ancestor, child (whether natural or adopted), grandchild, great
grandchild, sibling (whether whole or half-blood), or spouse or domestic partner of a
child (whether natural or adopted), grandchild or sibling (whether whole or half-blood).
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“Trustee”: Any voting or non-voting member of the Board, whether designated as a
director, trustee, manager, governor, or by any other title.
7.3.3 Disclosure
7.3.3.1

Any Related Party shall disclose in good faith all material facts of his or her
Financial Interest or potential conflict of interest to the Board, including but not
limited to, when a grievance of conflict of interest is lodged against them.

7.3.3.2

Prior to a Trustee’s initial election to the Board, or an Officer or Key Person’s
employment by the Corporation, and thereafter on an annual basis (see 7.3.3.3),
all Trustees, Officers, and Key Persons shall disclose in writing to the Director of
Compliance and Accountability:
Any entity of which the Trustee, Officer, or Key Person is an officer, director,
trustee, voting member, owner (in whole or in part) or employee, and
with which the Corporation has a financial relationship; and
a)

Any transaction in which the Corporation is a participant and in which
the Trustee, Officer, or Key Person, or one of his or her relatives might
have a conflicting interest.

7.3.3.3

[In no instance shall a Trustee or employee of a for-profit educational
management organization having a business relationship with the School serve
as a voting member of the Board for the duration of such business relationship.]14

7.3.3.4

Each Trustee, Officer, and Key Person shall sign and submit to the Director of
Compliance and Accountability, on an annual basis, a statement (attached hereto
as Appendix X) which affirms that such person has: a) received a copy of this
COI Policy; b) read and understands this COI Policy; c) agreed to comply with
this COI Policy; and d) disclosed in good faith all materials facts of his or her
Financial Interest to the Board.

7.3.3.5

A copy of each disclosure statement shall be kept in the Corporation’s files and
made available to any Trustee, Officer, or Key Person upon request.

7.3.3.6

Failure to disclose to the Board a known Financial Interest or a known potential
Related Party Transaction may be grounds for removal from the Board or
termination of employment by the Corporation.

7.3.4 Related Party Transactions
7.3.4.1

All Related Party Transactions, and any other transactions which may involve a
potential conflict of interest, shall be reviewed by the Board.

7.3.4.2

A transaction, agreement, or other arrangement will not be considered a Related
Party Transaction where the Transaction is a Class Benefit Transaction, a De

14

NTD: More appropriately placed in Corporate Governance Guidelines or Director Qualification document.
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Minimis Transaction, an Ordinary Course Transaction, or where the Related
Party has a De Minimis Financial Interest.
7.3.4.3

No Related Party shall vote, act, or attempt to influence improperly the
deliberations or voting on any matter in which he or she has been determined by
the Board to have a Financial Interest. Any attempt by a Related Party to vote,
act, or improperly influence deliberations or voting on any matter with which such
person has a Financial Interest may be grounds for removal from the Board or
termination from the Corporation.

7.3.4.4

All Related Parties with a Financial Interest shall leave the room while such
deliberations and voting are conducted, including discussions relating to the
indemnification of any such Related Party uniquely. In addition, a Trustee shall
leave the room while deliberations and voting are conducted with respect to such
Trustee on any other matter at the discretion of a majority of the Board. At the
request of the Board, such interested parties may provide information regarding
the transaction prior to deliberations.

7.3.4.5

A quorum will not be lost if one or more Trustees recuse themselves because of
a conflict of interest.

7.3.4.6

In reviewing a Related Party Transaction, the Board shall:
a)

consider alternative transactions to the extent available before entering
into the transaction, ensuring that the value of any economic benefit
provided by the Corporation to a Related Party does not exceed the
value of the consideration received in exchange; and

approve the transaction by no less than a majority vote of the Trustees
present. The Trustees may only approve a Related Party Transaction
where the transaction is fair, reasonable, and in the best interests of the
Corporation at the time of the determination.
7.3.4.7

The Board may delegate to the Audit Committee or another committee
comprised of Independent Trustees, the adoption, implementation of, and
compliance with this COI Policy.

7.3.4.8

The minutes of all meetings of the Board (or committee) at which a Related Party
Transaction is considered shall document contemporaneously the deliberations
and determination regarding any the Financial Interest or conflict of interest. In
particular, the minutes shall contain:


the names of the persons who disclosed or otherwise were determined
to have a potential or actual Financial Interest and/or conflict of
interest, the nature of the potential or actual Financial Interest and/or
conflict of interest, any action taken to determine whether a Financial
Interest or conflict of interest exists, and the Board’s determination as
to whether a Financial Interest and/or conflict of interest exists; and



the names of the persons who were present for deliberations and votes
relating to any determinations under this Article, including whether the
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Related Party and any Trustees left the room during any such
deliberations, the content of such deliberations, including
consideration of alternative transactions, and whether or not the
transaction with the Related Party was approved by the Board.
7.3.5 Executive Compensation
7.3.5.1

No Trustee or Officer who may benefit from compensation from the Corporation
may be present at or participate in any Board deliberation or vote concerning that
Trustee or Officer’s compensation.

7.3.5.2

The Board may request that a person benefiting from such compensation provide
information or answer questions at a meeting prior to the start of the deliberations
or voting.

7.3.6 Express Prohibitions under the General Municipal Law
The General Municipal Law (the “GML”) further defines prohibited conflicts of interest for school
trustees, officers, and employees.
7.3.6.1

Under the GML, a school trustee, officer, or employee may not:
a)

directly or indirectly, solicit any gift, or accept or receive any gift having
a value of $75 or more, whether in the form of money, service, loan,
travel, entertainment, hospitality, thing, or promise, or in any other form,
under circumstances in which it could reasonably be inferred that the
gift was intended or could reasonably be expected to influence him/her
in the performance of his/her duties, or was intended as a reward for
any official action in her/her part;

b)

disclose confidential information acquired in the course of his/her official
duties or use such information to further his/her personal interests;

c)

receive, or enter into any agreement, express or implied, for
compensation for services to be rendered in relation to any matter
before the Board; or

d)

receive, or enter into any agreement, express or implied, for
compensation for services to be rendered in relation to any matter
before the Board whereby the compensation is to be dependent or
contingent upon any action by the agency. This does not prohibit the
fixing of fees based upon the reasonable value of services rendered.

7.3.7 No Loans
No loans shall be made by the Corporation to its Trustees or Officers, or to any other entity in
which any of the Corporation’s Trustees or Officers holds a Financial Interest, except to another
charitable organization.
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7.4 WHISTLEBLOWER POLICY
General
John V. Lindsay Wildcat Academy Charter School (the “Corporation”), which operates a public
charter school in the City of New York (the “School”) and requires its trustees, officers,
employees and volunteers, as well as all persons who provide the Corporation with contracted
services (each, a “Protected Person”), to observe high standards of business and personal
ethics in the performance of their duties on the Corporation’s behalf. As employees and
representatives of the Corporation, Protected Persons are expected to practice honesty and
integrity in fulfilling their responsibilities and are required to comply with the Corporation’s Code
of Ethics (the “Code”) and all applicable laws and regulations.
The objective of this Whistleblower Policy is to encourage and enable Protected Persons,
without fear of retaliation, to raise concerns regarding suspected unethical and/or illegal conduct
or practices on a confidential and, if desired, anonymous basis so that the Corporation can
address and correct inappropriate conduct and actions.
However, this policy is not intended as a vehicle for reporting violations of the Corporation’s
applicable human resources policies, problems with co-workers or managers, or for reporting
issues related to alleged employment discrimination or sexual or any other form of unlawful
harassment, all of which should be dealt with in accordance with the Corporation’s personnel
policies and procedures.
Reporting Responsibility
It is the responsibility of all Protected Persons to comply with the Code and to report in good
faith any concerns they may have regarding actual or suspected activities which may be illegal
or in violation of the Corporation’s policies (including the Code) with respect to, without
limitation, fraud, theft, embezzlement, accounting or auditing irregularities, bribery, kickbacks,
and misuse of the Corporation’s assets, as well as any violations or suspected violations of high
business and personal ethical standards, as such standards relate to the Corporation (each, a
“Concern”), in accordance with this Whistleblower Policy.
No Retaliation
No Protected Person who in good faith reports a Concern shall suffer intimidation, harassment,
discrimination, adverse employment consequence or other retaliation because of such report.
An employee who retaliates against someone who has reported a violation in good faith will be
subject to discipline up to and including termination of employment. This Whistleblower Policy is
intended to encourage and enable Protected Persons to raise serious concerns within the
Corporation so that they may be addressed and resolved promptly. Notwithstanding anything
contained herein to the contrary, this Whistleblower Policy is not an employment contract and
does not modify the employment relationship between the Corporation and its employees, nor
does it change the fact that employees of the Corporation are employees at will. Nothing
contained herein is intended to provide any Protected Person with any additional rights or
causes of action, other than those provided by law.
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Reporting Concerns
Any Concerns should be reported as soon as shall be practicable to the Corporation’s Director
of Compliance and Accountability, who has specific and exclusive responsibility to investigate all
reported Concerns. Any questions with regard to the scope, interpretation or operation of this
Whistleblower Policy should also be directed to the Director of Compliance and Accountability.
Director of Compliance and Accountability
The Director of Compliance and Accountability is responsible for investigating and resolving all
reported complaints and allegations concerning Concerns and shall advise the Audit Committee
and, if the Director of Compliance and Accountability deems it appropriate, the Executive
Committee, of all reported Concerns. The Director of Compliance and Accountability shall report
to the full Board of Trustees on compliance activity at least four times per year at regularly
scheduled meetings of the Board of Trustees.
Accounting and Auditing Matters
The Audit Committee of the Board of Trustees shall address all reported Concerns or
complaints regarding accounting practices, internal controls or auditing (“Accounting
Concerns”). The Director of Compliance and Accountability shall immediately notify the Audit
Committee of any Accounting Concern and shall work with the committee until resolution of the
Concern. Promptly upon receipt, the Audit Committee shall evaluate whether a Concern
constitutes an Accounting Concern and, if so, shall promptly determine what professional
assistance, if any, it needs in order to conduct an investigation. The Audit Committee will be
free in its sole discretion to engage outside auditors, counsel or other experts to assist in the
investigation and in the analysis of results.
Investigations and Deliberations
The Director of Compliance and Accountability may delegate the responsibility to investigate a
reported Concern, whether an Accounting Concern or otherwise, to one or more employees of
the School or to any other individual, including persons not employed by the School, selected by
the Director of Compliance and Accountability; provided that the Director of Compliance and
Accountability may not delegate such responsibility to an employee or other individual who is
the subject of the reported Concern or in a manner that would compromise either the identity of
an employee who reported the Concern anonymously or the confidentiality of the complaint or
resulting investigation. Employees of the Corporation may not participate in any Board or Audit
Committee deliberations or voting relating to the administration of this Whistleblower policy, and
the person who is the subject of an investigation may not be present in Committee or Board
deliberations or vote on the matter relating to the complaint. However, a person who is the
subject of an investigation may present information as background or answer questions at a
meeting of the Board of Trustees or Audit Committee prior to the commencement of
deliberations or voting relating thereto.
Notwithstanding anything herein to the contrary, the scope, manner and parameters of any
investigation of a reported Concern shall be determined by the Audit Committee in its sole
discretion and the Corporation and its employees shall cooperate as necessary in connection
with any such investigation.
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Acting in Good Faith
Anyone reporting a Concern must act in good faith and have reasonable grounds for believing
the information disclosed may indicates a violation of the law and/or the Code or other ethical
standards. Any allegations that prove not to be substantiated and which prove to have been
made maliciously or knowingly to be false will be viewed as a serious disciplinary offense.
Confidentiality
Concerns may be reported on a confidential basis by the complainant or may be submitted
anonymously, however the Corporation encourages any person reporting a Concern to identify
him or herself so as to facilitate any resulting investigation. Reports of Concerns will be kept
confidential to the extent possible, consistent with the need to conduct an adequate
investigation.
Handling of Reported Violations
The Director of Compliance and Accountability will notify the sender and acknowledge receipt of
the reported violation or suspected violation within five business days. All reports will be
promptly investigated and appropriate corrective action will be taken if warranted by the
investigation.
Records
The Audit Committee will retain on a strictly confidential basis for a period of seven years (or
otherwise as required under the Corporation’s record retention policies in effect from time to
time) all records relating to any reported Concern and to the investigation and resolution thereof.
All such records are confidential to the Corporation and such records will be considered
confidential.
Distribution
The Corporation shall distribute a copy of this Whistleblower Policy to all trustees, officers,
employees and volunteers. The School shall also post the Whistleblower Policy on its website.
Director of Compliance and Accountability Contact Information
Christopher Kim
Director of Compliance and Accountability
John V. Lindsay Wildcat Academy Charter School
17 Battery Place
New York, NY 10004
T: (212) 209-6146
ckim@jvlwildcat.org
This revised Whistleblower Policy was adopted by the School’s Board of Trustees at its meeting
on September 20, 2018.
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7.5 OPERATING RESERVE POLICY
The purpose of the Operating Reserve Policy is to ensure the stability of the mission and
ongoing operations of the School. The Operating Reserve is intended to provide an internal
source of funds for unanticipated revenue shortfalls and/or unanticipated expenditures.
The Operating Reserve Policy was adopted by the Board of Trustees on October 15, 2015. A
copy of the policy is available in the CFOO’s office.
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Appendices to Fiscal Policies and Procedures Manual
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Appendix A. Summary of Internal Control Objectives for
Preventing, Detecting and Correcting Errors and Fraud
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Summary of Internal Control Objectives for Preventing, Detecting and
Correcting Errors and Fraud
INTERNAL CONTROL OBJECTIVES
Cash Receipts
Cash receipts are recorded correctly as to account, amount, and period and are deposited
promptly intact.
Cash receipts are applied properly to donor/customer balances.
Cash balance records are reconciled regularly to bank statements and differences are
investigated.

POTENTIAL ERRORS AND FRAUD
Cash Receipts
Cash receipts are recorded incorrectly.
Items are sold for cash or cash contributions are received, the revenue is not recorded, and
the cash is misappropriated.
Checks received are deposited but not recorded; checks are written to employees for the
same amount and also are not recorded.
Receipts from donors or others are misappropriated, and collectible contributions or other
receivables are written off or otherwise credited.
Lapping occurs (e.g., cash receipts are misappropriated and shortages are concealed by
delaying postings of cash receipts).

INTERNAL CONTROL OBJECTIVES
Revenues and Receivables
Contracts and grants are properly billed and recorded in the general ledger and subsidiary
records.
Billings and revenues are recorded correctly as to account, net asset classification amount,
and period.
Recorded billings are for valid transactions.
Where applicable, services provided or products shipped are billed and properly and
promptly recorded in the general ledger and subsidiary records.
Uncollectible accounts are promptly identified and provided for.
Unpaid pledges and amounts receivable under grants or contracts are billed periodically and
are only written off with proper approval.

POTENTIAL ERRORS AND FRAUD
Revenues and Receivables
Goods are shipped or services rendered but not billed; contribution, contract, and other
receivables are not recorded.
Billings are recorded, but goods are not shipped or services are not rendered at all or are not
rendered until the following period.
Contributors, contractors, and others are billed at incorrect amounts.
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Revenues are recorded in the wrong period or net asset class to achieve desired operating
results.
There is an unwarranted granting of credit under a kickback arrangement.
Receivables are aged incorrectly, and potentially uncollectible amounts are not recognized.
Receivables are improperly written off to conceal misappropriation of cash receipts.
Credits issued for returns or allowances are not earned or are not in accordance with agency
policy.

INTERNAL CONTROL OBJECTIVES
Purchasing and A/P
Goods or services are purchased only with proper authorization.
Goods or services purchased represent allowable costs for reimbursement in accordance
with the terms of that contract or grant agreement.
Goods or services received are recorded correctly as to account, amount, and period.
Recorded acquisitions are for goods and services received.
Adjustments to vendor accounts are made in accordance with management's authorization.
Only authorized goods and services are accepted and paid for.
Access to purchasing, receiving, and accounts payable records is adequately controlled to
prevent or detect duplicate or improper payments.

POTENTIAL ERRORS AND FRAUD
Purchasing and A/P
Unauthorized purchases are incurred.
Unallowable goods or services are purchased under a contract or grant agreement and will
not be reimbursed.
Purchases are recorded but goods or services are not received.
Liability is incurred but not recorded.
Purchase amount is recorded incorrectly.
Purchase is charged to wrong account or is recorded in wrong period.
Purchases at other than favorable terms are made to facilitate side deals for the personal
benefit of employees.
Misclassification to conceal unauthorized purchases occurs.
Purchase discounts are taken but not recorded; amount of discounts is misappropriated.

INTERNAL CONTROL OBJECTIVES
Cash Disbursements
Access to cash disbursements records is restricted.
Cash disbursements are made for goods or services authorized and received.
Cash disbursements are recorded correctly as to account, amount, and period.

POTENTIAL ERRORS AND FRAUD
Cash Disbursements
Payment is made for goods or services that are not authorized or not received.
Checks are made out to wrong payees.
Invoices are paid twice.
Vendor invoices are altered and photocopied to conceal alteration; payment benefits third
parties.
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Check signature or endorsement is forged.
Disbursements are misclassified or not recorded.
Disbursements are recorded at the wrong amount or in the wrong period.
Checks are issued for the benefit of employees or third parties, and payees are changed in
the cash disbursements journal.
Cash disbursements journal is overstated; overstated amount is recorded and the difference
is misappropriated.
Kiting occurs (exploiting the time required for a check to clear the bank [“float” period] to
conceal shortage of cash).

INTERNAL CONTROL OBJECTIVES
Inventories
Inventories are purchased only with proper authorization.
Inventories received are recorded correctly as to account, amount, and period.
Inventories are adequately safeguarded.
Inventory balances recorded in the accounting records are evaluated periodically by
comparison with actual quantities on hand (i.e., physical inventory).
Costs are assigned to inventories in accordance with the stated valuation method.
Carrying values of inventories are periodically compared to net realizable value and
appropriate adjustments are made.

POTENTIAL ERRORS AND FRAUD
Inventories
Entries are not properly reflected in general ledger inventory accounts for purchases
Inaccuracies in the detailed perpetual inventory records result in unnecessary materials
purchased or units produced, inventory overstock, and obsolescence.
Undetected physical loss or deterioration of inventory occurs.
Scrap sales are not monitored or reported.
Nonexistent inventory items are included in periodic physical count.
Unauthorized adjustment of inventory records is made to conceal misappropriation of assets.
Inventory records are manipulated to change the reporting of operating results.

INTERNAL CONTROL OBJECTIVES
Fixed Assets
Property, plant, and equipment are purchased only with proper authorization.
Property, plant, and equipment purchases are recorded correctly as to account, net asset
classification amount, and period.
Disposals, retirements, trade-ins, and write-offs are identified promptly and recorded correctly
as to account, amount, and period.
Property, plant, and equipment are adequately safeguarded and insured.
Depreciation is calculated correctly using proper lives and methods and is recorded in a
timely manner.

POTENTIAL ERRORS AND FRAUD
Fixed Assets
Purchases of property are recorded in the wrong account or not recorded.
Unnecessary property is acquired, resulting in unused or idle capacity.
Adopted by the Board of Trustees on 2/28/2008
Updated September 20, 2018

77

Employees are able to conceal unauthorized purchases for their own benefit.
Property remains in the accounting records after disposal.
Sales of property are not recorded, and proceeds are misappropriated.
Wrong lives are assigned to property, resulting in miscalculation of depreciation.
Impairments in value of property, plant, and equipment are not identified and properly
recorded.

INTERNAL CONTROL OBJECTIVES
Payroll
Salary, wage, and benefit expenses are incurred only for work authorized and performed.
Salaries, wages, and benefits are calculated at the proper rate.
Salaries, wages, benefits, and related liabilities are recorded correctly as to account, contract
or grant agreement, program amount, and period.
Allocations of payroll costs to functions, programs, contracts, and grants are supported by
adequate documentation.
Employee payroll withholdings and special deductions are based on signed authorizations
by employees.

POTENTIAL ERRORS AND FRAUD
Payroll
Unauthorized work or work not performed is accrued.
Accrual of employee benefits (e.g., vacation pay, sick leave) is recorded but not earned.
There are fictitious employees on the payroll.
Employees' earnings are over-accrued or under-accrued because of improper rates or
computation errors.
Payroll costs, expenses, or related liabilities are misclassified.
Payroll is recorded in period paid rather than in period earned.
Time cards or reports are padded.

INTERNAL CONTROL OBJECTIVES
IT Controls
Capture, process, and maintain information completely and accurately and provide it to the
appropriate personnel to enable them to carry out their responsibilities and to allow the
reliable preparation of financial statements.
Computer operations use correct programs, files, and procedures.
Program modifications are implemented correctly.
Access is restricted to authorized personnel.

POTENTIAL ERRORS AND FRAUD
IT Controls
Unauthorized access to information and programs.
Application programs that do not meet management's objectives.
Processing of unauthorized transactions and omitting of authorized transactions.
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Appendix B. Forms and Agreements
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Check Request Form
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Expense Reimbursement Form

Adopted by the Board of Trustees on 2/28/2008
Updated September 20, 2018

81

Purchase Order Form
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Cardholder Agreement
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Personnel Action Form
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General Journal Entry Form
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Asset Disposition Form
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John V. Lindsay Wildcat Academy Charter School
ANNUAL DISCLOSURE QUESTIONNAIRE
WHY WE ARE ASKING YOU TO FILL OUT THIS QUESTIONNAIRE:
John V. Lindsay Wildcat Academy Charter School (the “Corporation”) is subject to legal and disclosure
requirements relating to its board of trustees, officers and key persons. They include the following:
1. Federal tax law requires public disclosure by the Corporation in its Form 990 about business
and family relationships between the Corporation and its leaders, the independence of the
School’s board of trustees and the compensation paid by the Corporation to officers, trustees, key
employees, LLC members, LLC managers or general partners.
2. Federal tax law and the Corporation’s Charter provide that no part of the net earnings or assets
of the Corporation may inure to trustees, officers, or other private persons. New York law
provides that the Corporation may not be organized for the private gain of any person.
3. New York Not-for-Profit Corporation Law conflict of interest regulations govern transactions
between the Corporation and its trustees, officers, and key persons, or with organizations with
whom those individuals have a financial interest.
4. New York law provides that trustees owe the Corporation a duty of loyalty, which requires
trustees to act in the interest of the organization rather than in the personal interest of any
trustee.
The Corporation’s Conflict of Interest Policy provides and New York State law requires that the
Corporation obtain information each year from its trustees, officers, and key persons in order to comply
with New York State’s conflict of interest rules. In addition, the IRS recognizes the use of questionnaires
in satisfying the diligence required of nonprofits in preparing Form 990 disclosure about directors,
trustees, officers, and key employees. This Questionnaire is the tool we use for these purposes.
INSTRUCTIONS FOR COMPLETING THE QUESTIONNAIRE:
Please answer the questions on page 2 as they relate to the ____ fiscal year, which ended on
_________, ____ and then sign on page 3. If you answer “yes” to any of the questions below, please
explain in the space provided following the list of questions. If you need additional space, please
attach a separate sheet.
This Questionnaire relates, in part, to the Conflict of Interest Policy. A copy of the policy is attached for
your reference. Please review the policy before signing the affirmation on page 3.
Once you have completed the questions and signed and dated the affirmation on page 3, please
return this Questionnaire to the Director of Compliance and Accountability by _____________
Please note:
 Exhibit A contains the definitions of the terms in bold font set forth in the questions. Please
review these definitions before you answer the questions.
 Exhibit B contains a list of the Corporation’s trustees, officers and key persons and will assist you
in answering question 15.
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Exhibit C sets out the Form 990 questions regarding governance, management and disclosure for
your reference and as provided by Form 990 requirements.
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ANNUAL DISCLOSURE QUESTIONS

YES

NO

1. In the last three years, have you received any compensation from the
Corporation or any affiliate of the Corporation as a director, trustee,
officer, employee, or independent contractor?
2. Are you aware of any compensation paid in the last three years by the
Corporation or any affiliate of the Corporation to a relative as a
director, trustee, officer, employee, or independent contractor?
3. Do you have a financial interest in the Corporation or any affiliate of
the Corporation?
4. Are you aware of a relative’s financial interest in the Corporation or
any Affiliate of the Corporation?
5. Are you aware of any transactions between the Corporation and any
entity in which you are a director, trustee, officer, employee, LLC
member, LLC manager, general partner or owner of more than a 35%
equity interest in the entity?
6. Are you aware of any transactions between the Corporation and an
entity in which a relative is a director, trustee, officer, employee, LLC
member, LLC manager, general partner, or an owner of more than a
35% equity interest in the entity?
7. Do you have a financial interest or have you been an employee or
officer of an entity that has made payments to or received payments
from the Corporation or any affiliate of the Corporation?
8. Do you have a relative who has a financial interest or has been an
employee or officer of an entity that has made payments to or received
payments from the Corporation or any affiliate of the Corporation?
9. Do you have any outstanding loans to or from the Corporation or any
affiliate of the Corporation?
10. Are you aware of any outstanding loan to or from the Corporation or
any affiliate and a relative?
11. Did the Corporation provide any grant or other assistance to you?
12. Are you aware of any grant or other assistance provided by the
Corporation to any of your relatives?
13. Are you aware of any grant or other assistance provided by the
Corporation to any entity in which you are a director, trustee, officer,
employee, LLC member, LLC manager, general partner, or an owner of
more than a 35% equity interest?
14. Are you aware of any grant or other assistance provided by the
Corporation to any entity in which a relative is an officer, director,
trustee, employee, LLC member, LLC manager, general partner, or
owner of more than a 35% equity interest in the entity?
15. Are you a relative of, or do you have any business relationship with,
any of the individuals listed on Exhibit B?
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16. Do you have an interest of more than 35% in any entity doing business
with the Corporation that was not otherwise disclosed in response to the
prior questions?
Please answer Question 17 below only if you are a Trustee of the Corporation.
17. Are you aware of any relationship or transaction not otherwise
disclosed that constitutes or could constitute an actual or apparent
conflict of interest between you and the Corporation or that could
impair or appear to impair your status as an independent trustee?
EXPLANATION OF QUESTIONS (IF YOU ANSWERED “YES”; PLEASE ADD
ADDITIONAL PAGES IF NECESSARY):

AFFIRMATION AND SIGNATURE
By signing below, you confirm that (i) you have received, read in full, and understood the Corporation’s
Conflict of Interest Policy; (ii) you agree to comply with the Conflict of Interest Policy; (iii) you
understand that the Corporation is a charitable organization; (iv) in order to maintain its federal tax
exemption, the Corporation must engage primarily in activities that accomplish one or more of its taxexempt purposes; (v) the disclosure above is accurate and complete; and (vi) you will notify the
Corporation if you become aware of any error or material change in the information you have provided
in this Questionnaire.
__________________________________
Signature

_________________________
Title

__________________________________
Printed Name

_________________________
Date
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EXHIBIT A
DEFINITIONS
Affiliate An affiliate of the Corporation is a person or entity that is directly or indirectly through
one or more intermediaries, controlled by, in control of, or under common control with the
Corporation.
Business relationship means any of the following:


Person A is employed by Person B (i.e., in a sole proprietorship or by an organization
with which Person B is associated as a director, trustee, officer, key person, or greaterthan-35% owner).



Person A is transacting business with Person B (other than in the ordinary course of
either party’s business on the same terms as are generally offered to the public), directly
or indirectly, in one or more contracts of sale, lease, license, loan, performance of
services, or other transaction involving transfers of cash or property valued in excess of
$10,000 in the aggregate during the organization’s tax year. (Indirect transactions are
transactions with an organization with which Person B is associated as a director, trustee,
officer, key person, or greater-than-35% owner).



Person A and Person B are each a director, trustee, officer, or greater than 10% owner in
the same business or investment entity.



Please note that a “business relationship” does not include a relationship between an
attorney and client, a medical professional (including psychologist) and patient, or a
priest/clergy and penitent/communicant.

Compensation includes all forms of cash and non-cash payments or benefits provided in
exchange for services, including salary and wages, bonuses, severance payments, deferred
payments, retirement benefits, fringe benefits, and other financial arrangements or transactions
such as personal vehicles, meals, housing, personal and family educational benefits, belowmarket loans, payment of personal or family travel, entertainment, and personal use of the
Corporation property.
Entity means sole proprietorship, for-profit or nonprofit corporation, limited liability company,
limited liability partnership, general or limited partnership or other organization.
Financial Interest means an economic benefit, directly or indirectly, from any transaction,
agreement, compensation agreement (including direct or indirect remuneration as well as gifts or
favors that are not insubstantial), or other arrangement involving the Corporation.
Grant or other assistance means awards, prizes, cash allocations, stipends, scholarships,
fellowships, research grants, and similar payments and distributions made by the organization
during the tax year. It does not include salaries or other compensation to employees.
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Independent Trustee means a member of the Board of Trustees who:

(a) is not and has not been an employee or a Key Person of the Corporation or
an Affiliate of the Corporation within the last three years;
(b) does not have a Relative who is or has been a Key Person of the
Corporation or an Affiliate of the Corporation within the last three years;
(c) has not received and does not have a Relative who has received more than
$10,000 in compensation directly from the Corporation or an Affiliate of the
Corporation in any of the last three years (not including reasonable
compensation for services or reimbursement for expenses reasonably
incurred as a Trustee of the Corporation, as set by the Corporation);
(d) does not have a substantial Financial Interest in and is not an employee of,
and does not have a Relative who has a substantial Financial Interest in or
is an Officer (as defined below) of, any entity that has provided payments,
property or services to, or received payments, property or services from, the
Corporation or an Affiliate of the Corporation in excess of the following, as
applicable: (i) the lesser of $10,000 or 2% of the entity’s consolidated gross
revenue in any of the last three fiscal years if such consolidated gross
revenue was less than $500,000; (ii) $25,000 if the entity’s consolidated
gross revenue in any of the last three fiscal years was $500,000 or more but
less than $10,000,000; or (iii) $100,000 if the entity’s consolidated gross
revenue in any of the last three fiscal years was $10,000,000 or more;
(e) is not and does not have a relative who is a current owner, whether wholly
or partially, trustee, officer or employee of the Corporation’s outside
auditor or who has worked on the Corporation’s audit at any time during
the past three years;
(f) is not in an employment relationship under control or direction of any
Related Party (as defined below) and does not receive payments subject to
approval of a Related Party; or
(g) does not approve a transaction providing economic benefits to any Related
Party who in turn has approved or will approve a transaction providing
economic benefits to the Trustee.
Key Person means, with respect to the Corporation, any individual or entity, other than a Trustee
or Officer, whether or not an employee of the Corporation, who:

(a) has responsibilities, or exercises powers or influence over the Corporation
as a whole similar to the responsibilities, powers, or influence of Trustees
and Officers;
(b) manages a segment or activity of the Corporation that represents a
substantial portion of the activities, assets, income or expenses of the
Corporation, as compared to the Corporation as a whole; or
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(c) alone or with others controls or determines a substantial portion of the
Corporation’s capital expenditures or operating budget.
Owner means sole proprietor, stockholder, member or partner. Ownership is measured by stock
ownership (either voting power or value) of a corporation, profits or capital interest in a
partnership or limited liability company, membership interest in a nonprofit organization, or
beneficial interest in a trust. Ownership includes indirect ownership (for example, ownership in
an entity that has ownership in the entity in question); there may be ownership through multiple
tiers of entities.

Related Party means a person who is:
(a) a Trustee, Officer or Key Person of the Corporation or of an Affiliate of the
Corporation;
(b) a Relative of a Trustee, Officer or Key Person of the Corporation or of an
Affiliate of the Corporation;
(c) an entity in which an individual in (a) or (b) has a 35% or greater
ownership or beneficial interest or, in the case of a partnership or
professional corporation, a direct or indirect ownership interest in excess of
5%;
(d) a founder of the Corporation;
(e) a substantial contributor to the Corporation (within the current fiscal year
or the past five fiscal years);
(f) an owner of a controlling interest (through votes or value) in Corporation;
or
(g) a non-stock entity controlled, directly or indirectly, by one or more Key
Persons of Corporation.
Relative means a spouse or domestic partner as defined in section 2994-A of the New York
Public Health Law, ancestor, child (whether natural or adopted), grandchild, great grandchild,
sibling (whether whole or half-blood), or spouse or domestic partner of a child (whether natural
or adopted), grandchild, great grandchild or sibling (whether whole or half-blood).
Transaction includes, without limitation, real estate and equipment leases, loan, provision of
services, sale of goods, licenses and joint ventures, partnerships and LLCs in which the
Corporation is a party or owner.
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EXHIBIT B
LIST OF TRUSTEES, OFFICERS AND KEY PERSONS OF
JOHN V. LINDSAY WILDCAT ACADEMY CHARTER SCHOOL
The following is a list of individuals who are anticipated as being reported on the IRS Form 990
as a current or former trustee, officer or key employee of the Corporation.
Name

Title

Ronald Tabano

Chief Executive Officer and Principal

Harvey Newman

Chairperson

Douglas Knight

Vice Chairperson

Dana Jackson

Parent Representative

Richard Levine

Secretary

Luba Koziolkowsky

Trustee

Seymour Fliegel

Trustee

Lawrence Ng

Trustee

Rocco DiSpirito

Advisor/Former Trustee

Cecilia Sakosky

Chief Financial and Operating Officer

Amailia Betanzos

Former Trustee

Marc Donald

Former Trustee

Sharon Romano

Former Trustee

James Wallace

Former Trustee

Stephen Kahn

Former Trustee

Reginald Landeau

Former Trustee

Stephen Mayo

Former Trustee

David Barreras

Former Trustee

Ralph Anderson

Former Trustee

Darcy O’Laoughlin

Former Trustee
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EXHIBIT C
IRS FORM 990 QUESTIONS
IRS Form 990 requires disclosure of information about the Corporation’s governing body,
management, disclosure practices and governance policies (including procedures for handling
conflicts of interest). Federal tax law requires the Corporation to make a reasonable effort to
obtain such information. The instructions to Form 990 provide that reasonable efforts include
obtaining information through a questionnaire that recite the Form 990 questions. These
questions are as follows:

Page 3, Part IV, Line 25a asks if the Corporation engaged in an excess benefit
transaction with a disqualified person during the year.
Page 3, Part IV, Line 25b asks if the Corporation became aware that it had engaged in an
excess benefit transaction with a disqualified person from a prior year.
Page 3, Part IV, Line 26 asks if a loan to or by a current or former officer, director,
trustee, key employee, highly compensated employee, or disqualified person was
outstanding as of the Corporation’s tax year.
Page 3, Part IV, Line 27 asks if the Corporation provided a grant or other assistance to
an officer, director, trustee, key employee, or substantial contributor, or to a person
related to such an individual.
Page 4, Part IV, Lines 28a, 28b, and 28c ask whether during the tax year, any person
who is a current or former officer, director, trustee or key employee:


Had a direct business relationship with the Corporation (other than as an officer,
director, trustee, or employee), or an indirect business relationship through
ownership of more than 35% in another entity (individually or collectively with
another person(s)).



Had a family member who had a direct or indirect business relationship with the
Corporation.



Serve as an officer, director, trustee, key employee, partner or member of an
entity (or a shareholder of a professional corporation) doing business with the
Corporation.

Page 6, Part VI, Line 1b asks you to enter the number of voting members of the
Corporation’s board of trustees that are independent.
Page 6, Part VI, Line 2 asks if any officer, director, trustee or key employee has a family
relationship or a business relationship with any other officer, director, trustee, or key
employee.
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Appendix C. Vendor Contracts
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Vendor Contracts:
The following Department of Education contracts are readily available for JVL to use to procure
most of its school supplies, technology, and some furniture. These contracts have both been
publicly bid, meaning vendors had to compete and offer their lowest prices. However, the JVL
is not required to utilize these vendors.
Staples provides a host of office and school supplies to NYC schools. The prices that are listed
in a regular Staples catalog are not the prices that JVL will be charged. As part of JVL’s access
to this special Staples contract, JVL will receive direct Web access, specifically designed for the
school, as well as hard copies of catalogs, which allow JVL to purchase products at substantial
discounts. In order to set up an account with Staples, contact Staples Business Advantage at
800.950.1257. The Staples line of products can be purchased either by fax or over the Internet,
although Staples prefers the Internet. Phone orders are not taken. There are customized pages
for the Department of Education on the Staples website (www.stapleslink.com).
School Specialty provides an array of everyday school, art and instructional supplies and is
also under contract with the Department of Education. School Specialty’s e-commerce ordering
site is www.schoolspecialtyonline.com. In order to set up an account with School Specialty,
contact a School Specialty representative (contact: Miranda Black at 888.388.3224, ext.1625) to
set up an account and fill out an account application form. This will enable JVL to be entered
into their system so that orders will be properly coded and linked to the Department of
Education’s regular discount. A School Specialty sales associate will also visit the school once
JVL has signed up for an account to help the school work its way through the ordering process.
The NYC Department of Education has recently made other contracts available to NYC charter
schools. Contact information is listed below for representatives at Dell and Xerox. Be sure to
tell them that JVL is purchasing items for a New York City charter school. The representatives
can provide a list of available items and prices.
DELL Computers: Contact David McCullough at Dell at (888) 977-3355 x7244298,
David_Mccullough@Dell.com
XEROX Photocopiers: Contact Doug Dirossi at Xerox at Doug.Dirossi@xerox.com
H

As public New York State schools, NYC charter schools are also eligible to utilize NYS
procurement contracts. These contracts are made available through the NYS Office of General
Services. Information can be found at www.ogs.state.ny.us/. A list of items available for
purchase can be found at www.ogs.state.ny.us/purchase/pdfdocument/rptMailingListindex.pdf.
In order to use any of these contracts, JVL must register for a customer number with the Office
of General Services. Contact the customer service group listed below to receive an application
by fax.
Procurement Services Group
Customer Services
37th Floor, Corning Tower
Empire State Plaza
Albany, NY 12242
Tel: 518-474-6717
Fax: 518-474-2437
H

H
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The Vendor Guide for New York State Charter Schools (March 2005) lists information for
companies that provide a range of products and services, from buying desks and dictionaries,
choosing blackboards and books, finding facilities and food services, to contracting for
transportation and technology. This is available at the following web address:
www.nycsa.org/Publications/NYCSAPublications/Vendor_Guide_1-3-05.pdf.
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Appendix D. Employee or Independent Contractor
Checklist and Sample Contract Agreement
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Employee or Independent Contractor Checklist
JVL Wildcat Charter School
Employee or Independent Contractor Checklist
[Date]
JVL CONFIDENTIAL
Identifying Factors
Control factors:
Employer provides training to worker
Worker works on-site
Worker works off-site
Company supervises worker's job
Worker has regular work hours
Worker has irregular work hours
Employer sets work hours

Contractor

Employee

x
x
x
x
x
x
x

Financial factors:
Worker is salaried
Employer sets hourly rate
Employer provides tools/equipment to worker
Worker invests in tools/equipment for use in job
Worker receives benefits from employer
Worker has ability to have profit or loss from job
Worker pays own expenses

x
x
x
x
x
x
x

Relationship factors:
Worker and employer have contract for services or products
Worker can hire others to complete a task
Worker and employer have long-term work relationship
Work relationship relates only to contract work
Worker performs similar projects for other companies
Worker works only for company
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Sample Consultant Contract Agreement
Consultant Contract Agreement
THIS AGREEMENT, entered into as of this
day of
John V. Lindsay Wildcat Charter School (JVL), (“Contractor”),

, 20

__by and between

(“Consultant”), located at

and
.

WITNESSETH
WHEREAS Consultant agrees to provide to Contractor the services detailed in Article IV
contained herein and make a part hereof; and
WHEREAS Consultant agrees to submit to JVL the proper forms for payment for those
services; and
WHEREAS Consultant agrees and acknowledges that he/she is not an employee of JVL
and shall have none of the rights accruing to such employees; including but not limited to
coverage by the Contractor for Unemployment Insurance Benefits, Workers Compensation,
Disability, Employee Health Insurance or any other benefits normally given to JVL employees;
and
WHEREAS, the Consultant understands and agrees that it is his/her responsibility to pay
self employment tax and any estimated or other Federal, State or local taxes which may accrue
as a result of payments made pursuant to this agreement;
NOW, THEREFORE, the above named parties agree to be bound as follows:
Article I. TERM OF CONTRACT
A.

The contract term shall commence as of

and conclude on

.

B.

This contract shall automatically be void and of no effect if contractor loses its
funding or is required by funders to make budget cuts and can no longer pay for
said consultant’s services.

C.

Contractor reserves the right to terminate this contract at any time prior to the
conclusion date set for the above if, in its judgment, the Consultant’s services are
no longer needed or the quality of the services rendered is inadequate. It shall be
the exclusive right of the Contractor to determine the adequacy of the quality of the
services rendered or the need for the services.

Article II. SCOPE OF SERVICES
Consultant agrees to provide the services detailed in Article IV in consideration for which
JVL agrees that upon receipt of an invoice, Consultant shall be paid
per
(milestone, deliverable, day or other agreed upon measurement), for the period
specified in Article I.
Consultant’s total compensation shall not exceed
.
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Article III.

REVIEW OF WORK PRODUCT

Review of Consultant’s work shall be the sole responsibility of JVL.
Article IV. DESCRIPTION OF SERVICES TO BE RENDERED
The Consultant agrees to provide to JVL the following services:
1.
2.
3.
4.
5.
In the event the consultant’s services include the purchase of supplies or equipment on
behalf of JVL, the consultant shall comply in full with JVL’s purchasing policies as specified in
JVL’s Fiscal Policies and Procedures Manual.
In all of the Consultant’s contacts related to work for JVL under this agreement,
Consultant will identify him/herself as working on behalf of JVL. All work product including but
not limited to any information gathered, any and all lists and databases developed, any and all
written reports or other documents, any and all film or audio taped produced, are the exclusive
property of JVL and shall be reserved for its exclusive use.
Articles I through IV constitute the entire agreement between Consultant and Contractor with
respect to the subject matter thereof.
The parties have executed this Agreement on the day and year written above.

Consultant Name (Print)

Consultant/Authorized Signature
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Appendix E. Sample Monthly Close Process
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Sample Monthly Close Process
1. Expense recognition activities

Due
date

Staff
responsible

a. Payroll Expense Activities




Print and review monthly payroll summary report, generated by
combining the payroll reports completed during the current month.
Prepare accruals for salaries, wages & benefits to month end (if
your organization has a bi-weekly payroll).



Review accruals and post to the general ledger (GL).
b. Accounts Payable - Purchases - OTPS







Send invoice reminders to all departments that make purchases &
receive vendor invoices.

n/a

Review credit card statements, and other reimbursement expense
reports, matching to supporting documentation for approved travel
and other reimbursement expenses.
Close purchases and post to the GL at month-end plus 5-7 days.
Review purchases for possible accruals and post to GL.
Update fixed-asset worksheet and accrue depreciation expense
on fixed asset (see below)



Accrue pre-paid expenses (insurances, real-estate taxes, interest
expenses, etc.) to match expenses to current month.
Purchases are recorded when invoices are received from vendors and contractors. Purchases
are closed a few days after the month-end to allow for receipt and matching of invoices - a firm
closing date should be enforced. Invoices received after the close date are posted in the
subsequent period, with the exception that some invoices may be appropriate for accrual, such
as multi-month contracts.
c. Accounts Payable - Cash Disbursements




Print check register report at end of month.

Close cash disbursements on the last day of the month.
Cash disbursements are recorded on the same day the check is written, thus cash
disbursements can be closed at the end of the last day of the month.
2. Revenue recognition activities
Due
Staff
Date
Responsible
a. Accounts Receivable - Vouchering & Billing



Bill recurring invoices, prior to month end.
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Complete all billing and government contract vouchers by last day
of month or as appropriate.
Print month end billing summary report and close billing.
Receive fundraising report from Development department,
updating grants and pledges receivable.

n/a
n/a

Accrue grants and pledges receivable and post to GL.

Accrue interest income and post to GL.
b. Accounts Receivable - Cash Receipts



Print cash receipts summary reports after final day's receipts are
recorded.

n/a



Close cash receipts and post to GL.
The cash receipts summary report records payments received by all methods (check, wire
transfer, cash, credit card) to the organization's bank accounts. When cash receipts are closed,
the general ledger (book balance) will be compared to the bank statement balance in the bank
reconciliation process.
3. Account analysis activities to ensure the general ledger
Due
Staff
balance is correct.
Date
Responsible
a. Cash Accounts - Bank Reconciliation



Complete bank reconciliations for each cash account. On-line
bank reconciliation is increasingly used by organizations to
reconcile bank accounts daily or weekly, shortening the monthend bank reconciliation process and eliminating the necessity to
wait for the printed bank statements to arrive by mail to begin bank
reconciliations.
b. Marketable Securities



Update marketable securities to fair market value, recording an
increase or decrease in net assets. FASB 124 requires equity
securities to be listed at fair market value.
c. Accounts Receivable Control Account





After billings and cash receipts are closed, print the preliminary
aged accounts receivable report, sometimes called the A/R open
item report.

n/a

Review, analyze & make any necessary adjusting entries to GL.

Compare open item balance report to general ledger balance.
d. Prepaid Expenses



Review prepaid expense accruals and make any adjusting entries
to GL, if required.
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e. Fixed Assets




Review depreciation expenses and update fixed asset ledger.





Account analysis of fixed assets requires the creation and maintenance of an asset ledger,
often required by grant guidelines.
f. Accounts Payable Control Account





After purchases and disbursements are closed, print preliminary
aged accounts payable report, sometimes called A/P open item
report.
Review, analyze & make any necessary adjusting entries to GL.
Compare open item balance report to general ledger balance.

A/P open item report is a list of every unpaid vendor invoice and equals the A/P account in the
GL. This first step in account analysis compares open item reports to GL.
f. Accrued Expenses



Analyze and update accrued expenses.
Possible accrued expenses: payroll, audit and professional fees, real estate taxes, payroll
taxes, interest expense.
g. Notes Payable
n/a
Analyze notes payable accounts to ensure interest and principal
was recorded accurately. For example, notes payable for
mortgages or lines of credit.
h. Net Assets
Analyze classification of net asset accounts to ensure net assets are
appropriately classified as unrestricted, temporarily restricted or
permanently restricted.
Unrestricted net assets (UR) come from support sources that place no conditions or stipulation
on the use of funds. Temporarily restricted net assets (TRA's) are conditional, limited by timing
or purpose as specified in contracts or grant agreements. When conditions have been met,
TRAs are reclassified as UR's. Closing journal entries are usually made at year end. Interim
reporting and analysis is performed monthly or quarterly for management and other purposes.
4. Financial Reporting Activities
Due
Staff
Date
Responsible







Run preliminary budget-to-actual reports by department, program
and contract & send to managers for variance explanations.
Work with program managers to refine variance analysis report
and finalize report. (if appropriate)
Review final financial package and complete month-end financial
statements formatted for senior management and board trustees.
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Account analysis is now complete, and the generation of monthly
financial report package begins.
Final report package includes:






Budget-to-actual (organization wide, department, program and contract, where appropriate),
Balance Sheet (Statement of Financial Position),
Aged A/R (if applicable) and A/P reports,
12-18 month cash flow forecast updated to current month.

The final month-end closing package is circulated as follows:




The CEO receives all reports listed above, after revisions.
Treasurer and Finance Committee receive the same reports as the CEO, with a narrative
highlighting the significant activity for the month prior to distribution to all Board Trustees.

Adopted by the Board of Trustees on 2/28/2008
Updated September 20, 2018

112

Appendix F. Special Audit Requirements for Charter Schools
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Special Audit Requirements for Charter Schools
As a charter school, JVL is subject to several types of audits and must comply with auditing
standards or guidelines set forth by legislation and regulatory agencies. These include:


Annual Audits of Financial Statements by an external auditor, with special guidelines as
laid out by the State Education Department (SED) and its authorizer New York City
Department of Education.



A-133 Audits, for schools spending federal funds in excess of $750,000



Internal Control Audits by the New York State Comptroller Office in accordance with the
School District Accountability Act of 2004.
New York State Education Department Audit Guidelines

JVL follows the guidelines for annual audits of the financial statements of charter schools as set
forth by the New York State Department of Education, quoted below. The school completes
and sends copies of its audited financial statements to the State Board of Education by
November 1st of each year, as required by charter school legislation.
Four copies are due to JVL’s authorizer, NYC DOE, a minimum of three business days before
November 1st.
Guidelines for Audits of the Financial Statements of Charter Schools15
The New York charter schools act of nineteen hundred ninety-eight requires that a charter
school shall be subject to the financial audits, the audit procedures, and the audit requirements
set forth in the charter. Such procedures and standards shall be applied consistent with
generally accepted accounting and audit standards. Independent fiscal audits shall be required
at least once annually.
These guidelines are provided to assist charter schools in New York State and their auditors
through the annual audit process. The guidelines are also intended to provide some uniformity
in the reporting by charter schools and to assist the Board of Regents in meeting its
responsibilities for ensuring accountability over public funds and for reporting annually to the
Governor and Legislature on the status of charter schools.
Each audit should meet the following minimum standards:
Audit Requirements

15



An independent and licensed Certified Public Accountant or Public Accountant should
perform the audit.



The audits should be conducted in accordance with generally accepted auditing
standards and Government Auditing Standards, issued by the Comptroller General of
the United States.



If the charter school spends $750,000 or more in federal awards during the fiscal year,
an independent audit as prescribed in the federal Office of Management and Budget.



Management and Budget Circular A-133 must also be completed and filed with the
federal government and the State Education Department.

State Department of Education, copies are available through their website. www.emsc.nysed.gov/psc/GuidelinesforAudits.htm
H
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Reporting Requirements


The sample format for the financial statements is provided in accordance with Section
2851 of the Education Law.



The financial statements should be prepared on the accrual basis of accounting in
accordance with generally accepted accounting principles.



All statements required by Financial Accounting Standards Board (FASB)



Statement No. 117, Financial Statements of Charter Schools, should be presented
including a Statement of Financial Position, Statement of Activities and Statement of
Cash Flows. Required note disclosures and others that are deemed appropriate should
be included.



A supplemental schedule of functional expenses, in a format consistent with the
attached, should be included and subject to the auditing procedures applied in the audit
of the general purpose financial statements. Such supplemental schedule is not a
required part of the general purpose financial statements and should be included for the
purposes of additional analysis.



When applicable, the auditor should prepare and submit a management letter. A copy
of the management letter should be submitted with the financial statements along with
the school’s corrective action plan to address any weaknesses identified in the report or
the management letter.

Reports (the independent auditor’s report on the financial statements, report on compliance,
report on internal control over financial reporting, management letter, and federal Single Audit, if
applicable) must be submitted within 120 days of the end of the charter school fiscal year to the
following addresses:
Public School Choice Programs - Room 462 EBA
New York State Education Department
89 Washington Avenue
Albany, NY
Charter authorizer (DOE) Audit Guidelines:
JVL also follows the audit guidelines set forth by it charter authorizer, DOE. Audit guidelines for
each authorizer can be found by:



NYC DOE, consult the NYC office of Charter Schools website at
http://schools.nyc.gov/OurSchools/Region84
H



H

H

SUNY, as described in the Reference Guide for Audits of Charter Schools Authorized by the
State University of New York (SUNY), 2nd Edition, July 2006, available through
www.newyorkcharter.org
H
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SED, NY State Department of Education’s guidelines. Consult NYC DOE’s website @
www.emsc.nysed.gov/psc/GuidelinesforAudits.htm
H

H

Internal Control Audits by the New York Office of the State Comptroller
In June 2005 the New York State legislature passed the School District Accountability Act 16 to
improve the internal control structures of school districts and charter schools and to increase the
effectiveness of oversight mechanisms.
F

F

The legislation requires the Office of the State Comptroller (Comptroller) to audit each school
district, charter school and BOCES by March 31, 2010 17 . The results of these audits will be
reported to the Governor, legislature, media and publicly posted on the Comptroller’s website. 18
The legislation was put in place in response to several high-profile accounting scandals
involving public school districts in the State of New York.
F

F

F

F

Charter Schools are included in the School Accountability Act because they are designated as
public schools and fall under the authority of the State Comptroller’s Office for Audits.
The Comptroller’s office has selected five key areas of fiscal operations to focus their
investigations in charter schools.
The areas include:
1. Fiscal oversight of the Board of Trustees
2. Disbursements and expenditures
3. Procurement and contracting
4. Payroll and personnel, and
5. Fixed assets.
Note: The auditors may expand their review to additional areas, if they discover other weakness
they believe require assessment.

16

Chapter 263 of the Laws of 2005, New York State Legislature
Charter Schools Institute, Reference Guide for Audits of Charter Schools Authorized by SUNY, 2 nd Edition, July 2006 by Charter Schools
Institute State University of New York, 41 State Street, Suite 700, Albany, New York 12207, 518/433-8277, 518/427-6510 (Fax)
www.newyorkcharters.org
18
See www.osc.state.ny.us, specifically, http://www.osc.state.ny.us/localgov/audits/2006/schools/index.htm
17

H

H

H

H
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