
AGENDA 
Board Audit Committee 

9:00 AM 
November 19, 2011 

Superintendent’s Conference Room 
East Side Union High School District Education Center 

830 North Capitol Avenue 
San Jose, CA 95133-1398 

 
In compliance with the Americans with Disabilities Act, if you need special assistance, disability-related modifications 

or accommodations, including auxiliary aids or services, in order to participate in the public meeting of the 
Audit Committee, please contact the office of the District Superintendent at (408) 347-5011.  Notification 72 hours 

prior to the Regular Meeting will enable the District to make reasonable arrangements to ensure accommodation and 
accessibility to this meeting.  Upon request, the District shall also make available this agenda and all other 
public records associated with this meeting in appropriate alternative formats for persons with a disability. 

 
 

1. Call to Order/Roll Call 
 
2. Introductions 
 
3. Adopt Agenda 
 
4.  Special Order of Business 

Individuals may be permitted to present an item out of order on the agenda to accommodate their 
schedules. 

 
5. Public Comments 

Members of the public may address the Audit Committee on any subject not on the agenda; however, 
provisions of the Brown Act (Government Code 54954.2(a) and .3) preclude any action.  As an 
unagendized item, no response is required from the Audit Committee or district staff and no action can 
be taken; however, the Committee may instruct the Chair to agendize the item for a future meeting. 

 
6. Approval of Minutes 
 Action: Minutes from the September 10, 2011, meeting will be presented for approval.  
 
Internal Auditor Work Plan 
 
7. Discussion/Action: FCMAT Report: Update the status of all actions taken in response to the 
 FCMAT Report recommendations 
 Ian Marsh, Internal Auditor, will review all actions taken by the Board and the Administration in 
 response to the recommendations included in the FCMAT Report. He will provide the Committee with a 
 copy of the district’s conflict of interest form. 
 
8. Discussion/Action: Facilities Development Measure G & E General Obligation Bond Funds 
 Ian Marsh, Internal Auditor, may present findings and recommendations for action related to policies and 

administrative regulations for the Measure G & E General Bond Obligation Funds. 
 
9. Discussion/Action: Attendance Reporting 
 Ian Marsh, Internal Auditor, may present findings and recommendations for action related to policies and 

administrative regulations for attendance reporting at school sites. 
 



10. Discussion/Action: Fraud, Waste and Abuse Hotline 
 Ian Marsh, Internal Auditor, will report on the implementation of a Fraud, Waste and Abuse Hotline as 

approved at the August 30, 2011, Board meeting. 
 
11. Discussion/Action: Other items and possible additions to Internal Auditor’s work plan 
 Ian Marsh, Internal Auditor, will report on any other items that he is investigating and present 

recommendations for additions to the Internal Auditor’s work plan. Members of the Audit Committee or 
the public may also make suggestions at this time. Possible additions to the Internal Auditor’s work plan 
include a review of the district’s records retention policies and related administrative regulations. 

 
External Audit 
 
12. Discussion/Action: 2009/10 East Side Union High School District Audit 
 Ahmad Gharaibeh, External Auditor, will report on the status of the 2009/10 external audit. 
 
13. Discussion/Action: Leasing of Facilities 
 Ahmad Gharaibeh, External Auditor, will report on the improper reporting of facilities leasing revenues. 
 
District Administration/Superintendent 
 
14. Discussion/Action: Carnival policies and related issues 
 Dan Moser, Superintendent, will report on the status recommended policy and administrative regulation 
 modifications related to “Carnivals” and similar activities on school sites. 
 
15. Discussion/Action: School Site Cash Handling 
 Dan Moser, Superintendent, will present a recommended administrative regulation for the handling of 

cash at school sites. 
 
16. Discussion/Action: Legal Expenditures 
 Dan Moser, Superintendent, will present a recommended administrative regulation related to 

authorization of legal expenditures. 
 
17. Discussion/Action: Status of Special Education IEP’s 
 Dan Moser, Superintendent, will report on the status of the District’s efforts to comply with Individual 

Education Plan (IEP) requirements for Special Education students. 
 
Audit Committee Business 
 
18. Discussion/Action: Annual Review of Audit Committee Charter 
 Chair Frank Biehl will report on the actions the Board took in response to the recommended changes to 
 the  Audit Committee Charter. 
 
19. Discussion/Audit Committee member appointment process 
 Chair Frank Biehl will review the process for appointing members of the Audit Committee 
 
20. Discussion/Action Future Meetings  
 Under this item the Audit Committee may schedule future meeting dates and times.  
 
21. Superintendent Communications/Comments 

 Superintendent Dan Moser 
 Associate Superintendent of Business Services, Marcus Battle 

 



22. Audit Committee Member Comments 
Individual Audit Committee members may report on programs, conferences, meetings attended and/or 
items of interest to the public. An Audit Committee member may wish to express a concern or 
observation about a topic not appearing on the agenda, or request items to be scheduled on a future 
agenda. 

 
23. Adjournment 
 
FEB 09/14/11 



EAST SIDE UNION HIGH SCHOOL DISTRICT 
Minutes of Meeting 

Unapproved 
Board Audit Committee 

September 10, 2011 
9:00 a.m. 

East Side Union High School District 
Education Center 

Superintendent’s Conference Room 
830 Capitol Avenue San Jose, CA 95133-1398 

 
 

1. Call to Order /Roll Call 
 

The meeting was called to order by Chair Frank Biehl at 9:01 a.m.  Present were Vice 
Chair Martinez-Roach, Member Berg, Member Neighbors, Member Juchau, and Alternate 
Member Gonzalez. 
 
Staff members in attendance were: 

 Dan Moser 
 Ian Marsh 
 Mary Guillen 
 Karen Poon 

 
Presenters: 

 Ian Marsh, Internal Auditor 
 Ahmad Gharaibeh, External Auditor 

 
Members of the public in attendance were: 

 Jon Reinke 
 Bill Masching 

 
2. Introductions 
 

Persons present at the meeting introduced themselves. 
 
3. Adopt Agenda 
 

Motion by Member Neighbors, second by Member Berg, to adopt the agenda as presented. 
 
Vote:  5/0 

Item 6 
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4. Special Order of Business 

Individuals may be permitted to present an item out of order on the agenda to accommodate 
their schedules. 
 
Item 19 was moved out of order and to be heard first on the agenda, prior to item 5. 

 
5. Public Comments 

Members of the public may address the Audit Committee on any subject not on the agenda; 
however, provisions of the Brown Act (Government Code 54954.2(a) and .3) preclude any 
action. As a unagendized item, no response is required from the Audit Committee or 
district staff and no action can be taken; however, the Board may instruct the Chair to 
agendize the item for a future meeting. 

 Jon Reinke – New Officers Appointed to CBOC Committee – 
Chairperson Cecil Lawson 

 
6. Approval of Minutes 

 Action:  Minutes from the June 11, 2011, meeting will be presented for approval. 
 

Motion by Member Juchau, second by Member Berg, to approve the minutes as presented. 
 
Vote:  5/0 

 
Internal Auditor Work Plan 
 
7. Discussion/Action: FCMAT Report: Update the Status of All Actions taken in 

Response to the FCMAT Report Recommendations 
 Ian Marsh, Internal Auditor, will review all actions taken by the Board and the 

Administration in response to the recommendations included in the FCMAT Report  
 
 Internal Auditor Marsh shared with the Committee comments from the Associate 

Superintendent of Business Services and the Fiscal Services Representative, both from 
the Santa Clara County Office of Education.  The topic of “fiscal independence” came up 
in conversation.  The County Office is looking at the process used when East Side was 
first granted fiscal independence.  Alum Rock, San Jose and Fremont are fiscally 
independent districts.  The State created a new category, “fiscally accountable,” which 
means the status can be revoked at any time. 
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 External Auditor Gharaibeh stated that there are seven fiscally independent districts in 

the County of Santa Clara.  He also indicated that there are different levels of fiscally 
accountable.  It was also mentioned that the County Office may be interested in 
reviewing warrants to review the payments/funding. 

 
 Karen Poon mentioned that, last year, the Santa Clara County Office of Education was 

granted QSS access to view the District’s financial data. 
 
 External Auditor Gharaibeh indicated that the County Office is probably looking at back-

up information. 
 
 Internal Auditor Marsh stated that there has been an ongoing issue with receiving the 

Conflict of Interest Statement back from contractors.  The County Office would like to 
know how many Conflict of Interest Statements are on file at East Side District. 

 
 Chair Biehl requested that a copy of the Conflict of Interest Statement be provided at the 

next Audit Committee Meeting. 
 
 Superintendent Moser mentioned that he has an appointment with County Superintendent 

of Schools Chuck Weis next week.  Associate Superintendent Marcus Battle will be 
attending the meeting with him. 

 
8. Discussion/Action: Facilities Development Measure G & E General Obligation  
 Bond Funds 
 Ian Marsh, Internal Auditor, will present findings and recommendations for action related 

to policies and administration regulations for the Measure G & E General Bond 
Obligation Funds. 

 
 Internal Auditor Marsh met with staff to discuss the current projects.  He also mentioned 

that the program management contract with SGI will be revised.  At the next Audit 
Committee Meeting, more information will be reported out to the Committee. 

 
9. Discussion/Action: School Site Cash Handling 
 Ian Marsh, Internal Auditor, will present findings and recommendations for action related 

to policies and administration regulations for the handling of cash at school sites. 
 
 Internal Auditor Marsh presented a draft Administrative Regulation on Cash Handling at 

School Sites.    
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 Superintendent Moser will coordinate efforts with Internal Auditor Marsh to ensure that 

cross references, policies, Education Codes, and law are noted in the administrative 
regulation. 

 
 Motion by Chair Biehl, second by Member Berg, to accept the first draft of administrative 

regulation “School Site Cash Handling,” refer the administrative regulation to 
administration for review, and direct administration to report back on November 19 with 
a final draft for review by the Audit Committee. 

 

 Vote:  5/0 
 
10. Discussion/Action: Attendance Reporting 
 Ian Marsh, Internal Auditor, will present findings and recommendations for action related 

to policies and administration regulations for attendance reporting at school sites. 
 
 Internal Auditor Marsh shared with the Committee that he visited four school sites in 

August to review their attendance. 
 
 Vice Chair Martinez-Roach indicated that attendance reporting is an issue.  It should be 

brought back for further discussion at the next meeting. 
 
 Superintendent Moser explained the attendance taking process to the Committee. 
 
11. Discussion/Action:  Legal Expenditures 
 Ian Marsh, Internal Auditor, will present findings and recommendations for action related 

to policies and administration regulations related to legal expenditures. 
 
 Internal Auditor Marsh indicated that legal expenses equal $1.23 million.  He shared 

with the Committee the following information:   
 

 Survey of legal expenses at various school districts 
 Summary of District legal costs for fiscal year 2010-2011 
 Memo summarizing review of legal expenses 
 Draft Administrative Regulation:  Legal Services 
 

Motion by Chair Biehl, second by Member Neighbors, to receive the first reading of 
administrative regulation “Legal Services,” to refer the administrative regulation to 
administration for review, and direct administration to report back on November 19 with 
a final draft for review by the Audit Committee. 
 
Vote:  5/0 
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12. Discussion/Action: Fraud, Waste and Abuse Hotline 
 Ian Marsh, Internal Auditor, will report on the implementation of a Fraud, Waste and 

Abuse Hotline as approved at the August 30, 2011, Board meeting. 
 
 Internal Auditor Marsh shared with the Committee that the Board approved the Fraud, 

Waste and Abuse Hotline.  The contract for services will be with EthicsPoint GRC 
Solutions.  It is currently being reviewed by Purchasing and Legal Counsel. 

 
 An update will be provided at the November 19 meeting. 
 
13. Discussion/Action: Other Items and Possible Additions to Internal Auditor’s  
 Work Plan 
 Ian Marsh, Internal Auditor, will report on any other items that he is investigating and 

present recommendations for additions to the Internal Auditor’s Work Plan.  Members of 
the Audit Committee or the public may also make suggestions at this time. 

 
 Internal Auditor Marsh shared with the Committee that there are only two bank cards in 

the District.  He provided the Committee an overview of the two bank cards:  who they 
are issued to and intended use. 

 
 Chair Biehl mentioned that the next time the Internal Auditor’s Work Plan is reviewed, 

he would like to add:  Review of Records and Retention Policy. 
 
External Audit 
 
14. Discussion/Action: 2009/10 East Side Union High School District Audit 
 Ahmad Gharaibeh, External Auditor, will report on the status of the 2009/10 external 

audit. 
 
 External Auditor Gharaibeh indicated that there was a repeat finding in student body 

funds; the same as last year.  The issue is training and process of enforcement. 
 
15. Discussion/Action:  Leasing of Facilities 
 Ahmad Gharaibeh, External Auditor, will report on the improper reporting of facilities 

leasing revenues. 
 
 This item was discussed under item 14. 
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District Administration/Superintendent 
 
16. Discussion/Action:  Carnival Policies and related Issues 
 Superintendent Dan Moser will report on the current Board policy related to the authority 

to authorize a  “Carnival” and the development of an administrative regulation that 
includes certificate of insurance requirements for liability and workers compensation. 

 
 Superintendent Moser presented a draft revision to Board Policy 1330 “Use of School 

Facilities.  This policy covered the permission and process for use of facilities.  The cost 
to rent the facilities is covered in the 3000 series – Business Services.   

 
 Superintendent Moser will bring a fee schedule back in six months to the Committee. 
 
17. Discussion/Action:  E-RATE Reimbursement for 2008 
 Superintendent Dan Moser will brief the committee on the current status of the  
 E-RATE reimbursement. 
 
 Superintendent Moser provided an update on the E-Rate reimbursement for 2008.  The 

outstanding claim for 2008 has been approved. 
 
 Also provided to the Committee was an E-Rate status report by Internal Auditor Marsh 

for claim years 2008, 2010 and 2011, including the approved funding amounts. 
 
 Vice Chair Martinez-Roach requested that the Board be provided an update on E-Rate. 
 
 Superintendent Moser will speak with Associate Superintendent Battle regarding an 

update to the Board of Trustees. 
 
18. Discussion/Action:  Status of Special Education IEP’s 
 Superintendent Moser will report on the status of the District’s efforts to comply with 

Individual Education Plan (IEP) requirements for Special Education students. 
 
 Superintendent Moser provided an update on the status of outstanding IEPs.  There are 

320 outstanding IEPs.  Efforts are being made to continue to reduce the numbers. 
 
 External Auditor Gharaibeh will be ready by the November meeting to provide an update 

on this audit item. 
 
 This item will be kept on the agenda for further updates to the Committee. 
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Audit Committee Business 
 
19. Discussion/Action:  Annual Review of Audit Committee Charter 
 Section V, Self-Assessment, requires the annual review of the Charter.  Audit Committee 

member Dan Juchau will provide recommendation for revisions to the Audit Committee 
Charter 

 
 Member Juchau presented item 19, proposed changes to the Audit Committee Charter.  
 
 Page 1:   

 Audit Committee Authority -- Removed second paragraph – language no longer 
necessary. 

Page 2: 
 Added:  G.  Providing input on the effectiveness of the external independent auditor 
 Under membership, there are some points of clarification:  Appointment of Board 

Members to the Audit Committee will be made at the Board’s Annual Organizational 
Meeting in December; public members will be appointment at the first Regular Board 
Meeting in January.   

Page 3 (bottom): 
 If a vacancy occurs, the voting members shall appoint the alternate member to fill the 

remaining term of that departing voting member.  The Audit Committee Chair and 
Vice Chair will make recommendations to the Board as to how to proceed to fill the 
alternate’s position.   

Page 5 (middle): 
 Clarification on request for information.  Only the Audit Committee Chair will make 

requests for information.   
 
Member Berg asked if he would be precluded from making public records requests.   
 
Chair Biehl indicated that Member Berg, as allowed by law, would not be precluded 
to make public records requests. 
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Page7: 
 Middle of page -- clarification:  If request may make…regardless selection of an 

internal auditor. 
 “B” deleted because it is no longer necessary. 
 Self Assessment (bottom of page):  The Audit Committee Chair, at the request of the 

Board, shall take responsibility for the immediate review and approval of the Internal 
Auditor’s hours, vacation requests, and expense reimbursements. 

 
Member Juchau was thanked for his all his work on the proposed changes to the Audit 
Committee Charter. 
 
Vice Chair Martinez-Roach voiced her concern on the records request language and that 
any member has a right to request information.   
 
Chair Biehl indicated that it is the Committee who makes the request and it is for non-
public information, with the exception of personnel and confidential information.  Any 
individual can request information, but it is restricted to information in the Public 
Records Act. 
 
Motion by Member Berg, second by Member Neighbors, to adopt the proposed changes 
in the Audit Committee Charter.   
 
Vote:  4/0, Member Martinez-Roach abstained from vote; she will discuss the proposed 
changes at the Board Meeting. 

 
20. Discussion/Action Future Meetings  
 The next Audit Committee meeting is scheduled for 9:00 AM, Saturday, November 19, 

2011.  
 
 The Committee will be meeting on November 19 at 9 AM in the Superintendent’s 

Conference Room. 
 
21. Superintendent Communications/Comments 

 Superintendent Dan Moser 
 Associate Superintendent of Business Services, Marcus Battle 

 
There were no comments under this section. 
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22. Audit Committee Member Comments 
 Individual Audit Committee members may report on programs, conferences, meetings 

attended and/or items of interest to the public. An Audit Committee member may wish to 
express a concern or observation about a topic not appearing on the agenda, or request 
items to be scheduled on a future agenda. 

 
 There were no comments under this section. 
 
23. Adjournment 
 
 Chair Biehl adjourned the meeting at 11:49 a.m. 
 
 
 
Respectfully submitted, 
 

 
 
  
Frank Biehl, Board Audit Committee Chair 
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BUSINESS AND NONINSTRUCTIONAL OPERATIONS 
 
SUBJECT:  Consultants 
 
The Governing Board authorizes the use of consultants to provide expert professional 
advice or specialized technical or training services which are not needed on a continuing 
basis and which cannot be provided by district staff because of limitations of time, 
experience or knowledge.  Individuals, firms or organizations employed as consultants 
may assist management with decisions and/or project development related to financial, 
economic, accounting, engineering, legal, administrative, instructional or other matters. 
 
As part of the contract process, the Superintendent or designee shall determine, in 
accordance with Internal Revenue Service guidelines, that the consultant is properly 
classified as an independent contractor.  District employees who perform extra-duty 
consultant services shall not be retained as independent contractors.  They shall be 
considered employees for all purposes, even if the additional services are not related to 
their regular duties.   
 
All consultant contracts shall be brought to the Board for approval. 
 
(cf. 3312 - Contracts) 
 
The district shall not contract for consulting services that can be performed without 
charge by a public agency or official unless these services are unavailable from the public 
source for reasons beyond the district's control. 
 
All qualified firms or resource persons shall be accorded equal opportunity for consultant 
contracts regardless of origin, ethnic group identification, religion, age, sex, color, or 
disability. 
 
(cf. 3311 - Bids) 
(cf. 3551 - Food Service Operations/Cafeteria Fund) 
(cf. 4030 - Nondiscrimination in Employment) 
 
Independent contractors applying for a consultant contract shall submit a written conflict 
of interest statement disclosing financial interests as determined necessary by the 
Superintendent or designee, depending on the range of duties to be performed by the 
consultant.  The Superintendent or designee shall consider this statement when deciding 
whether to recommend the consultant's employment. 
 
(cf. 9270 - Conflict of Interest) 
 
When employees of a public university, county office of education or other public agency 
serve as consultant or resource persons for the district, they shall certify as part of the 
consultant agreement that they will not receive salary or remuneration other than vacation 
pay from any other public agency for the specific days when they work for this district.   

GuillenM
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Legal Reference: 
EDUCATION CODE 
10400-10407  Cooperative improvement programs 
35010  Control of districts; prescription and enforcement of rules 
35172(a)  Promotional activities 
35204  Contract with attorney 
17596  Limit on continuing contracts 
44925  Part-time readers employed as independent contractors 
45103  Classified service in districts not incorporating the merit system 
45103.5  Contracts for food service consulting services 
45134-45135  Employment of retired classified employee 
45256  Merit system districts; classified service; positions established for professional 
experts on a temporary basis 
GOVERNMENT CODE 
53060  Contract for special services and advice  
 
Management Resources: 
INTERNAL REVENUE SERVICE PUBLICATIONS 
15-A  Employer's Supplemental Tax Guide 
 



 

East Side Union High School District 
Conflict of Interest Statement 

_________________________ 

 

CONFLICT OF INTEREST STATEMENT 

East Side Union High School District 

(Consultants) 

[This form must be filled out, signed, dated and submitted by all persons seeking to serve as a 

consultant to the District] 

  Board Policy 3600 of the East Side Union High School District provides in part: 

“Independent contractors applying  for a consultant contract shall submit a written conflict of  interest 

statement  disclosing  financial  interests  as  determined  necessary  by  the  Superintendent  or  designee, 

depending on the range of duties to be performed by the consultant.   The Superintendent or designee 

shall consider this statement when deciding whether to recommend the consultant's employment.” 

  The Superintendent has determined that all persons seeking to serve as a consultant to the 

District shall fill out truthfully, sign, date and submit this Conflict of Interest Statement prior to 

performing any consultant work or services for the District.   

  I, ______________________________ [NAME OF CONSULTANT], hereby certify the following: 

1. I am not an employee of the District. 

2. Within the past year I have not been a member of the District Board of Trustees of the District. 

3. Neither I nor any member of my immediate family (includes parent, spouse, domestic partner, or 

child) or member or resident of my household is a member of the District’s Citizens Bond Oversight 

Committee for the District’s Measure G or Measure E bond programs. 

4. Within the past year I have not provided or made, and will not provide or make, any promise of any 

gift1 of any kind (money, meals, goods, services, entertainment tickets, etc.), in‐kind services, 

commission, or fully or partially expense‐paid trips to any District Board Member or District employee 

whose responsibilities include the selection of District consultants or the evaluation, supervision or 

oversight of District consultants (a “Responsible Employee”), except:  

                                                            
1 “Gifts” do not include promotional or advertising items such as calendars, desk pads, notebooks and other office 

items valued less than $25.00 and which are of the type usually offered by business concerns free of charge to all 

as part of their public relations programs. 
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East Side Union High School District 
Conflict of Interest Statement 

_________________________ 

 

5.  I do not employ or retain, and will not employ or retain, any current District Responsible Employee 

as a consultant, independent contractor or employee during the term of my consultancy agreement 

with the District. 

6.  I am authorized to make, and do make, this certification on behalf of ________________________ 

[CONSULTANT]. 

The foregoing certifications are true and correct.  I make this certification under penalty of perjury under 

the laws of the State of California. 

Signature of Consultant 

__________________________________ 

Signature Date 

__________________________________ 



Bob1B 

BOARD OF TRUSTEES:  Frank Biehl, Van Le,  J. Manuel Herrera, Patricia Martinez-Roach, Lan Nguyen 
It is the policy of the East Side Union High School District not to discriminate on the basis of sex, age, religion, race or national origin, sexual 

orientation, or handicapping condition in its educational programs and activities or in the recruitment and employment of personnel. 

 
 
 

 

              Item 7(d1) 
 
 September 30, 2011 
 
 
 

 
 
 
 
Dear Vendor: 
 
Thank you for doing business with East Side Union High School District.  As a result of 
recent external audits, we have put increased emphasis on our invoice review and 
payment practices.  Effective Monday, October 17, 2011, all invoices for payment must 
contain sufficient detail to support payments requested.   All contracted services invoices 
will be reviewed to ensure they contain the following elements listed below:   

 Purchase order number 
 Location of work/service performed 
 Summary detail of work/service performed including project number for 

facilities contracts 
 Service date(s) 
 Number of hours of service 
 Materials listed by quantity and unit price 

 
As a reminder, all invoices or request for payments must contain a valid and identifiable 
purchase order number.  Any invoices received without a purchase order number will not 
be processed for payment.  If an invoice is received and any of the above elements are 
missing, you will receive the attached invoice rejection letter which will identify the 
missing element.  If you have any questions regarding these requirements, please do not 
hesitate to contact my Director of Finance, Karen Poon at 408-347-5220 or via e-mail at 
poonk@esuhsd.org. 

 
Sincerely yours, 

 
 

 
Marcus Battle  
Associate Superintendent, Business and Operations  
 

        Dan Moser, Superintendent 

DRAFT 



 

EAST SIDE UNION HIGH SCHOOL DISTRICT 
830 N. Capitol Ave., San Jose,  CA  95133 

                  
 

 
Vendor: ____________________________________________________________ 
 
Invoice Number: ___________________________   Amount:    ___ 
 
Invoice Date: ________________________________________________________ 
 

 
For Reason(s) Below: 
 
□ No Purchase Order Number 
□ No Location of Work/Service performed  
□ No Summary detail of work/service performed including project number for 
    facilities 
□ No Service date(s) 
□ No number of hours of service  
□ No Materials listed by quantity and unit price 
 
□ Other: _________________________________________________ 
 
 
 
 
Invoice returned by:        Phone #:     
 
Email address:      Returned on: ________________ 
 
 
 
Please contact the person above if you have any questions.  Thank you. 

DISTRICT REJECTED INVOICE           Item  7(d2)



 

    11/15/11   

East Side Union High School District  

Fraud, Waste & Abuse Hotline 

Board’s Draft Portal Letter  

 

Dear employees and friends of the East Side Union High School District, 

District employees and Board members are expected to commit themselves to upholding the 
highest ethical standards while acting on behalf of the District in discharging its business and 
academic affairs.  East Side also has a responsibility for the stewardship of the resources which 
enable it to pursue its mission.  We are committed to being fully compliant with the laws and 
regulations to which the District is subject, and to promulgating policies and procedures to apply 
them.  To help ensure full legal and regulatory compliance, and maintain the highest ethical 
standards, the District has implemented a confidential Fraud, Waste & Abuse Hotline (hotline).   

The hotline is not intended to be a substitute for communicating general complaints or 
suggestions, or employment–related grievances, since there are existing District policies and 
procedures for resolution of these matters.  Further, while the District encourages face to face 
communication of questions or concerns about District operations, it recognizes this is not 
always feasible.  We believe a confidential hotline is a convenient and effective vehicle for 
certificated and classified staff, vendors and the community at large to report suspected fraud, 
waste and abuse without fear of retaliation.   

The hotline service is hosted by a third-party provider, EthicsPoint.  The District will not retaliate 
or permit retaliation against those who, in good faith, report suspected ethical or other violations.  
EthicsPoint, and the District’s Internal Auditor, who has overall responsibility for administration 
of the hotline, shall at all times maintain the confidentiality of complaints, their investigation and 
any associated documentation.   Reports may be made anonymously, should reporters wish to 
do so, either on-line or to a toll-free telephone number.    There is a portal on the District’s 
homepage which has links to how to make a report, follow-up on a report and frequently asked 
questions.   

Should you have any questions, please contact the Internal Auditor, Ian Marsh.   

Sincerely, 

  

GuillenM
Text Box
Item 10



G
u

id
el

in
es

 f
o

r 
H

ig
h

 S
ch

o
o

l 
S

tu
d

en
ts

Ia
n

 M
ar

sh
 –

In
te

rn
al

 A
u

d
it

o
r

N
o

ve
m

b
er

 7
, 2

01
1 

GuillenM
Text Box
Item 11



IN
T

R
O

D
U

C
T

IO
N

W
h

at
 i

s 
A

ss
o

ci
at

ed
 S

tu
d

en
t 

B
o

d
y?

A 
gr

ou
p 

of
 c

ur
re

nt
 s

tu
de

nt
s 

w
ho

:


R
ai

se
 a

nd
 s

pe
nd

 m
on

ey
 fo

r s
tu

de
nt

 
ac

tiv
iti

es


M
ak

e 
de

ci
si

on
s 

on
 h

ow
 th

e 
m

on
ey

 is
 

ra
is

ed
 a

nd
 s

pe
nt


Le

ar
n 

go
od

 b
us

in
es

s 
pr

ac
tic

es
 a

nd
 

le
ad

er
sh

ip
 s

ki
lls



W
hy

 a
re

 th
er

e 
so

 m
an

y 
AS

B
 

au
di

t f
in

di
ng

s?


C

as
h 

tra
ns

ac
tio

ns


D

ec
en

tra
liz

ed
 a

ct
iv

iti
es



Su
cc

es
sf

ul
 O

rg
an

iz
at

io
ns


C

om
pr

eh
en

si
ve

 B
oa

rd
 P

ol
ic

ie
s 

an
d 

A
dm

in
is

tra
tiv

e 
R

eg
ul

at
io

ns
 


S

ta
nd

ar
di

ze
d 

pr
oc

ed
ur

es


O
ve

rs
ig

ht
 a

nd
 s

up
po

rt 
fro

m
 th

e 
D

is
tri

ct
 O

ffi
ce


Fo

llo
w

 s
ou

nd
 b

us
in

es
s 

pr
ac

tic
es

 to
 e

ns
ur

e 
co

nf
id

en
ce

 in
 th

ei
r g

ov
er

na
nc

e 
an

d 
fin

an
ci

al
 

m
an

ag
em

en
t


E

ns
ur

e 
fu

nd
s 

ge
ne

ra
te

d 
ar

e 
us

ed
 e

ffe
ct

iv
el

y 
an

d 
ac

co
un

te
d 

fo
r i

n 
ac

co
rd

an
ce

 w
ith

 th
e 

S
tu

de
nt

 C
ou

nc
il 

go
ve

rn
in

g 
bo

dy
 


A

nn
ua

l t
ra

in
in

g



R
ol

es
an

d
R

es
po

ns
ib

ili
ti

es



W
ho

 is
 in

vo
lv

ed
?

•
S

ta
te

, B
oa

rd
 o

f T
ru

st
ee

s,
 B

us
in

es
s 

O
ffi

ce
 S

ta
ff

•
P

rin
ci

pa
ls

, A
S

B
 A

dv
is

or
s,

 F
in

an
ce

 C
le

rk
s

•
S

tu
de

nt
 C

ou
nc

il
•

In
de

pe
nd

en
t A

cc
ou

nt
an

ts



W
ho

 is
 n

ot
 in

vo
lv

ed
?

•
B

oo
st

er
 g

ro
up

s,
 p

ar
en

t g
ro

up
s,

 
fo

un
da

tio
ns

•
P

ar
en

t g
ro

up
 fu

nd
s 

ca
nn

ot
 b

e 
co

m
m

in
gl

ed
 (m

ix
ed

) w
ith

 A
S

B
•

O
nc

e 
fu

nd
s 

ar
e 

do
na

te
d,

 o
nl

y 
th

e 
st

ud
en

t o
rg

an
iz

at
io

ns
 c

an
 c

on
tro

l 
ho

w
 th

e 
fu

nd
s 

ar
e 

us
ed



La
w

s
an

d
R

eg
ul

at
io

ns



W
hi

ch
 la

w
s 

ap
pl

y?
  

•
E

du
ca

tio
n 

C
od

e,
 C

al
ifo

rn
ia

 C
od

e 
of

 
R

eg
ul

at
io

ns
, C

al
ifo

rn
ia

 C
on

st
itu

tio
n,

 
R

ev
en

ue
 a

nd
 T

ax
at

io
n 

C
od

e,
 

In
te

rn
al

 R
ev

en
ue

 C
od

e,
 P

en
al

 C
od

e
•

E
as

y 
to

 b
ec

om
e 

no
n-

co
m

pl
ia

nt
•

S
tu

de
nt

 o
rg

an
iz

at
io

ns
 m

us
t p

ay
 s

al
es

 ta
x 

an
d 

us
e 

ta
x 

fo
r a

ll 
ite

m
s 

pu
rc

ha
se

d 
an

d 
co

ns
um

ed
 b

y 
th

e 
or

ga
ni

za
tio

n,
 e

xc
ep

t 
w

he
re

 s
al

es
 a

re
 ir

re
gu

la
r a

nd
 in

te
rm

itt
en

t 
•

E
xe

m
pt

 fr
om

 in
co

m
e 

ta
x



Fo
od

 S
al

es
•

Fo
od

 s
al

es
 a

re
 p

op
ul

ar
 fu

nd
ra

is
er

s,
 b

ut
 h

ig
hl

y 
re

gu
la

te
d 

by
 

S
ta

te
 a

nd
 F

ed
er

al
 g

ov
er

nm
en

ts
•

M
us

t b
e 

co
m

pl
ia

nt
 w

ith
 w

el
ln

es
s 

po
lic

y 
 

•
Pe

rm
itt

ed
 if

 d
ur

in
g 

th
e 

sc
ho

ol
 d

ay
 (½

 h
ou

r b
ef

or
e 

sc
ho

ol
 to

 ½
 h

ou
r 

af
te

r) 
an

d 
if 

sp
ec

ific
 n

ut
rit

io
n 

re
qu

ire
m

en
ts

 a
re

 m
et

•
Fo

ur
 a

nn
ua

l s
al

es
 fo

r a
ny

 a
nd

 a
ll g

ro
up

s,
 a

ll o
n 

th
e 

sa
m

e 
fo

ur
 d

ay
s

•
O

ne
 s

tu
de

nt
 g

ro
up

 m
ay

 h
av

e 
da

ily
 s

al
es

 (u
su

al
ly

 th
e 

S
tu

de
nt

 
C

ou
nc

il)
; t

hr
ee

 ty
pe

s 
of

 fo
od

 o
r b

ev
er

ag
e 

ite
m

s;
 n

ot
 in

 
co

m
pe

tit
io

n 
w

ith
 th

e 
Fo

od
 S

er
vi

ce
s 

P
ro

gr
am

 
•

Fo
od

 m
ay

 n
ot

 b
e 

pr
ep

ar
ed

 o
n 

ca
m

pu
s 

or
 in

 p
riv

at
e 

ho
m

es
•

Fo
od

 h
an

dl
in

g 
m

us
t b

e 
co

m
pl

ia
nt

 w
ith

 th
e 

H
ea

lth
 &

 S
af

et
y 

C
od

e
•

B
ev

er
ag

es
 li

m
ite

d 
to

 w
at

er
, m

ilk
 (n

ot
 w

ho
le

 m
ilk

), 
fru

it/
 v

eg
et

ab
le

 
ju

ic
e 

(m
in

im
um

 5
0%

 ju
ic

e,
 n

o 
ad

de
d 

sw
ee

te
ne

rs
)

•
E

le
ct

ro
ly

te
 b

ev
er

ag
e 

w
ith

 n
o 

m
or

e 
th

an
 4

2 
gr

am
s 

of
 a

dd
ed

 
sw

ee
te

ne
r p

er
 2

0 
ou

nc
e 

se
rv

in
g 

(C
N

S
 c

an
se

ll 
G

at
or

ad
e)

 



Fo
rm

in
g 

an
 A

S
B

 



AS
B

 T
yp

es

•
In

 H
ig

h 
an

d 
M

id
dl

e 
S

ch
oo

ls
 =

 “O
rg

an
iz

ed
” 

(E
le

m
en

ta
ry

 =
 “U

no
rg

an
iz

ed
”)

•
A

ct
iv

iti
es

 o
rg

an
iz

ed
 a

ro
un

d 
st

ud
en

t c
lu

bs
 a

nd
 a

 
S

tu
de

nt
 C

ou
nc

il
•

S
tu

de
nt

s 
m

ak
e 

de
ci

si
on

s 
•

Fo
rm

al
 m

ee
tin

gs
, d

ev
el

op
 b

ud
ge

ts
 

•
P

la
n 

fu
nd

-ra
is

er
s 

•
D

ec
id

e 
ho

w
 fu

nd
s 

w
ill 

be
 s

pe
nt

 
•

A
pp

ro
ve

 p
ay

m
en

ts
 

•
A

dv
is

or
s 

an
d 

P
rin

ci
pa

l p
ro

vi
de

 a
ss

is
ta

nc
e 

an
d 

ad
vi

ce



St
ar

tin
g 

N
ew

 C
lu

bs


S

ub
m

it 
fo

rm
al

 a
pp

lic
at

io
n 

–
Ti

tle
, p

ow
er

s 
an

d 
du

tie
s 

of
 o

ffi
ce

rs
, n

am
e 

of
 

or
ga

ni
za

tio
n,

 e
nd

or
se

d 
by

 C
lu

b 
A

dv
is

or


C
om

po
se

d 
of

 c
ur

re
nt

ly
 e

nr
ol

le
d 

st
ud

en
ts

 a
t 

th
e 

si
te


M

us
t h

av
e 

 -
C

er
tif

ic
at

ed
 A

dv
is

or
, P

ur
po

se
/ 

C
on

st
itu

tio
n,

 B
ud

ge
t, 

fo
rm

al
 m

ee
tin

gs


M
in

ut
es

 o
f a

ll 
m

ee
tin

gs


N
ew

 c
lu

bs
 m

us
t b

e 
ap

pr
ov

ed
 b

y 
S

tu
de

nt
 

C
ou

nc
il,

 P
rin

ci
pa

l



Tr
us

t A
cc

ou
nt

s


Fu

nd
s 

ar
e 

he
ld

 in
 tr

us
t b

y 
S

tu
de

nt
 

C
ou

nc
il 


C

on
st

itu
tio

n 
or

 B
y-

La
w

s 
sh

ou
ld

 s
ta

te
 

w
ha

t h
ap

pe
ns

 to
 re

si
du

al
 b

al
an

ce
s,

 a
nd

 
fu

nd
s 

of
 in

ac
tiv

e 
cl

ub
s


If 

C
on

st
itu

tio
n 

or
 B

y-
La

w
s 

si
le

nt
, f

un
ds

 
re

ve
rt 

to
 g

en
er

al
 A

S
B

 a
cc

ou
nt

s 



Lo
ca

l R
eq

ui
re

m
en

ts


R

ec
om

m
en

d 
ha

vi
ng

 a
ll 

cl
ub

s 
re

ap
pl

y 
an

nu
al

ly


E
ns

ur
e 

of
fic

er
s 

an
d 

A
S

B
 A

dv
is

or
 a

re
 

cu
rre

nt
, a

nd
 c

ur
re

nt
 C

on
st

itu
tio

n 
an

d 
B

y-
La

w
s 

ar
e 

on
 fi

le
 



M
in

ut
es

 o
f M

ee
tin

gs
 


S

tu
de

nt
 c

ou
nc

il 
an

d 
ea

ch
 c

lu
b 

m
us

t 
pr

ep
ar

e 
an

d 
m

ai
nt

ai
n 

a 
re

co
rd

 o
f e

ac
h 

m
ee

tin
g 

an
d 

ac
tio

ns
 ta

ke
n


A

tta
ch

 d
oc

um
en

ts
 re

vi
ew

ed
 a

nd
 a

pp
ro

ve
d,

 
su

ch
 a

s 
pu

rc
ha

se
 o

rd
er

s,
 c

he
ck

 li
st

in
g,

 
fin

an
ci

al
 in

fo
rm

at
io

n,
 a

nd
 le

tte
rs


S

ho
ul

d 
be

 c
on

ci
se

ly
 a

nd
 c

le
ar

ly
 w

rit
te

n,
 

si
gn

ed
 a

nd
 d

at
ed


K

ee
p 

bi
nd

er
 o

f a
ll 

ap
pr

ov
ed

 M
in

ut
es

 
(r

ec
om

m
en

d 
fo

ur
-y

ea
r m

in
im

um
)



G
en

er
al

 B
us

in
es

s 
P

ra
ct

ic
es

 



Es
ta

bl
is

hi
ng

 B
an

k 
Ac

co
un

t 


Fo

llo
w

 B
us

in
es

s 
O

ffi
ce

 g
ui

de
lin

es


U
se

 D
is

tri
ct

’s
 F

ed
er

al
 T

ax
 ID

 


A
cc

ou
nt

 in
 n

am
e 

of
 th

e 
A

S
B


N

o 
co

m
m

in
gl

in
g 

of
 A

S
B

, D
is

tri
ct

 fu
nd

s


Tw
o 

si
gn

er
s 

on
 e

ac
h 

ch
ec

k 
(P

rin
ci

pa
l, 

tw
o 

A
P

s)
; r

ec
om

m
en

d 
ha

ve
 b

ac
k-

up
s 


S

tu
de

nt
s 

sh
ou

ld
n’

t s
ig

n 
ch

ec
ks


R

ec
on

ci
le

 m
on

th
ly

 


N
o 

de
bi

t c
ar

ds
 



In
te

rn
al

 C
on

tr
ol

s 


Fo

un
da

tio
n 

of
 s

ou
nd

 fi
na

nc
ia

l m
an

ag
em

en
t 


P

ro
vi

de
 re

as
on

ab
le

 a
ss

ur
an

ce
 th

at
 

op
er

at
io

ns
 a

re
 e

ffe
ct

iv
e 

an
d 

ef
fic

ie
nt

, 
fin

an
ci

al
 in

fo
rm

at
io

n 
is

 re
lia

bl
e 


R

ed
uc

e 
ris

k 
of

 e
rr

or
s,

 fr
au

d 
an

d 
ab

us
e


E

ns
ur

e 
co

m
pl

ia
nc

e 
w

ith
 a

pp
lic

ab
le

 la
w

s 
an

d 
re

gu
la

tio
ns

 


S
eg

re
ga

tio
n 

of
 d

ut
ie

s 
–

en
su

re
 th

at
 o

ne
 

pe
rs

on
 d

oe
s 

no
t h

an
dl

e 
a 

tra
ns

ac
tio

n 
fro

m
 

be
gi

nn
in

g 
to

 e
nd



B
ud

ge
ts

•
Fi

na
nc

ia
l p

la
n 

fo
r a

 s
pe

ci
fic

 p
er

io
d 

of
 ti

m
e

•
S

tu
de

nt
 C

ou
nc

il 
an

d 
in

di
vi

du
al

 c
lu

bs
 

sh
ou

ld
 d

ev
el

op
 a

nn
ua

l g
oa

ls
•

E
st

im
at

e 
re

ve
nu

es
, e

xp
en

se
s,

 
en

di
ng

 re
se

rv
es

•
B

ud
ge

t s
ho

ul
d 

be
 in

 p
la

ce
 b

ef
or

e 
cl

ub
 m

ak
es

 c
om

m
itm

en
ts

•
S

tu
de

nt
s 

le
ar

n 
a 

ne
ce

ss
ar

y 
lif

e 
sk

ill



R
es

id
ua

l B
al

an
ce

s 


Fu

nd
s 

ca
n 

on
ly

 b
e 

sp
en

t o
n 

cu
rre

nt
 

st
ud

en
ts


If 

gr
ad

ua
tin

g 
–

m
ay

 s
pe

nd
 re

m
ai

ni
ng

 
fu

nd
s;

 g
ift

 to
 o

th
er

 A
S

B
 c

lu
b 

or
 c

la
ss

; 
or

 g
ift

 to
 g

en
er

al
 A

S
B

 fu
nd

s 
at

 s
am

e 
sc

ho
ol


Fu

nd
s 

m
us

t r
em

ai
n 

at
 s

am
e 

sc
ho

ol
 

si
te



A
cc

ou
nt

in
g

an
d

Fi
na

nc
ia

l 
M

an
ag

em
en

t 



Ac
co

un
tin

g 
an

d 
Fi

na
nc

ia
l 

M
an

ag
em

en
t 

•
U

se
 “B

lu
e 

B
ea

r” 
so

ftw
ar

e 
to

 re
co

rd
 re

ce
ip

ts
 a

nd
 

ex
pe

nd
itu

re
s

•
H

el
ps

 p
ro

vi
de

 a
ss

ur
an

ce
 a

de
qu

at
e 

in
te

rn
al

 
co

nt
ro

ls
 in

 p
la

ce
 

•
A

S
B

 F
in

an
ce

 C
le

rk
 p

re
pa

re
s 

In
co

m
e 

S
ta

te
m

en
t, 

B
al

an
ce

 S
he

et
 a

t l
ea

st
 m

on
th

ly
•

Jo
ur

na
l E

nt
rie

s 
re

qu
ire

 s
up

po
rti

ng
 

do
cu

m
en

ta
tio

n,
 p

rio
r w

rit
te

n 
ap

pr
ov

al
 b

y 
A

S
B

 
A

dv
is

or
, P

rin
ci

pa
l, 

C
lu

b 
m

ee
tin

g 
M

in
ut

es
•

O
rig

in
al

 s
up

po
rti

ng
 d

oc
um

en
ta

tio
n 

on
ly

 
•

A
nn

ua
l A

ud
it 



Co
m

m
on

 A
ud

it 
Fi

nd
in

gs
  


B

ud
ge

ts
 n

ot
 p

re
pa

re
d


R

ev
en

ue
 p

ro
je

ct
io

ns
 n

ot
 p

re
pa

re
d


P

re
nu

m
be

re
d 

re
ce

ip
ts

 n
ot

 is
su

ed


Ti
ck

et
s 

so
ld

 n
ot

 re
co

nc
ile

d 
to

 ti
ck

et
s 

is
su

ed


D
ep

os
its

 n
ot

 m
ad

e 
pr

om
pt

ly


P
ur

ch
as

e 
or

de
rs

 n
ot

 u
se

d


E
xp

en
di

tu
re

s 
no

t a
pp

ro
ve

d 
by

 P
rin

ci
pa

l, 
A

S
B

 
A

dv
is

or
, S

tu
de

nt
 C

ou
nc

il 


C
he

ck
s 

pa
ya

bl
e 

to
 c

as
h


B

an
k 

re
co

nc
ili

at
io

ns
 n

ot
 p

re
pa

re
d 

re
gu

la
rly


S

tu
de

nt
 s

to
re

 la
ck

s 
in

ve
nt

or
y 

co
nt

ro
ls



Fr
au

d 
Al

er
t

•
S

ho
ul

d 
be

 m
on

th
ly

 re
po

rts
 s

ho
w

in
g 

ca
sh

 a
nd

 c
lu

b 
fu

nd
 b

al
an

ce
s

•
B

an
k 

ac
co

un
ts

 m
us

t b
e 

re
co

nc
ile

d 
m

on
th

ly
•

R
es

is
ta

nc
e 

to
 re

as
on

ab
le

 re
qu

es
ts

 fo
r 

in
fo

rm
at

io
n,

 s
uc

h 
as

 fu
nd

 b
al

an
ce

s 
 

•
If 

qu
es

tio
ns

 o
r c

on
ce

rn
s,

 n
ot

ify
 

P
rin

ci
pa

l, 
A

S
B

 A
dv

is
or

, I
nt

er
na

l A
ud

ito
r

•
Fr

au
d 

A
le

rt 
H

ot
lin

e 



Ca
sh

 R
ec

ei
pt

 M
an

ag
em

en
t a

nd
 

Pr
oc

ed
ur

es
 

•
M

os
t f

ra
ud

 th
at

 o
cc

ur
s 

in
 A

S
B

 a
re

 re
la

te
d 

to
 

pr
oc

ed
ur

es
 fo

r h
an

dl
in

g 
ca

sh
 a

nd
 c

he
ck

s
•

E
ns

ur
e 

pr
op

er
 c

as
h 

co
nt

ro
ls

 o
ve

r 
fu

nd
ra

is
in

g 
ev

en
ts

 a
nd

 d
ep

os
its

 in
to

 A
S

B
 

ba
nk

 a
cc

ou
nt

s 
•

N
o 

co
m

m
in

gl
in

g 
of

 A
S

B
, D

is
tri

ct
 fu

nd
s

•
D

ua
l c

as
h 

co
un

ts
•

E
nd

or
se

 c
he

ck
s 

“fo
r d

ep
os

it 
on

ly
”  

•
P

ro
m

pt
 d

ep
os

its
•

P
re

-n
um

be
re

d 
tic

ke
t c

on
tro

ls
 



Al
lo

w
ab

le
 E

xp
en

se
s

•
E

xp
en

di
tu

re
s 

ca
nn

ot
 b

e 
gi

ft 
of

 p
ub

lic
 fu

nd
s

•
A

sk
 -

D
oe

s 
th

e 
ex

pe
ns

e 
di

re
ct

ly
 p

ro
m

ot
e 

th
e 

ge
ne

ra
l w

el
fa

re
, m

or
al

e 
or

 e
du

ca
tio

na
l 

ex
pe

rie
nc

e 
of

 th
e 

st
ud

en
ts

? 
 

•
D

oe
s 

it 
be

ne
fit

 s
tu

de
nt

s 
as

 a
 g

ro
up

? 
•

A
re

 y
ou

 s
ur

e 
it 

ca
nn

ot
 b

e 
co

ns
id

er
ed

 a
 g

ift
 o

f 
pu

bl
ic

 fu
nd

s?
  (

e.
g.

 it
em

s 
fo

r e
m

pl
oy

ee
 p

er
so

na
l 

us
e,

 g
ift

s,
 d

on
at

io
ns

, f
ac

ul
ty

 m
ee

tin
g 

co
st

s,
 

ca
sh

 a
w

ar
ds

)
•

Aw
ar

ds
 a

llo
w

ed
 if

 ≤
 $

20
0 

(e
.g

. f
or

 e
xc

ep
tio

na
l 

st
af

f c
on

tri
bu

tio
ns

 to
 s

tu
de

nt
s)

 p
er

 E
C

 4
40

15
  



R
ef

er
en

ce
 


FC

M
AT

 “A
S

B
 A

cc
ou

nt
in

g 
M

an
ua

l &
 

D
es

k 
R

ef
er

en
ce

,” 
20

09
 E

d.


C
an

 b
e 

ac
ce

ss
ed

 a
nd

 d
ow

nl
oa

de
d 

fo
r 

fre
e 

fro
m

:  
w

w
w

.fc
m

at
.o

rg



Q
ue

st
io

ns
? 



T
ha

nk
 y

ou
!  



 

EAST SIDE UNION HIGH SCHOOL DISTRICT   BP 3314.4 
 

BUSINESS AND NONINSTRUCTIONAL OPERATIONS    
   
 
SUBJECT:  Clearing Fund 
 
The Governing Board may establish by resolution clearing funds for use by school 
principals to deposit lost textbook/library book fines, donations or teacher fund raising 
fees then transfer the balances by issuing checks for the district business office to deposit 
to the county controller account.  Clearing fund accounts should be maintained in a low 
minimum balance.  No disbursement for any expenses should be charged directly in the 
clearing fund accounts.  (Education Code 41001 & 41002.5) 
 
 
 
 
(cf. 3400 – Management of District Assets/Accounts) 
 
 
 
 
Legal Reference: 
EDUCATION CODE 
35160 AUTHORITY OF GOVERNING BOARDS 
41001 Deposit Moneys to County Treasury 
41002.5 Establish Clearing Accounts 
41020 Audits of all district funds 
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    AR 3314.4 

Business and Noninstructional Operations  
 

CLEARING ACCOUNT 
 

 
    East Side Union High School District 

                                                                            Regulation Approved: Date 
 

  General Guidelines  
1.1  Site and District non‐student funds (for example, fees, fines and donations) shall be 

accounted for separately from Associated Student Body Funds in a Clearing Bank 
Account.  Receipts only shall be received, recorded and deposited.   

1.2  Guidelines prepared by the District’s Business Office shall be followed by all school site 
personnel to ensure deposited funds are recorded and credited to the appropriate 
school site accounts.  

1.3  The Clearing Account bank account shall be established by the District’s Business Office.   
   
  Receipts 
2.1  Finance Clerks have primary responsibility to identify non‐ASB receipts for deposit in the 

Clearing Account.  
2.2  Examples of District funds include, without limitation, rental income from use of 

facilities; payments for damage to buildings; reimbursement of personal telephone calls; 
AP and PSAT testing fees; lost, damaged and overdue book fines; and child center fees.   

   
  Donations  
3.1  Donations may be in different forms, including cash, scholarships, equipment or supplies. 
3.2  A site or District office administrator shall determine whether a donation is site‐specific 

or intended for an ASB activity.    
3.3  For District or site‐specific donations, Certificated Staff or an Administrator may decide 

how funds are spent. The donation should be accepted by the Board of Trustees and, on 
request, a tax deduction receipt mailed by the Business office.   

3.4   For ASB donations, funds are deposited into an ASB bank account, and the Student 
Council decides how funds are spent, in accordance with the Education Code.   

3.5   A site administrator should acknowledge receipt of all non‐ASB donations to the site.   
   
  Forms  
4.1   Standard forms to be used for the coding and deposit of non‐ASB receipts are included in 

the Guidelines prepared by the District’s Business Office.   
   
  Audit  
5.1  Clearing Account receipts are subject to audit by the District’s Internal Auditor as well as 

its Independent Accountants.   
   
  Questions  
6.1  Questions concerning this Administrative Regulation should be directed to the Director 

of Finance.   
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    AR 3314.4 

Business and Noninstructional Operations  
 

CLEARING ACCOUNT 
 

 
    East Side Union High School District 

                                                                            Regulation Approved: Date 
 

  Legal References 
Education Code 
§35160 ‐ Authority of Governing Boards 
§41001 ‐ Deposit Moneys to County Treasury 
§41002.5 ‐ Establish Clearing Accounts 
§41020 ‐ Audits of District Funds 
 

   
 



 Item  15(c) 
    AR 3452 
Business and Noninstructional Operations  
 
STUDENT ACTIVITY FUNDS 
 

1 
 

 General Guidelines 
1.1 Each site Principal shall be responsible for the appropriate oversight of all Student 

Activity or Associated Student Body (ASB) Funds.    
1.2 District funds (e.g. fees, fines, donations) shall be accounted for separately from ASB 

funds.  ASB funds should never be commingled with nonstudent organizations, such as 
booster, auxiliary and parent groups. 

1.3  Each Principal has the primary responsibility for the prompt and accurate recording of 
ASB receipts and expenditures at his/ her site. 

1.4  ASB bank accounts shall be opened or closed only with the approval of the Board of 
Trustees.  The Director of Finance should be an authorized signatory on all accounts. 

1.5  Authorized bank account signatures should be kept current. 
1.6  ASB activity shall be in accordance with FCMAT’s “Associated Student Body Accounting 

Manual & Desk Reference Manual.”  
1.7 ASB activity shall be recorded by a Finance Clerk or other employee qualified through a 

combination of education, training, job commitment and work experience. 
1.8 The District shall provide the resources to ensure the Finance Clerk is properly trained in 

the recording of ASB activity.  
1.9 Bank reconciliations, Trial Balance, Income Statement and Balance Sheets shall be 

prepared at least monthly and copies sent to the Business Office. 
1.10 A Student Council should oversee ASB activities and approve all expenditures by 

resolution.   
1.11 Minutes of Student Council meetings should document its activities and be kept on file.   
1.12 Receipts and expenditures should be recorded in a ledger using “Blue Bear” or other 

software authorized by Business Services.  
1.13 Where the site has a student store, there shall be periodic physical inventories and a 

reconciliation to the General Ledger inventory balance.   
  
 Disbursements 
2.1 At each site an ASB checking account should be opened solely for student activity use.   
2.2 Dual signatures are required on all checks. 
2.3 The Authorization for Expenditure form or equivalent should be used to approve all 

reimbursements, payments, transfers of funds from one club account to another, and 
other related expenditures.  Authorizations shall be signed and dated by the Student 
Council representative, Club Advisor and Principal or designee.   

2.4 Original supporting documentation should be attached to disbursement authorizations, 
including receipts, itemized invoices and mileage claims.   

2.5 Field trip expenses must be fully documented, including evidence supporting mileage, 
tolls and food purchased.  Original itemized invoices are required for all accommodations.  

2.6 Items which may be considered personal, such as gifts, are not reimbursable. 
2.7 Checks shall be issued in numerical sequence and all accounted for, including voids.   
2.8 Debit or credit cards may not be used in lieu of issuing checks.   
2.9 Checks may not be made payable to “cash.”   
  
 Receipts  
3.1 Receipts issued in Blue Bear, or other another contemporaneous record such as an 

acknowledgement letter, shall support amounts received.  Manual receipts may not be 
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issued in lieu of Blue Bear receipts.  
3.2 For fund raising activities, there should be dual, independent counts of cash and checks.  
3.3 Checks should be restrictively endorsed when received.   
3.4 Supporting documentation shall be retained to document all cash and checks received.   
  
 Bank Deposits 
4.1 Deposits should be made promptly and intact, and at least weekly.   
4.2 Bank deposits should be balanced to a daily cash receipts record or other proof of cash 

received.   
4.3 Each site should use uniform deposit slip and cash count forms. 
4.4 Unless performed by the bank, Finance Clerks should make copies of all checks 

deposited. Applicable ASB club or activity numbers should be noted on each check.   
4.5 A daily proof of cash plus any supporting documentation for fund raising activities should 

be attached to duplicate deposit slips.   
4.6 For deposits made in person, duplicate deposit slips authenticated by the bank should be 

kept on file.   
4.7 Unless deposit amounts exceed limits specified by the bank, deposits should not be split.  
4.8 If a contract courier is used, deposit bag numbers should be logged.   
4.9 Personal checks shall not be substituted for receipts received from others.    
4.10  Undeposited cash and checks should be kept under lock and key.   
  
 Fund-Raising Events 
5.1 The Board of Trustees or designee is responsible for authorizing major fund-raising 

activities, preferably at the beginning of each school year.   
5.2 Issues to be considered before approving events include student safety and whether the 

event is appropriate for the educational experience of students. 
5.3 Food and beverage sales may be permitted if fully compliant with State and Federal laws.  
5.4 Raffles and games of chance are not permitted.  Activities which pose liability, safety or 

risk concerns also may not be allowed.    
5.5  Questions concerning insurance coverage should be referred to the Associate 

Superintendent of Business.   
5.6 To assist with planning and budgeting, ASB clubs and activities should use revenue 

potential forms to estimate sales, sales price per unit, expected costs and net income.   
5.7 On conclusion of fund-raising events, there should be a comparison of estimated and 

actual receipts and expenses.   
5.8  Where tickets are sold, they shall be serially numbered, a log kept of all tickets issued, 

sold and returned, and all tickets accounted for.  Unused tickets should be kept under 
lock and key. 

  
 Field Trips 
6.1 Field trips sponsored by the school, teacher or booster group may be made in 

accordance with Board Policy and statute.   
6.2  A budget for each field trip prepared by the trip sponsor shall identify the funding 

source(s), estimated expenses and expected surplus, if any.   
6.3 Field trips shall be submitted for prior approval by the Principal and Board of Trustees.   
6.4 Field trip sponsors shall identify the means of transportation.  If travel is by common 
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carrier, a current insurance certificate shall be submitted to the sponsor.   
6.5  District employees, parents or guardians, if providing transportation by automobile or van, 

shall be appropriately licensed and show proof of liability insurance with a minimum 
coverage of $300,000 per incident.    

6.6 Requests for approval of field trips shall include proof of liability insurance for 
transportation.  Questions concerning liability insurance coverage should be submitted to 
the Associate Superintendent of Business 

6.7  Field trip sponsors are responsible for the prompt and accurate recording of cash and 
checks received from students.   

6.8 There shall be a contemporaneous record kept of all cash and checks received, when 
they were received and from whom, which shall agree with deposit records.   

6.9 Receipt forms as confirmation of amounts received shall be issued in Blue Bear.   The 
use of manual receipt forms is discouraged.   

6.10 Cash and checks for field trips shall be deposited promptly into a site bank account.   
6.11 Student Body accounts may be used on a pass-through basis to record amounts 

received and disbursed for field trips.   
6.12 Trip sponsors are responsible for ensuring all vendors are paid promptly and in full.   
6.13  On the conclusion of field trips, there shall be a final accounting prepared by the sponsor 

for all receipts and expenditures.  It shall be made available, on request, to all parents 
and guardians and site administration.   

  
 Athletic Events  
7.1 School sites shall accurately report tickets sold for athletic events and the corresponding 

receipts collected from such sales, and be compliant with applicable statute, regulations, 
Board Policies and Administrative Regulations.   

7.2 Tickets shall be serially numbered. To discourage counterfeits, a different ticket color for 
each consecutive athletic event at the same site is encouraged.  Adult and child tickets 
should be different colors. 

7.3 A ticket log shall be maintained, with beginning and ending numbers recorded for each 
event and all tickets accounted for.  Unused tickets shall be kept under lock and key.   

7.4 Tickets shall be sold for cash only. Currency of $10 and $20 should be tested for 
authenticity when received.  Bills of $50 or more and IOU’s cannot be accepted.   

7.5 Change funds should be kept in lockable change boxes.  Float amounts at the same 
location should be the same in each change box, and beginning denominations and 
quantities of currency and coins unchanged.  

7.6 Ticket takers should tear tickets to prevent possible reuse and the stubs retained, to be 
reconciled with tickets sold per the log.  

7.7 Following each athletic event, there shall be a reconciliation between tickets sold per the 
log with total net receipts.  Variances over $20.00 must be followed up promptly. 

7.8 Dual, independent counts of receipts following athletic events are recommended. If the 
total receipt amounts agree, the total, by denomination, should be recorded on a 
collection envelope. Both counters should initial and date the envelope, which must be 
sealed, then sent to the Finance Clerk’s office no later than the next business day.   

7.9  As soon as received, the Finance Clerk shall recount receipts and agree with the 
collection envelope amounts.  Receipts must be deposited promptly.  

7.10 Receipts from different athletic events shall not be commingled.  
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7.11 For major athletic events, security of staff and receipts is essential.   
7.12 If receipts are held pending deposit until the next business day, they shall be placed in a 

locked safe.   
7.13 Receipts shall not be carried off-site prior to deposit. 
7.14 Disbursements for athletic events shall be made only by check.    
  
  Audits  
8.1 ASB Funds are subject to audit by the District’s Internal Auditor and Independent 

Accountants.   
  
 Questions 
9.1  Questions concerning this Administrative Regulation should be directed to the Director of 

Finance or Internal Auditor.     
  
 Legal References 
 Education Code 
 §35564 – Funds, obligation of student body 
 §41020 – Requirement for annual audit 
 §48930-48938 – Student body organization  
 §49431.5 – Sale of food and beverages, high schools 
         

  



    AR 3360 

Business and Noninstructional Operations  
 

PURCHASE OF LEGAL SERVICES	 
 

 
    East Side Union High School District 

                                                                            Regulation Approved: Date  
 

    11/15/2011 11:18 AM 
 

  General Guidelines  
1.1  The East Side Union High School District (District) is committed to the acquisition of legal 

services in accordance with Board Policy and sound business practices. 
1.2  The District shall appoint a General Counsel who shall have primary responsibility to 

represent it and the Board of Trustees, attend all Board of Trustee meetings and such 
other meetings as mutually agreed.   

1.3  With the approval of the Board, General Counsel shall have authority to hire sub‐counsel.  
1.4  Legal counsel shall be Independent Contractors and not entitled to employee benefits.   
1.5   Legal counsel shall have current professional liability insurance of not less than $1 million 

per incident. 
1.6  Legal counsel shall be compensated on a time and materials basis, unless expressly 

authorized otherwise by the Board of Trustees.   
1.6  In all matters related to services performed, legal counsel shall maintain confidentiality.   
1.7  The work product of legal counsel shall be and remain the property of the District.  
1.8   Legal counsel shall retain District work product for a minimum of seven years or as 

required by statute, whichever is longer.    
1.9  Where outside counsel is representing the District, those services shall be coordinated 

with General Counsel’s services.    
1.10  General Counsel shall report to the Superintendent at least monthly all potential and 

actual litigation, in a manner as mutually agreed.  
   
  Purchasing of Legal Services  
2.1  Legal services shall be purchased in accordance with AR 3311, “Consultants.”   
2.2   Prior to a commitment to purchase legal services, staff shall evaluate alternative services 

available through School Services, FCMAT, CASBO, ACSA, CSBA and similar organizations.   
2.3   Prior to a commitment to purchase legal services, staff shall perform due diligence in the 

selection of high quality legal services consistent with cost.    
2.4  To assist in the control of legal expenditures, District staff shall obtain prior approval for 

the purchase from a Cabinet level administrator.   
2.5   To  limit  legal expenses, where  feasible staff should research Education Code and other 

statutes on the Internet at http://www.leginfo.ca.gov/calaw.html 
2.6  Factors  to be considered  in contracting  for  the purchase of  legal services shall  include, 

without  limitation,  professional  skills,  ethical  reputation,  education,  range  of  services 
offered, experience in school districts, maintenance of skills and cost.  

2.7  Attorneys shall sign a Conflict of Interest statement when required by District policy.   
2.8  Attorneys hired by the District shall be members of the State Bar of California and not 

have been subject to disciplinary action by the State Bar.   
   

GuillenM
Typewritten Text

GuillenM
Typewritten Text

GuillenM
Typewritten Text

GuillenM
Text Box
Item 16



    AR 3360 

Business and Noninstructional Operations  
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                                                                            Regulation Approved: Date  
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  Billing Procedures  
3.1  Unless other arrangements have been made, counsel shall bill the District monthly for 

services performed.  Out‐of‐pocket expenses shall be billed at actual cost and itemized.   
   
3.2  Invoices shall reference the District’s Purchase Order number, and show the period 

covered, services performed, hours worked, who performed them and hourly rates.     
3.3  Invoices shall identify which District staff or Board member ordered the services billed.   
3.4  Time billed shall be at hourly rates agreed to in the District’s contract with counsel.   
3.5   Sub‐contracted legal services are subject to the same requirements as primary contracts.   
3.6  Prior to payment, invoices shall be reviewed and approved by the Administrative 

Secretary and employee ordering the service.  The funding source shall be shown.   
   
  Conflict Resolution  
4.1  Conflicts between legal counsel and the District, if the parties are unable to resolve 

them, shall be subject to binding arbitration.   
   
  Interpretation  
5.1  Questions concerning this Administrative Regulation should be directed to the Associate 

Superintendent – Business.   
   
  Audit 
6.1  Legal fees are subject to audit by the District’s Internal Auditor well as its Independent 

Accountants.   
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