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Roles and 
Responsibilities



Roles and Responsibilities
• Responsible for accurate and timely expenditures processing for all payments of the 

Board.

• Provides customer service to vendors.  Most times this is the first and only time that the 
vendor will have contact with the Board

• Information provided by the accounts payable department is crucial to the CSFO and 
auditors.

• Inaccurate information can lead to:

– Audit findings

– Inability to reconcile bank accounts and budgeted items

– Errors in budgeting for current and future years

– Vendors no longer willing to do business with the Board

• Accurate information from the accounts payable department is vital to insure that funds 
are properly budgeted based on amounts and codes.  It is also used to study trends in 
expenses



Roles and Responsibilities

• Maintain a set time of the month when bills are paid. This will allow 
vendors and employees to know the cut-off dates to be paid. 
Examples are:

– Bills and invoices received by the first of the month are paid on the 10th of 
each month

– Travel reimbursements on the 12th of each month

– Construction invoices paid on the 15th of each month

– Bill and Invoices received later in the month paid on the 25th of each month

• Plan for Thanksgiving, Christmas and Spring breaks and communicate 
with vendors and employees of the changes

• Payments must be paid timely to avoid interest charges and late fees 



Roles and Responsibilities
• Duties should be divided to create a checks and balances in the 

accounts payable.

– Only one person should be authorized to create vendors or change vendor 
information from a submitted W9.  W9s are required from all vendors and must 
be maintained for review

– Check runs must be approved by the CSFO or designated representative.

– Funds must be moved by authorized personnel for banking purposes in ensure 
funds are available for payment

• Vendors must be reviewed periodically to check for addresses, 
ownership, if classified as a 1099 vendor, and/or is still active.

• Be aware of any personnel changes in leadership at the school and 
Central Office level to know who is authorized to approve payments.  
Also to be mindful of spam emails that request a payment 



The Basics



The Basics

• Prior approvals include

– Numbered Purchase Order

– Can be a typed form established by the Central Office

– Purchase order generated through NextGen (I recommend the 
Requisition program by Harris)

– Contract approved by the Board

– Travel Reimbursement

– Purchasing card invoices

– Utility Bills



The Basics

• Avoid petty cash if possible. (Reimbursements less sales 
tax can be made through travel funds)

• Purchase orders must be verified prior to payment to 
include:

– Vendor matches name on PO

– Invoice matches items ordered

– Invoice amount matches PO

– Detail of items or services received

– Items or services matches code on PO



The Basics

• Purchase Orders used for:

– Approval process prior to the purchase of goods or services. 

– Communicate the order to the vendor. 

– Establish a contract with a vendor. 

– Encumber the amount of the purchase against a budget. 

– Track receipt of goods and services. 

– Provide information for accounts payable when auditing invoices.

– Accumulate expenditure/payment information. 

• Payments must be made from the original invoice that is dated 
after the Purchase Order.



The Basics

• All payments must have an authorization to pay (ATP) from the 
school or department receiving the materials or service.  
Example of ATPs are

– Verified Emails

– Signed Invoices

– Form created by the AP Dept.

• Not allowed to prepay for materials or services.

• Payments can only be made with prior approval.

• Cannot split an invoice between multiple purchase orders or 
school funds and Central Office funds.



The Basics

• Payments must be made with a check (can be virtual or ACH)

– Must be issued in numerical order (Maintain log with check numbers)

– Checks must be secured at all times

– All voided checks must be retained for audit purposes

– Investigate checks that are 60 days or older

• Payments must be maintained by check number to include

– Copy of check

– PO

– Original Invoice

– ATP



Requisitions Option in NextGen

• Can tie requisition request to actual budgeted amount 
to avoid over spending.

• Multiple user approval option available to include 
various directors

• Allows for attachments for multiple quotes and review 
the actual order

• Faster process for approval



Requirement for Quotes and/or Bids

• If expenditure of funds for the purchase or lease of material, 
equipment, supplies, or other personal property for $40,000 or more, 
the law requires a contractual agreement entered into by a free 
and open competitive, on sealed bids, to the lowest responsible 
bidder. (Section 16-13B-1)

– Bid Exemptions include utility services, purchase of insurance, and 
professional services.  The complete list can be found in Section 16-13B-2

– Allowed to use an approved purchasing cooperative for funds other then 
Federal funds (Section 16-13B-2(a)(13))

• When using Federal funds for purchases less then $40,000, two 
quotes are required.

• We require two written quotes on all purchases unless the 
company is a member of an approved cooperative on all 
requisitions less then $40,000 for State and local funds.





Teacher Fee 
Allocation Cards



Teacher Fee Allocation Cards
• Have principal or assistant principal sign for the receipt of 

their school’s teacher allocation cards.

• Issued to each teacher individually

• Not allowed to make internet purchases 

• Limit use to authorized stores based their Merchant Category 
Code (MCC).

• Codes provided to LSA bookkeepers for reconciliation.

• Certified personnel sign that they have received the card 
and will abide by the rules listed on the forms 











Travel 
Reimbursement



Travel Reimbursement
• Must have an approved Professional Leave Form (includes principals 

and Central Office staff)

• Set a daily limit for food cost (We use $50 per day)

• Require proof of mileage based off MapQuest 

• Only reimburse miles from home or work to destination (we do not 
reimburse mileage for travel during conferences)

• Do not reimburse for groceries or snacks

• Do not reimburse for gas purchases or for hotel entertainment

• Can start the travel reimbursement form when registering for the hotel



TRAVEL REPORT
Tuscaloosa County School System

Name  Position  Month  

School/Department:  Central Office Date Report Submitted  

DATE DESTINATION/PURPOSE MILES MEALS LODGING MISCELLANEOUS

    AMOUNT ITEM

    
    
     
  

   
  

  

    
 

 

Total Miles this Month 0 D

*Detail misc. expenses and furnish receipt for meals, lodging, and TOTAL TOTAL TOTAL TOTAL GRAND

misc.  For out-of-county travel, attach professional leave/travel MILES X .67 MEALS LODGING MISC. TOTAL

form.  M iscellaneous includes registration, transportation, taxi -$          -$       -$             -$           -$                  

fares, parking, tips, etc.  Use extra forms when necessary.

Signature  _______________________________________________

ALL TRAVEL REPORTS MUST BE SUBMITTED BY THE FINAL WORKING DAY OF THE MONTH

White Copy:  Bookkeeping/Travel                     Yellow Copy:  Individual



Travel/Department 
Cards



Travel/Department Cards

• At least one travel card is issued to each school.  
We issue additional cards to the middle and 
high schools based on size.

• The cards maintain a balance of $1 until we 
receive a request to add funds to the card.

• Funds are only added for a certain date range 
based on the request and after the date it 
reverts to a $1 balance



Travel Card Rules

• Requires CSFO permission

• Cards are limited based on Merchant Category 
Code (MCC).

• Cards at the Central Office are signed out and 
in and are issued by department

• All travel rules apply

– Cannot purchase gas or hotel entertainment

– Cannot purchase groceries or snacks
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