UNION SCHOOL DISTRICT

BUSINESS & NON‑INSTRUCTIONAL OPERATIONS
SERIES 3000













Policy or











      Number
Regulation

1. Concept and Roles in Business & Non‑Instructional


Operations
3000
P

A. Goals and Objectives
3010
P

2. Budget/Budgeting System
3100
P

A. Budget: Planning
3110
P

(1) Fiscal Year
3111
P

(2) Setting Budget Priorities
3113
P

B. Preparation of Budget Document
3120
P

C. Adoption of Budget 
3150
P


(1)
Spending Public Funds For Advocacy
3152
   R
D. Transfer of Funds between Categories: Amendments
3160
P

E. Budget Administration
3170
P

(1) Supplemental Appropriations
3171
P

3. Income

A. State Funds
3220
P

B. Federal Funds
3230
P

C. Tuition Fees 
3240
P

D. Materials/Services; Fees, Fines, Charges 
3250
   R
E. Sales and Disposal of Books, Equipment and Supplies 
3260
P

F. Sale and Rental of Real Property
3270
P

G. Gifts, Grants and Bequests
3280
P

(1)
Grants
3280.1
   R

(2)
School Fund Raisers
3281
P
H.
Funds Management

(1)
Depository
3293
P

(a) Signatures/Facsimiles
3293.1
P

4.
Expenditures/Expending Authority
3300
P

A.
Purchasing Guides
3310
P

(1)
Relations with Vendors
3313
P

(a)
Local Purchasing 
3313.1
P

B. Purchasing Procedures
3320
P

(1) Procedures for Entering into a

Lease/Purchase Agreement
3320.1
   R
(2) Requesting Goods and Services (Requisitions)
3321
P

(3) Soliciting Prices (Bids & Quotations)
3323
P/R
(a) Contracts 
3324.1
P

(4) Paying for Goods and Services
3326
P
(a) Payroll Procedures and Authorized Signatures
3326.1
P

5.
Accounts

A.
System of Accounts
3410
P

B.
Periodic Financial Reports
3430
P

(1) Audit
3434
P

(2) Fraud Prevention and Investigation
3435
P/R
C.
Inventories
3440
P

D.
Monies in School Buildings
(1)
School Activity Fund
3453
P
6.
Non-Instructional Operations

A.
Operation and Maintenance of Plant/Grounds 
3510
P

B.
Compliance with 504 Regulations
3511
P

C.
Buildings

(1)
Utilities

(a) Energy Conservation
3513.1
P

(2)
Equipment
3514
P

(3) Community Use of School Facilities
3515
P/R
(4) Safety
3516
P

(a) Buildings and Grounds Inspection


and Reporting
(b) Security of Buildings and Grounds
3517
   R
(i) Site and Building Access
3517.1
P
D.
Data Processing Services

(1)
Student Data Protection and Privacy/
Cloud-Based Issues
3520.13
P
E.
Hazardous Materials in Schools

(a)
Pesticide Application
3524.1
P/R
F.
Fixed Operations
(1)
Insurance
3532
P
(a)
Liability Insurance
3532.1
P
(2)
Employee Bonds 
3533
P
G.
Auxiliary Agencies

(1)
Transportation 
3541
P/R
(a)
School Bus Riders
3541.1
P
(b)
Responsibilities and Duties
(i)
Boards of Education
3541.21
P
(c)
Routes and Services
3541.3
P

(i)
Hazardous Conditions 
3541.31
P

(ii)
Riding Other Than Assigned Bus
3541.311
P




(iii)
Special Transportation for School-


Related Trips
3541.32
P
(iv)
Bus Driver Safety/

Emergency Procedures
3541.35
P/R
(d)
Transportation Equipment
3541.4
P
(c)
Transportation Safety Complaints
3541.5
P/R
(2)
Food Service
3542
P
(3)
Office Services

(a)
Communication Services

(i)
Printing and Duplicating:


Copyrighted Materials
3543.11
P
