3326

Business/Non-Instructional Operations
Payment of Bills
The Secretary shall use the following procedure concerning the payment of bills: 

1.
Receive and process all bills by initialing, dating receipt of items, and indicating account number where item is to be charged. 

2.
All bills will be reviewed and approved by the Superintendent. 

3.
Prepare checks for payment, including appropriate recordings in the financial records. 

4.
All expenditures are reviewed by the Board of Education at the regular monthly meeting.
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3326.1
Business/Non-Instructional Operations
Payroll Procedures and Authorized Signatures
The Superintendent of Schools or designee shall supervise the preparation of all payrolls. He/she shall certify payments for periods of approved absence in accordance with adopted policies of the Board of Education. The payroll clerk shall be authorized to make all deductions from each individual's pay as required by local, state, or federal regulations and any other deductions authorized by the individual and approved by the Board of Education. 
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