Bayless School District
Audit Committee Meeting Minutes

Thursday, April 8, 2010

1.  The meeting was called to order at 6:05 PM.  The following committee members were present: Bob Tenholder, Jeff Preisack, Ed Trischler, Stephen Pope.  
2. There was a review of Bayless School District Policy DA, Audit Committee duties and responsibilities; Policy DLC, Expense Reimbursements; and Policy GCL, Professional Staff Development Opportunities.  There was also a review of a Faculty Handbook.  
3. The committee next reviewed the documents provided by Bayless School District finance office concerning reimbursement for travel to a conference at Osage Beach, Missouri March 12th and 13th, 2010.  There was a lengthy discussion of the forms, policies and procedures associated with travel reimbursement.  The committee has the following recommendations for improving the fiscal accountability of the District.  If the Bayless School Board accepts these recommendations the committee believes implementation should occur at the start of the 2010- 2011 school year. 
a. Employee’s Request for Mileage.

1. As the employee did not drive, the mileage reimbursement should not be paid.  However, there is a cost to the District for transporting the three employees to the conference.  To be reimbursed one of the employees would need to submit an invoice from the company or individual that provided the transportation from St. Louis to Osage Beach and back. 

2. The amount requested by this employee is not in excess of what the District should expect to pay for transportation associated with this conference.  Any discrepancies with the request are due to poor documentation and instructions for requesting reimbursement.

b. Professional Development Participation Request.
1. Each individual attending should complete a separate request.  The provided form had all three individuals on the same form.
2. All items on the form should be completed.  If no response is required mark the item with a N/A.

3. The form provided to the committee had no approval signatures.  At a minimum, the school Principal should sign and date approving the travel.  Without any signatures no payment should be made.

4. Page 2, Cost to District – The attendee is allowed $44 per day for meals.  This item should be revised to show that if any meal is included in the training/ workshop registration cost of that meal would be deducted from the $44.  Possible breakdown of daily cost would 20% for breakfast, 40% for lunch, and 40% for dinner.
c.  Mileage Log Sheet

1. This log sheet should be revised and re-named to include all travel expenses combined on one spreadsheet. (registration fees, mileage, rooms fees, airline fees, rental car fee, miscellaneous expenses, etc.).
2. The spreadsheet should show cost entries for each day of the training/conference period.  Entries should be broken down so they can be easily understood and correlate to the receipts or entries on the participation request.

3. Receipts/ invoices should be attached for any charge the employee is expecting reimbursement for.  Receipts are not required for meals as the District is paying a flat daily rate. 

4. Mileage should only be reimbursed based upon distances shown on Map Quest or a similar internet program.  Any mileage requested in excess of the amount shown would need to be justified with an attached explanation.

5. There should be an instruction sheet developed to guide employees in completing this form.

d. Faculty Handbook

1. The section in the handbook on Purchase Orders should be expanded to include instructions on how to request training and also request reimbursement for any training expenses. 
4.  The meeting adjourned at 7:05 PM.
