
 

SOUTHERN NEVADA TRADES HIGH SCHOOL 

 

NOTICE OF PUBLIC BUDGET MEETING 
 

The Southern Nevada Trades High School (SNTHS) will conduct a virtual public meeting on Monday, May 13, 2024, 

beginning at 5:00pm at our school site 1580 Bledsoe Lane, Las Vegas, NV 89110 and the following Google Meets link: 

 
meet.google.com/nvf-mamv-pap 

 

This public meeting will be conducted in accordance with Nevada’s Open Meeting Law, NRS 241.020.  

 

Public Comment: Time for public comment will be provided at the beginning of the meeting regarding any agenda items 

on which action may be taken by the public body and again before the adjournment of the meeting on any matter within 

the jurisdiction of the Southern Nevada Trades High School Board. See NRS 241.020(2)(d)(3)(I).  

 

Public comment may also be provided telephonically by utilizing the following conference call line:  +1 626-346-9543 PIN: 
170 687 012#  
 

Finally, public comment may also be submitted in writing via email at snthsinfo@gmail.com and any such public 

comment received prior to or during the meeting will be provided to the Board and included in the written minutes of the 

meeting.  

  

A time limit of three (3) minutes, subject to the discretion of the Chair, will be imposed on public comments in order to 

afford all members of the public who wish to comment an opportunity to do so within the timeframe available to the 

Board. Public comment will not be restricted based on viewpoint. 

 

The Board reserves the right to take agenda items out of order, items may be removed or delayed from the agenda at any 

time, and two or more items may be combined for consideration.  

 

Board Members: 

Officers: Brett Willis, Chair; Rebecca Merrihew, Vice Chair; Lisa Jones, Treasurer; Kelly Gaines, Secretary.   

Directors: Amber Hogan, Kent Lay, Tina Morgan, Amanda Moss, Kelly Suiter, Michael Van & Dan Wright 

 

Guests: 

Bob DeRuse, Advisory Board  

Kristin Dietz, EdTec  

Nicholas Mawad, EdTec  

 

SNTHS Staff: 

Julie Carver, Executive Director  

Candi Wadsworth, Principal  
 

 

 

 

 

 

 

 



 

AGENDA 
 

1) Call to Order & Roll Call. 

 

2) Public Comment #1.  

Public Comment will be taken during this agenda item regarding any item appearing on the agenda. No action 

may be taken on a matter discussed under this item until the matter is included on an agenda as an item on which 

action may be taken. See NRS 241.020. A time limit of three (3) minutes, subject to the discretion of the Chair, 

will be imposed on public comments. The Chair may allow additional public comment at his discretion. Public 

Comment #2 will provide an opportunity for public comment on any matter not on the agenda. 

 

3) Approval of April 8, 2024, SNTHS Board Meeting Action Minutes. The Board will review and possibly 

approve the action minutes from the April 8th Board meeting. 

Brett Willis, Chair. For Possible Action.  

 

 

4) Committee Reports. Information/Discussion 

a. Academics, Tina Morgan, Member/Principal Wadsworth will present Year in Review 

b. Facilities, Rebecca Merrihew, Vice Chair 

c. Marketing, Kelly Gaines, Secretary 

d. Finance, Lisa Jones, Treasurer-Bank Account Update 

e. Audit Committee, Lisa Jones, Treasurer 

 

 

5) March 2024 Financials including SPCSA performance metrics. Kristin Dietz and Nicholas Mawad will present 

the financials to the Board for approval. For Possible Action 

 

6) 2023-24 Second Faculty Bonus. Executive Director Julie Carver will present the faculty bonus for possible 

approval. For Possible Action 

 

7) 2024-25 Budget. Nicholas Mawad will present the budget to the Board for approval.  The budget is to be submitted 

to the state by June 8th. For Possible Action 

 

8) Financial Policy Revision. Executive Director Julie Carver will share with the board the revisions required as a 

result of our SPCSA grant audit.  Revisions due May 15th.  For Possible Action 

 

 

9) Executive Director’s Report. Executive Director Julie Carver will provide the Board with information and 

updates. Julie Carver, Executive Director. Information/Discussion. 

 

10) Enrollment. Executive Director Julie Carver will update the board on application numbers for 2024-25. 

Information/Discussion 

 

11) Public Comment #2. 

Public comment will be taken during this agenda item on any matter not on the agenda. See NRS 241.020(d)(3). 

No action may be taken on a matter raised under this item until the matter is included on an agenda as an item 

on which action may be taken. A time limit of three (3) minutes, subject to the discretion of the Chair, will be 

imposed on public comments. The Chair may allow additional public comment at her discretion.  

 

12) Adjournment.  



 

 

Supporting materials for items listed on the above-referenced agenda are available, at no charge, at the Southern Nevada 

Trades High School website, https://www.snvtradeshighschool.org/ and by contacting Julie Carver, Executive Director via 

email at snthsinfo@gmail.com, or via phone at 702-758-3512. 

 

In accordance with Nevada’s Open Meeting Law, this public notice and agenda has been posted on or before May 8, 

2024, as follows: 

 

At the Southern Nevada Trades High School website https://www.snvtradeshighschool.org/  

and 

At the State of Nevada’s official website, https://notice.nv.gov/ 

 

 

 

  

https://notice.nv.gov/


 

DECLARATION OF POSTING 

Pursuant to NRS 53.045, I declare under penalty of perjury that the following is true and correct: 

 

 That on or before April 3, 2024 this Public Notice and Agenda was posted at the above-referenced websites and 

locations. 

 

     
 Southern Nevada Trades High School 
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Earned $115k of Revenue in March

Revenue Source Amount Description

Local Revenue $4,175 Majority is Focus Plumbing

PCFP Base Funding $57,687 Based off ADE of 77.21

State Transportation $10,200 Reimbursement for bus service

CSP $31,862
March salary/benefits for CSP 

employees

Nutrition $11,046
January and February food 

reimbursement

Total Revenue $114,970

March Revenue Breakdown
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Incurred $202k of Expense in March

Expense Category Amount Description

Salaries & Benefits $100,142
Standard monthly amount for 

regular pay

Property Expense $48,933 Rent and utilities

Services $30,652
Student transportation, 

marketing, substitutes

Supplies $22,607
Student food, general supplies, 

curriculum

Total Expense $202,334

March Expense Breakdown



6
6

Fundraising forecast reduced by $109k… most other changes net out

Current Forecast vs. Previous Forecast

Revenue from Local Sources                961,849                853,174                (108,675)

State Revenue                852,279                852,279                            -   

Federal Revenue                922,537                899,574                  (22,963)

Total Revenue         2,736,665         2,605,027           (131,638)

Personnel Services-Salaries                930,370                925,962                     4,408 

Personnel Services-Employee Benefits                373,552                365,264                     8,288 

Professional and Tech Services                317,408                304,043                   13,364 

Property Services                436,746                440,746                    (4,000)

Other Services                138,134                141,146                    (3,012)

Supplies                538,492                548,044                    (9,552)

Debt Service and Miscellaneous                        180                        180                            -   

Total Expenses         2,734,882         2,725,385                9,496 

Operating Income                1,783           (120,358)           (122,141)

Beginning Balance (Unaudited)                690,575                690,575                            -   

Operating Income                     1,783               (120,358)                (122,141)

           692,359            570,217           (122,141)

25.3% 20.9% -4.4%

Previous 

Forecast

Current 

Forecast

2023-24 2023-24

Ending Fund Balance (incl.  Depreciation)

Ending Fund Balance as % of  Expenses

Variance

Expenses

Revenue
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Ended March with $758k, lots of purchases planned for June

2023–24 Cash Projection
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Shows what SNTHS owns and owes as of 3/31/24

Balance Sheet as of March 2024

Strong cash balance of $758k

AR balance – March PCFP and February/March CSP

Current Liabilities due to PERS lag time & amount due to ACE HS

June 2023 March 2024 YTD Change

Assets

Cash Balance 676,442 758,393 81,951

Current Assets (Accounts Receivable) 438,278 114,425 (323,853)

Other Assets 41,300 89,932 48,631

Total Assets 1,156,021 962,750 (193,270)

Liabilities & 

Equity

Current Liabilities 465,445 144,300 (321,145)

Beginning Net Assets 106,398 690,575 584,177

Net Income (Loss) to Date 584,177 127,875 (456,302)

Total Liabilities & Equity 1,156,021 962,750 (193,270)
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As of 3/31/24, SNTHS has spent $989k (66%)

CSP Grant Update

Account Description
Total Budget-

Current

Total 

Reimbursement 

Requests 

Submitted

Budget 

Remaining

100 Compensation 347,723        242,313               105,410        

200 Benefits 109,257        97,087                 12,170          

300 Contracted services 227,206        137,100               90,105          

345 Marketing 188,000        162,791               25,209          

520 Insurance 3,472            3,472                   -                 

600 Curriculum/CTE Supplies 205,848        96,829                 109,019        

651/734 Tech/IT Equipment/Software 104,081        74,786                 29,295          

733 Furniture & Equipment 314,413        174,550               139,863        

Totals 1,500,000 988,928               511,072    



2024–25 Budgeting
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Process begins in late winter/early spring with budget approval by June 8

2024–25 Budget Timeline

February March
April Board 

Meeting
April / May

May Board 
Meeting

June

Assumption 

development

Revisions

Board update 

& Tentative 

draft due to 

NDE on 4/15

Final revisions

Board 

approval

Final Budget 

due to NDE on 

6/8
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Fundraising: $350,000

PCFP: $2.9 million – 300 students, mostly Base Funding ($9,414/ADE), also SPED and ELL

Majority is unrestricted

Transportation: $144,300 – State program for charter schools

Budget breakeven, must spend on transportation services

Federal Grants: $197,000 – Title funding and Federal SPED

Only allowable expenditures

CSP: $50,000 – Currently an estimate of rollover amount
Expenditures per CSP budget

NSLP: $172,500 – Federal food reimbursement

Helps offset the cost of student food

$3.8 million in Total Revenue – sources outlined below

2024–25 Final Budget: Revenue Assumptions
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Metrics 2023–24 2024–25 Difference

FTE 15.5 21 5.5

Average % Increase - 5% N/A

Total Salaries $925,962 $1,203,000 $277,038

Total Benefits $365,264 $573,939 $208,675

Total Salaries & Benefits $1,291,226 $1,776,939 $485,713

Approximately $1.77 million in staff salaries and benefits – 

reduced by one staff member from Tentative Budget

Includes 21 full-time staff on payroll

2024–25 Final Budget: Expense Assumptions
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•Large reduction from 23–24Marketing – $20,000

•Per agreement with Red HookRent – $852,000

•$130k Utilities – includes Electricity, Gas, Water, Trash

•$30k Repairs & Maintenance (HVAC upgrades)
Facilities – $160,000

•Matches State Transportation RevenueTranspor. – $144,300

•Includes General Supplies and 11th grade curriculumSupplies/Curric. – $78,000

•Student computers/Chromebooks (100)Technology – $40,000

•Psychologist, substitutes, Title placeholdersContractors – $103,400

$1.9 million in Other Expenses

2024–25 Final Budget: Expense Assumptions
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Fundraising included for $350k, Operating Income is $145k

2024–25 Final Budget: 300 Students

2023-24 2024-25

Current 

Forecast

Final       

Budget

               853,174                350,000 

               852,279             3,031,944 

               899,574                419,540 

        2,605,027         3,801,484 

               925,962             1,203,000 

               365,264                573,939 

               304,043                249,866 

               440,746             1,033,374 

               141,146                229,538 

               548,044                366,170 

                       180                            -   

        2,725,385         3,655,887 

          (120,358)            145,597 

               690,575                570,217 

              (120,358)                145,597 

           570,217            715,814 

20.9% 19.6%

Debt Service and Miscellaneous

Total Revenue

Personnel Services-Salaries

Personnel Services-Employee Benefits

Professional and Tech Services

Property Services

Total Expenses

Other Services

Supplies

Operating Income

Revenue from Local Sources

Beginning Balance (Audited)

Operating Income

Ending Fund Balance (incl.  Depreciation)

Ending Fund Balance as % of  Expenses

Revenue

Expenses

State Revenue

Federal Revenue



Exhibits



Southern Nevada Trades High School
Income Statement
As of Mar FY2024

Yes

Jul Aug Sep Oct Nov Dec Jan Feb Mar Actual YTD
Approved 
Budget v1 

Previous 
Forecast

Current 
Forecast

Current 
Forecast 

Remaining

% Current 
Forecast 

Spent
SUMMARY
Revenue

Revenue from Local Sources 111,493       285,000       40,000         106,936       27,420         15,000         77,150         100,000       4,175           767,174            150,000              961,849          853,174          86,000            90%
State Revenue 147,853       38,853         38,853         119,575       54,083         60,683         68,500         57,687         67,887         653,975            1,604,460           852,279          852,279          198,304          77%
Federal Revenue 28,930         72,950         45,043         34,830         53,044         49,519         83,215         28,666         42,907         439,106            1,278,397           922,537          899,574          460,468          49%
Total Revenue 288,276       396,802       123,896       261,342       134,548       125,203       228,865       186,354       114,970       1,860,255         3,032,857           2,736,665       2,605,027       744,772          71%

Expenses
Personnel Services-Salaries 37,149         64,024         69,312         69,957         109,798       85,723         72,951         73,671         70,987         653,573            957,920              930,370          925,962          272,389          71%
Personnel Services-Employee Benefits 12,466         32,447         19,992         30,756         35,357         30,675         30,255         29,503         29,154         250,605            460,477              373,552          365,264          114,659          69%
Professional and Tech Services 5,360           43,168         38,304         21,400         12,398         8,809           39,863         16,136         15,961         201,398            357,584              317,408          304,043          102,645          66%
Property Services -                   7,600           25,453         11,474         76,603         45,647         56,199         45,353         48,933         317,263            369,945              436,746          440,746          123,483          72%
Other Services 486              22,181         17,273         30,186         7,281           11,841         15,072         4,518           14,691         123,531            73,956                138,134          141,146          17,615            88%
Supplies -                   61,116         18,084         35,632         20,119         19,992         10,276         (1,991)          22,607         185,835            758,976              538,492          548,044          362,209          34%
Debt Service and Miscellaneous -                   -                   -                   -                   166              10                -                   -                   -                   176                   1,244                 180                180                4                    98%
Total Expenses 55,460         230,537       188,418       199,405       261,721       202,697       224,617       167,191       202,334       1,732,380         2,980,101           2,734,882       2,725,385       993,005          64%

Operating Income 232,816       166,266       (64,522)        61,937         (127,174)      (77,494)        4,249           19,163         (87,365)        127,875            52,756                1,783             (120,358)        (248,233)        

Fund Balance
Beginning Balance (Unaudited) 694,589              690,575          690,575          
Operating Income 52,756                1,783             (120,358)        

Ending Fund Balance 747,344              692,359          570,217          

Total Revenue Per ADE 15,164                34,641            32,975            
Total Expenses Per ADE 14,901                34,619            34,499            
Operating Income Per ADE 264                    23                  (1,524)            

Actual YTD Budget



Southern Nevada Trades High School
Income Statement
As of Mar FY2024

Yes

Jul Aug Sep Oct Nov Dec Jan Feb Mar Actual YTD
Approved 
Budget v1 

Previous 
Forecast

Current 
Forecast

Current 
Forecast 

Remaining

% Current 
Forecast 

Spent

Actual YTD Budget

KEY ASSUMPTIONS

Enrollment Breakdown
Enrollment Summary

9-12 200                    79                  79                  
Total ADE 200                    79                  79                  



Southern Nevada Trades High School
Income Statement
As of Mar FY2024

Yes

Jul Aug Sep Oct Nov Dec Jan Feb Mar Actual YTD
Approved 
Budget v1 

Previous 
Forecast

Current 
Forecast

Current 
Forecast 

Remaining

% Current 
Forecast 

Spent

Actual YTD Budget

REVENUE

Revenue from Local Sources
1900 Other Local Revenue 100,000       -                   -                   -                   420              -                   150              -                   175              100,745            -                         100,420          100,745          -                     100%
1920 Contributions and Donations From Private Sources 11,493         285,000       40,000         105,000       27,000         15,000         77,000         100,000       4,000           664,493            150,000              859,493          750,493          86,000            89%
1980 Refund of Prior Year's Expenditures -                   -                   -                   1,936           -                   -                   -                   -                   -                   1,936                -                         1,936             1,936             -                     100%

SUBTOTAL - Revenue from Local Sources 111,493       285,000       40,000         106,936       27,420         15,000         77,150         100,000       4,175           767,174            150,000              961,849          853,174          86,000            90%

Intermediate Revenue Sources
SUBTOTAL - Intermediate Revenue Sources -                   -                   -                   -                   -                   -                   -                   -                   -                   -                       -                         -                     -                     -                      

State Revenue
3110.201 PCFP - Base Funding 38,853         38,853         38,853         99,775         54,083         54,083         68,500         57,687         57,687         508,375            1,604,460           703,356          703,356          194,981          72%
3200 State Funds & Grants-in-Aid 109,000       -                   -                   19,800         -                   6,600           -                   -                   10,200         145,600            -                         148,923          148,923          3,323             98%

SUBTOTAL - State Revenue 147,853       38,853         38,853         119,575       54,083         60,683         68,500         57,687         67,887         653,975            1,604,460           852,279          852,279          198,304          77%

Federal Revenue
4500.633 Title I -                   -                   -                   -                   -                   -                   8,555           -                   -                   8,555                83,136                21,707            21,707            13,152            39%
4500.639 IDEA -                   -                   -                   -                   -                   1,488           1,038           -                   -                   2,525                22,384                20,595            20,595            18,070            12%
4500.658 Title III-LEP -                   -                   -                   -                   -                   -                   -                   -                   -                   -                       7,958                 1,770             1,770             1,770             0%
4500.661 CSP 28,930         72,950         45,043         30,327         48,954         34,798         66,943         25,597         31,862         385,405            980,176              814,642          785,000          399,595          49%
4500.709 Title II -                   -                   -                   -                   -                   -                   -                   -                   -                   -                       24,143                8,472             8,472             8,472             0%
4500.715 Title IV – Well-Rounded Education -                   -                   -                   -                   -                   -                   -                   -                   -                   -                       5,799                 -                     -                     -                      
4500.802 NSLP -                   -                   -                   4,503           4,090           13,234         -                   3,069           11,046         35,942              154,800              55,350            55,350            19,408            65%
4500.870 Nutrition - Misc Federal Awards -                   -                   -                   -                   -                   -                   6,679           -                   -                   6,679                -                         -                     6,679             -                     100%

SUBTOTAL - Federal Revenue 28,930         72,950         45,043         34,830         53,044         49,519         83,215         28,666         42,907         439,106            1,278,397           922,537          899,574          460,468          49%

TOTAL REVENUE 288,276       396,802       123,896       261,342       134,548       125,203       228,865       186,354       114,970       1,860,255         3,032,857           2,736,665       2,605,027       744,772          71%



Southern Nevada Trades High School
Income Statement
As of Mar FY2024

Yes

Jul Aug Sep Oct Nov Dec Jan Feb Mar Actual YTD
Approved 
Budget v1 

Previous 
Forecast

Current 
Forecast

Current 
Forecast 

Remaining

% Current 
Forecast 

Spent

Actual YTD Budget

EXPENSES

Personnel Services-Salaries
101 Salaries-Teachers 14,583         36,667         38,143         36,155         58,180         46,605         37,235         37,955         35,692         341,215            550,000              491,861          490,161          148,946          70%
102 Salaries-Instructional Aides -                   -                   -                   2,850           3,167           3,167           3,167           3,167           3,167           18,683              -                         30,083            30,083            11,400            62%
104 Salaries-Licensed Administration 7,500           7,500           7,500           7,500           11,250         7,500           7,500           7,500           7,500           71,250              65,000                93,750            93,750            22,500            76%
105 Salaries-Non-licensed Administration 12,083         12,083         12,083         12,083         18,333         14,583         12,083         12,083         12,083         117,500            235,000              156,250          156,250          38,750            75%
106 Salaries-Other Licensed Staff -                   2,031           5,417           5,417           7,917           5,417           5,417           5,417           5,417           42,448              -                         67,500            64,792            22,344            66%
107 Salaries-Other Classified/Support Staff 2,982           5,743           6,169           5,952           10,952         8,452           7,550           7,550           7,129           62,477              71,236                90,926            90,926            28,449            69%
161 Salaries-Extra Duties-Teachers -                   -                   -                   -                   -                   -                   -                   -                   -                   -                       36,684                -                     -                     -                      

SUBTOTAL - Personnel Services-Salaries 37,149         64,024         69,312         69,957         109,798       85,723         72,951         73,671         70,987         653,573            957,920              930,370          925,962          272,389          71%
 

Personnel Services-Employee Benefits  
210 Employee Benefits - Group Insurance 492              13,232         (1,783)          9,220           5,814           8,921           8,578           7,816           8,230           60,518              113,400              88,200            87,675            27,157            69%
220 Employee Benefits - Social Security Contributions 221              47                -                   116              -                   -                   99                99                73                655                   2,662                 396                396                (259)               165%
230 Employee Benefits - Retirement Contributions 11,215         18,280         19,879         20,448         20,554         20,554         20,554         20,554         19,856         171,892            306,520              245,012          244,104          72,212            70%
240 Employee Benefits - Medicare Payments 539              888              963              972              1,549           1,200           1,024           1,035           996              9,166                13,890                13,490            13,426            4,261             68%
260 Employee Benefits - Unemployment Compensation -                   -                   0                  (0)                 -                   -                   -                   -                   -                   0                      20,182                17,654            10,887            10,887            0%
270 Employee Benefits - Workers Compensation -                   -                   934              -                   7,440           -                   -                   -                   -                   8,374                3,823                 8,800             8,776             402                95%

SUBTOTAL - Personnel Services-Employee Benefits 12,466         32,447         19,992         30,756         35,357         30,675         30,255         29,503         29,154         250,605            460,477              373,552          365,264          114,659          69%
 

Professional and Tech Services  
310 Office/Administrative Services 89                1,304           262              215              160              401              154              1,333           267              4,184                3,133                 3,150             4,884             700                86%
320 Professional Educational Services -                   4,290           6,325           4,095           1,100           3,138           2,718           1,925           3,925           27,515              213,836              89,643            67,067            39,553            41%
330 Training & Development Services -                   -                   -                   -                   -                   -                   -                   -                   -                   -                       500                    500                500                500                0%
331 Training & Development Services - Teachers -                   -                   -                   1,450           -                   -                   11,234         7,120           -                   19,805              30,500                40,500            35,500            15,696            56%
340 Other Professional Services -                   500              5,255           3,500           -                   -                   -                   -                   -                   9,255                19,000                22,000            30,255            21,000            31%
340.1 Business Service Fees 5,271           5,271           5,271           5,271           5,271           5,271           5,271           5,271           5,271           47,437              63,250                63,250            63,250            15,813            75%
345 Marketing Services -                   31,349         20,736         6,414           -                   -                   20,000         -                   6,402           84,901              4,000                 85,000            92,587            7,686             92%
350 Technical Services -                   455              455              455              5,867           -                   487              487              96                8,302                -                         13,365            10,000            1,698             83%
352 Other Technical Services -                   -                   -                   -                   -                   -                   -                   -                   -                   -                       23,365                -                     -                     -                      

SUBTOTAL - Professional and Tech Services 5,360           43,168         38,304         21,400         12,398         8,809           39,863         16,136         15,961         201,398            357,584              317,408          304,043          102,645          66%

Property Services
410 Utility Services -                   -                   2,235           3,730           3,239           2,091           3,858           1,273           1,672           18,098              54,000                26,400            26,400            8,302             69%
411 Water and Sewer -                   -                   -                   5,756           448              481              475              685              646              8,490                -                         24,000            24,000            15,510            35%
421 Garbage and Disposal -                   -                   890              1,113           -                   43                1,113           -                   43                3,203                4,200                 12,000            12,000            8,797             27%
422 Janitorial and Custodial Services -                   3,300           1,081           -                   -                   -                   -                   -                   -                   4,381                -                         4,785             4,785             404                92%
430 Repairs and Maintenance Services -                   597              17,084         740              30,013         129              165              492              3,669           52,889              6,250                 50,000            54,000            1,111             98%
441 Rent - Land and Building -                   -                   -                   -                   42,768         42,768         42,768         42,768         42,768         213,841            297,495              299,378          299,378          85,537            71%
442 Rental of Equipment and Vehicles -                   -                   -                   -                   -                   -                   -                   -                   -                   -                       8,000                 -                     -                     -                      
443 Rentals of Computers and Related Equipment -                   3,703           -                   -                   -                   -                   7,685           -                   -                   11,388              -                         14,400            14,400            3,012             79%
490 Other Purchased Property Services -                   -                   4,163           135              135              135              135              135              135              4,973                -                         5,783             5,783             810                86%

SUBTOTAL - Property Services -                   7,600           25,453         11,474         76,603         45,647         56,199         45,353         48,933         317,263            369,945              436,746          440,746          123,483          72%

Other Services
519 Student Transportation -                   6,600           9,451           13,200         5,750           6,660           5,100           1,755           13,000         61,516              12,200                66,000            69,000            7,484             89%
522 Liability Insurance -                   6,383           2,995           15,471         -                   -                   -                   -                   -                   24,850              24,000                24,850            24,850            -                     100%
531 Postage -                   -                   -                   -                   -                   -                   -                   12                -                   12                    -                         -                     12                  0                    100%
535 Phone & internet services -                   2,334           1,645           -                   -                   -                   -                   -                   476              4,454                9,600                 6,000             6,000             1,546             74%
540 Advertising -                   678              2,127           -                   -                   -                   -                   523              494              3,822                1,000                 2,805             5,805             1,983             66%
550 Printing and Binding -                   -                   380              -                   96                -                   -                   -                   -                   476                   -                         476                476                -                     100%
570 Food Service Management -                   5,701           180              839              759              4,505           9,251           1,508           -                   22,742              2,600                 24,561            24,561            1,819             93%
580 Travel -                   -                   10                -                   -                   -                   -                   -                   -                   10                    4,500                 4,650             1,650             1,640             1%
591 CS Sponsor Fee (1.25% of PCFP) 486              486              486              676              676              676              721              721              721              5,648                20,056                8,792             8,792             3,144             64%

SUBTOTAL - Other Services 486              22,181         17,273         30,186         7,281           11,841         15,072         4,518           14,691         123,531            73,956                138,134          141,146          17,615            88%

Supplies
610 General Supplies -                   4,790           1,502           4,192           2,900           8,065           1,301           1,986           3,565           28,301              213,931              39,600            46,413            18,112            61%
612 Non-capitalized equipment -                   2,354           6,129           14,466         -                   -                   -                   489              -                   23,438              176,000              284,000          284,000          260,562          8%
630 Food -                   706              559              10,035         7,585           11,926         536              3,968           14,499         49,815              147,600              64,550            64,550            14,735            77%
641 Textbooks -                   3,869           5,542           3,869           7,743           -                   -                   (9,411)          4,539           16,151              151,000              65,000            54,870            38,719            29%
650 Supplies-Information Technology-related - General -                   11,812         4,351           1,828           1,880           -                   8,439           973              -                   29,283              33,100                30,812            39,283            10,000            75%
651 Supplies - Technology - Software -                   37,585         -                   1,243           -                   -                   -                   -                   -                   38,828              32,345                49,530            58,828            20,000            66%
653 Web-based and similar programs -                   -                   -                   -                   12                -                   -                   4                  4                  20                    5,000                 5,000             100                80                  20%

SUBTOTAL - Supplies -                   61,116         18,084         35,632         20,119         19,992         10,276         (1,991)          22,607         185,835            758,976              538,492          548,044          362,209          34%

Depreciation Expense
SUBTOTAL - Depreciation Expense -                   -                   -                   -                   -                   -                   -                   -                   -                   -                       -                         -                     -                     -                      

Debt Service and Miscellaneous
810 Dues and Fees -                   -                   -                   -                   166              10                -                   -                   -                   176                   1,244                 180                180                4                    98%

SUBTOTAL - Debt Service and Miscellaneous -                   -                   -                   -                   166              10                -                   -                   -                   176                   1,244                 180                180                4                    98%



Southern Nevada Trades High School
Income Statement
As of Mar FY2024

Yes

Jul Aug Sep Oct Nov Dec Jan Feb Mar Actual YTD
Approved 
Budget v1 

Previous 
Forecast

Current 
Forecast

Current 
Forecast 

Remaining

% Current 
Forecast 

Spent

Actual YTD Budget

Other Items - Expense
SUBTOTAL - Other Items - Expense -                   -                   -                   -                   -                   -                   -                   -                   -                   -                       -                         -                     -                     -                      

TOTAL EXPENSES 55,460         230,537       188,418       199,405       261,721       202,697       224,617       167,191       202,334       1,732,380         2,980,101           2,734,882       2,725,385       993,005          64%



Southern Nevada Trades High School
Monthly Cash Forecast
As of Mar FY2024

Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Forecast Remaining
Actuals Actuals Actuals Actuals Actuals Actuals Actuals Actuals Actuals Forecast Forecast Forecast Balance

Beginning Cash 676,442           493,978           717,369           780,760           849,952           691,234           776,180           740,059           822,379           758,393           663,853           627,590           

REVENUE
Revenue from Local Sources 111,493           285,000           40,000             106,936           27,420             15,000             77,150             100,000           4,175               25,000             59,000             2,000               853,174           -                       
Intermediate Revenue Sources -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       
State Revenue 147,853           38,853             38,853             119,575           54,083             60,683             68,500             57,687             67,887             61,010             68,647             68,647             852,279           (0)                     
Federal Revenue 28,930             72,950             45,043             34,830             53,044             49,519             83,215             28,666             42,907             56,554             121,279           282,634           899,574           0                      
Other Financing Sources -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       
Other Items -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       

TOTAL REVENUE 288,276           396,802           123,896           261,342           134,548           125,203           228,865           186,354           114,970           142,564           248,926           353,281           2,605,027        0                      

EXPENSES
Personnel Services-Salaries 37,149             64,024             69,312             69,957             109,798           85,723             72,951             73,671             70,987             75,010             90,174             80,140             925,962           27,065             
Personnel Services-Employee Benefits 12,466             32,447             19,992             30,756             35,357             30,675             30,255             29,503             29,154             32,136             28,504             39,391             365,264           14,628             
Professional and Tech Services 5,360               43,168             38,304             21,400             12,398             8,809               39,863             16,136             15,961             20,362             41,789             40,494             304,043           (0)                     
Property Services -                       7,600               25,453             11,474             76,603             45,647             56,199             45,353             48,933             55,334             53,953             14,197             440,746           0                      
Other Services 486                  22,181             17,273             30,186             7,281               11,841             15,072             4,518               14,691             10,826             3,837               2,953               141,146           0                      
Supplies -                       61,116             18,084             35,632             20,119             19,992             10,276             (1,991)              22,607             43,432             43,357             275,420           548,044           -                       
Depreciation Expense -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       
Debt Service and Miscellaneous -                       -                       -                       -                       166                  10                    -                       -                       -                       4                      -                       -                       180                  -                       
Other Items - Expense -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       

TOTAL EXPENSES 55,460             230,537           188,418           199,405           261,721           202,697           224,617           167,191           202,334           237,104           261,614           452,594           2,725,385        41,692             

Operating Cash Inflow (Outflow) 232,816           166,266           (64,522)            61,937             (127,174)          (77,494)            4,249               19,163             (87,365)            (94,540)            (12,688)            (99,313)            (120,358)          (41,692)            

Accounts Receivable - Current Year (42,049)            89,559             111,054           (18,110)            (3,262)              162,440           (40,465)            (13,747)            78,434             -                       -                       (223,835)          
Other Assets -                       (48,631)            -                       -                       -                       -                       -                       -                       -                       -                       -                       -                       
Accounts Payable - Current Year (176,175)          (5,271)              5,271               23,117             (28,388)            -                       96                    53,083             (53,179)            -                       -                       -                       
Other Current Liabilities (197,056)          21,468             11,589             2,248               106                  -                       -                       23,822             (1,876)              -                       (23,575)            (23,575)            

Ending Cash 493,978           717,369           780,760           849,952           691,234           776,180           740,059           822,379           758,393           663,853           627,590           280,867           

2023-24
Actuals & Forecast



Southern Nevada Trades High School
Balance Sheet
As of Mar FY2024

Jun FY2023 Mar FY2024 YTD Change
ASSETS

Cash Balance 676,442            758,393            81,951              
Current Assets 438,278            114,425            (323,853)           
Other Assets 41,300              89,932              48,631              
TOTAL ASSETS 1,156,021         962,750            (193,270)           

LIABILITIES & EQUITY

Current Liabilities 465,445            144,300            (321,145)           
Beginning Net Assets 106,398            690,575            584,177            
Net Income (Loss) to Date 584,177            127,875            (456,302)           
TOTAL LIABILITIES & EQUITY 1,156,021         962,750            (193,270)           



Southern Nevada Trades High School
2024-25 Final Budget
300 Students

Year 1 Year 2
2023-24 2024-25

SUMMARY
Revenue

Revenue from Local Sources 853,174        350,000        
State Revenue 852,279        3,031,944     
Federal Revenue 899,574        419,540        
Total Revenue 2,605,027     3,801,484     

Expenses
Personnel Services-Salaries 925,962        1,203,000     
Personnel Services-Employee Benefits 365,264        573,939        
Professional and Tech Services 304,043        249,866        
Property Services 440,746        1,033,374     
Other Services 141,146        229,538        
Supplies 548,044        366,170        
Debt Service and Miscellaneous 180               -                    
Total Expenses 2,725,385     3,655,887     

Operating Income (120,358)       145,597        

Fund Balance
Beginning Balance (Unaudited) 690,575        570,217        
Audit Adjustment
Beginning Balance (Audited) 690,575        570,217        
Operating Income (120,358)       145,597        

Ending Fund Balance 570,217        715,814        

Total Revenue Per ADE 32,975          12,672          
Total Expenses Per ADE 34,499          12,186          
Operating Income Per ADE (1,524)           485               
Fund Balance as a % of Expenses 21% 20%



Southern Nevada Trades High School
2024-25 Final Budget
300 Students

Year 1 Year 2
2023-24 2024-25

Key Assumptions

Total ADE 79                 300               



Southern Nevada Trades High School
2024-25 Final Budget
300 Students

Year 1 Year 2
2023-24 2024-25

REVENUE

Revenue from Local Sources
1900 Other Local Revenue 100,745        -                    
1920 Contributions and Donations From Private Sources 750,493        350,000        
1980 Refund of Prior Year's Expenditures 1,936            -                    

SUBTOTAL - Revenue from Local Sources 853,174        350,000        

Intermediate Revenue Sources
SUBTOTAL - Intermediate Revenue Sources -                    -                    

State Revenue
3110.201 PCFP - Base Funding 703,356        2,824,200     
3200 State Funds & Grants-in-Aid 148,923        144,300        
3254 PCFP - ELL -                    22,744          
3270 State SpEd -                    40,700          

SUBTOTAL - State Revenue 852,279        3,031,944     

Federal Revenue
4500.633 Title I 21,707          81,401          
4500.639 IDEA 20,595          77,231          
4500.658 Title III-LEP 1,770            6,638            
4500.661 CSP 785,000        50,000          
4500.709 Title II 8,472            31,770          
4500.802 NSLP 55,350          172,500        
4500.87 Nutrition - Misc Federal Awards 6,679            -                    

SUBTOTAL - Federal Revenue 899,574        419,540        

TOTAL REVENUE 2,605,027     3,801,484     



Southern Nevada Trades High School
2024-25 Final Budget
300 Students

Year 1 Year 2
2023-24 2024-25

EXPENSES

Personnel Services-Salaries
101 Salaries-Teachers 490,161        721,000        
102 Salaries-Instructional Aides 30,083          40,000          
104 Salaries-Licensed Administration 93,750          94,500          
105 Salaries-Non-licensed Administration 156,250        152,000        
106 Salaries-Other Licensed Staff 64,792          118,500        
107 Salaries-Other Classified/Support Staff 90,926          77,000          

SUBTOTAL - Personnel Services-Salaries 925,962        1,203,000     

Personnel Services-Employee Benefits
210 Employee Benefits - Group Insurance 87,675          121,800        
220 Employee Benefits - Social Security Contributions 396               -                    
230 Employee Benefits - Retirement Contributions 244,104        397,980        
240 Employee Benefits - Medicare Payments 13,426          17,444          
260 Employee Benefits - Unemployment Compensation 10,887          25,922          
270 Employee Benefits - Workers Compensation 8,776            10,794          

SUBTOTAL - Personnel Services-Employee Benefits 365,264        573,939        

Professional and Tech Services
310 Office/Administrative Services 4,884            4,464            
320 Professional Educational Services 67,067          103,408        
330 Training & Development Services 500               -                    
331 Training & Development Services - Teachers 35,500          12,000          
340 Other Professional Services 30,255          30,125          
340.1 Business Service Fees 63,250          70,000          
345 Marketing Services 92,587          20,000          
350 Technical Services 10,000          7,200            
352 Other Technical Services -                    2,670            

SUBTOTAL - Professional and Tech Services 304,043        249,866        

Property Services
410 Utility Services 26,400          52,800          
411 Water and Sewer 24,000          48,000          
421 Garbage and Disposal 12,000          24,000          



Southern Nevada Trades High School
2024-25 Final Budget
300 Students

Year 1 Year 2
2023-24 2024-25

422 Janitorial and Custodial Services 4,785            5,000            
430 Repairs and Maintenance Services 54,000          35,000          
441 Rent - Land and Building 299,378        852,154        
443 Rentals of Computers and Related Equipment 14,400          14,760          
490 Other Purchased Property Services 5,783            1,661            

SUBTOTAL - Property Services 440,746        1,033,374     

Other Services
519 Student Transportation 69,000          144,300        
522 Liability Insurance 24,850          27,335          
531 Postage 12                 -                    
535 Phone & internet services 6,000            6,600            
540 Advertising 5,805            3,000            
550 Printing and Binding 476               1,000            
570 Food Service Management 24,561          12,000          
580 Travel 1,650            -                    
591 CS Sponsor Fee (1.25% of PCFP) 8,792            35,303          

SUBTOTAL - Other Services 141,146        229,538        

Supplies
610 General Supplies 46,413          24,000          
612 Non-capitalized equipment 284,000        32,000          
630 Food 64,550          196,200        
641 Textbooks 54,870          42,000          
650 Supplies-Information Technology-related - General 39,283          41,970          
651 Supplies - Technology - Software 58,828          25,000          
653 Web-based and similar programs 100               5,000            

SUBTOTAL - Supplies 548,044        366,170        

Depreciation Expense
SUBTOTAL - Depreciation Expense -                    -                    

Debt Service and Miscellaneous
810 Dues and Fees 180               -                    

SUBTOTAL - Debt Service and Miscellaneous 180               -                    



Southern Nevada Trades High School
2024-25 Final Budget
300 Students

Year 1 Year 2
2023-24 2024-25

Other Items - Expense
SUBTOTAL - Other Items - Expense -                    -                    

TOTAL EXPENSES 2,725,385     3,655,887     



Southern Nevada Trades High School
Monthly Cash Forecast
As of Mar FY2024

Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Forecast Remaining
Actuals Actuals Actuals Actuals Actuals Actuals Actuals Actuals Actuals Forecast Forecast Forecast Balance

Beginning Cash 676,442       493,978       717,369       780,760       849,952       691,234       776,180       740,059       822,379       758,393       663,853       627,590       

REVENUE

Revenue from Local Sources 111,493       285,000       40,000         106,936       27,420         15,000         77,150         100,000       4,175           25,000         59,000         2,000           853,174       -                   
Intermediate Revenue Sources -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   
State Revenue 147,853       38,853         38,853         119,575       54,083         60,683         68,500         57,687         67,887         61,010         68,647         68,647         852,279       (0)                 
Federal Revenue 28,930         72,950         45,043         34,830         53,044         49,519         83,215         28,666         42,907         56,554         121,279       282,634       899,574       0                  
Other Financing Sources -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   
Other Items -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   

TOTAL REVENUE 288,276       396,802       123,896       261,342       134,548       125,203       228,865       186,354       114,970       142,564       248,926       353,281       2,605,027    0                  

EXPENSES

Personnel Services-Salaries 37,149         64,024         69,312         69,957         109,798       85,723         72,951         73,671         70,987         75,010         90,174         80,140         925,962       27,065         
Personnel Services-Employee Benefits 12,466         32,447         19,992         30,756         35,357         30,675         30,255         29,503         29,154         32,136         28,504         39,391         365,264       14,628         
Professional and Tech Services 5,360           43,168         38,304         21,400         12,398         8,809           39,863         16,136         15,961         20,362         41,789         40,494         304,043       (0)                 
Property Services -                   7,600           25,453         11,474         76,603         45,647         56,199         45,353         48,933         55,334         53,953         14,197         440,746       0                  
Other Services 486              22,181         17,273         30,186         7,281           11,841         15,072         4,518           14,691         10,826         3,837           2,953           141,146       0                  
Supplies -                   61,116         18,084         35,632         20,119         19,992         10,276         (1,991)          22,607         43,432         43,357         275,420       548,044       -                   
Depreciation Expense -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   
Debt Service and Miscellaneous -                   -                   -                   -                   166              10                -                   -                   -                   4                  -                   -                   180              -                   
Other Items - Expense -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   

TOTAL EXPENSES 55,460         230,537       188,418       199,405       261,721       202,697       224,617       167,191       202,334       237,104       261,614       452,594       2,725,385    41,692         

Operating Cash Inflow (Outflow) 232,816       166,266       (64,522)        61,937         (127,174)      (77,494)        4,249           19,163         (87,365)        (94,540)        (12,688)        (99,313)        (120,358)      (41,692)        

Accounts Receivable - Current Year (42,049)        89,559         111,054       (18,110)        (3,262)          162,440       (40,465)        (13,747)        78,434         -                   -                   (223,835)      
Other Assets -                   (48,631)        -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   
Accounts Payable - Current Year (176,175)      (5,271)          5,271           23,117         (28,388)        -                   96                53,083         (53,179)        -                   -                   -                   
Expenses - Prior Year Accruals -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   
Other Current Liabilities (197,056)      21,468         11,589         2,248           106              -                   -                   23,822         (1,876)          -                   (23,575)        (23,575)        

Ending Cash 493,978       717,369       780,760       849,952       691,234       776,180       740,059       822,379       758,393       663,853       627,590       280,867       

Year 1
2023-24



Southern Nevada Trades High School
Monthly Cash Forecast
As of Mar FY2024

Beginning Cash

REVENUE

Revenue from Local Sources
Intermediate Revenue Sources
State Revenue
Federal Revenue
Other Financing Sources
Other Items

TOTAL REVENUE

EXPENSES

Personnel Services-Salaries
Personnel Services-Employee Benefits
Professional and Tech Services
Property Services
Other Services
Supplies
Depreciation Expense
Debt Service and Miscellaneous
Other Items - Expense

TOTAL EXPENSES

Operating Cash Inflow (Outflow)

Accounts Receivable - Current Year
Other Assets
Accounts Payable - Current Year
Expenses - Prior Year Accruals
Other Current Liabilities

Ending Cash

Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Forecast Remaining
Forecast Forecast Forecast Forecast Forecast Forecast Forecast Forecast Forecast Forecast Forecast Forecast Balance

280,867       230,424       449,822       456,355       442,561       418,906       394,102       423,475       452,849       463,708       492,180       520,731       

29,167         29,167         29,167         29,167         29,167         29,167         29,167         29,167         29,167         29,167         29,167         29,167         350,000       -                   
-                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   
-                   249,270       259,445       249,270       249,270       259,445       249,270       249,270       259,445       249,270       249,270       259,445       3,031,944    249,270       
-                   -                   64,375         14,375         14,375         14,375         47,215         47,215         47,215         47,215         47,215         47,215         419,540       28,750         
-                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   
-                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   

29,167         278,437       352,987       292,812       292,812       302,987       325,652       325,652       335,827       325,652       325,652       335,827       3,801,484    278,020       

58,544         99,137         99,137         99,137         108,997       101,569       99,137         99,137         99,137         99,947         99,947         99,947         1,203,000    39,229         
40,198         46,968         46,968         46,968         46,968         46,968         46,968         46,968         46,968         46,968         46,968         46,968         573,939       17,093         
22,361         18,978         18,978         18,978         18,978         34,041         15,645         15,645         15,645         15,645         15,645         30,708         249,866       8,617           

2,417           10,817         135,917       96,071         96,071         99,761         96,071         96,071         99,761         96,161         96,084         99,774         1,033,374    8,400           
27,576         30,518         16,850         16,850         16,850         16,850         16,850         16,850         16,850         16,850         16,850         16,850         229,538       2,942           
72,328         21,753         28,603         28,603         28,603         28,603         21,608         21,608         21,608         21,608         21,608         16,941         366,170       32,700         

-                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   
-                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   
-                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   

223,424       228,170       346,453       306,607       316,467       327,791       296,278       296,278       299,968       297,179       297,102       311,188       3,655,887    108,982       

(194,257)      50,267         6,534           (13,795)        (23,655)        (24,804)        29,374         29,374         35,859         28,473         28,550         24,639         145,597       169,039       

169,130       169,130       -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   
-                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   
-                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   

(41,692)        -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   -                   
16,376         -                   -                   -                   -                   -                   -                   -                   (25,000)        -                   -                   -                   

230,424       449,822       456,355       442,561       418,906       394,102       423,475       452,849       463,708       492,180       520,731       545,370       

Year 2
2024-25
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Risk Based Monitoring: Corrective Action Plan (CAP) 

 

 

Charter School Southern Nevada Trades High School (SNTHS) 

Charter Address 1580 Bledsoe Ln, Las Vegas, NV 89110 

Charter Leader Julie Carver 

Submitted By Julie Carver 

Fiscal Year 2023-2024 

Instructions for completing the CAP: 

1. Please complete this item as a Word document so it remains a working form. Do not PDF before submission. 

2. A signature page is attached to this document on the last page. You should print the signature page for signature. Then, upload a PDF of the signed signature page along with 

your completed Word Document. 
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All issues identified will be completed on or before: July 31, 2024 

 

Monitoring 
Area 

Issue Identified Corrective Action Required Items Needed/ 
Submission Instructions 

School Staff 
Member(s) 

Responsible (Name 

and Position) 

Fiscal: 
Internal 
Controls 

• Conditions Found Not in 
Compliance: 
Documented processes and procedures 
for monitoring and conducting internal 
reviews of fiscal performance for a grant 
award are not in compliance with 
Uniform Guidance and indicate a 
deficiency in internal controls. 

Develop applicable and appropriate 
compliant written policies and procedures. 
Document business processes to ensure 
annual grant performance evaluations are 
present within the policy. Processes are 
recommended to be tied to School 
Performance Plan review checks and 
through the review of financial metrics to 
track and compare financial 

performance against goals. 

Policy will be revised and presented for 
approval at July Board meeting. Revised 
financial policies and procedures will then 
be sent to SPCSA Director of Finance and 
Operations. 
 
SEE PAGE 44 of Financial Policies 

Julie Carver/ Executive 
Director 
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Fiscal: 
Procurement 

• Conditions Found Not in 
Compliance: 
Documented procurement procedures 
for informal, formal, and noncompetitive 
procurement methods absent within the 
school’s policy on pages 31-34. 

1. Strengthen the school’s procurement 
policy by including written procedures 
consistent with the standards of 
200.317-200.319 to include the 
following three methods of 
procurement used for the acquisition of 
property or services required under a 
Federal subaward: 

a. Informal procurement 
methods (micro-purchases of 
$10K or less/small purchases 
above $10K and below 
$250K) 

b. Formal procurement methods 
(exceed $250K, for example- 
sealed bids) 

c. Noncompetitive 
procurement methods 
(single/sole source, public 
emergency, authorization 
from SPCSA/pass-through 
agency) as outlined in 2 
C.F.R. Part 200 - Uniform 
Administrative Requirements, 
Cost Principles, and Audit 
Requirements for Federal 

Awards. 

Policy will be revised and presented for 
approval at July Board meeting. Revised 
financial policies and procedures will then 
be sent to SPCSA Director of Finance and 
Operations. 
 
SEE PAGE 27 of Financial Policies 

Julie Carver/ Executive 
Director 

Fiscal: 
Inventory 

• Conditions Found Not in 
Compliance: 
Inventory records described in Southern 
Nevada Trade High School’s policies and 
procedures are missing required 
internal controls 

and inventory records data. The 

1. Develop compliant written inventory and 
equipment policies and procedures; 
relevant staff should become familiar 
with documented processes. 

Policy will be revised and presented for 
approval at July Board meeting. Revised 
financial policies and procedures will then 
be sent to SPCSA Director of Finance and 
Operations. 

Julie Carver/ Executive 
Director 
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 federal regulation is very specific as to 
the required components of an 
inventory. The following items are 
required for all inventories: 

1. Description. 

2. Serial number. 

3. Acquisition date of purchase. 

4. Funding source. 

5. Assisted Listing Number-(ALN) 
(former Catalog of Federal 
Domestic Assistance-CFDA #). 

6. Federal Award Identification 
Number (FAIN)-both ALN and FAIN 
numbers can be located on the 
executed grant subaward. 

7. Unit cost. 

8. Who owns the title? 

9. Percent of federal participation. 

10. Location/room number. 

11. Use and condition. 

12. Disposition information. Written 

policies and procedures are not 

compliant with Uniform Guidance. 

 SEE PAGE 23 of Financial Policies  

Fiscal: 
Records 
Retention 

• Conditions Found Not in 
Compliance: 
Written records retention policies and 
procedures not compliant with Uniform 
Guidance. Procedures on page 35 do not 
reflect the electronic procedures and 
practices that were shared by staff 
during our onsite monitoring visit. 

1. Develop compliant written policies and 
procedures; relevant staff should 
become familiar with documented 
processes. The policies and procedures 
should be revised to reflect the current 
electronic online procedures (including 
the fidelity of and the restricted access 
to encrypted files/online records 

retained locally.) 

Policy will be revised and presented for 
approval at July Board meeting. Revised 
financial policies and procedures will then 
be sent to SPCSA Director of Finance and 
Operations. 
SEE PAGE 38 of Financial Policies 

Julie Carver/ Executive 
Director 
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Fiscal: Audit 
Resolution 

• Conditions Found Not in 
Compliance: 
Written audit policy is missing 
procedures for audit report submission 
deadlines to the Federal Audit 
Clearinghouse (FAC) and other relevant 
stakeholders required by the Uniform 
Guidance. 

1. Develop compliant written policies and 
procedures for audit Resolution that 
meet the requirements of the Uniform 
Guidance. The school’s written Audit 
policy and procedures should include 
written procedures to ensure timely 
submission of the single audit to the 
Federal Audit 

Clearinghouse and the SPCSA. 

Policy will be revised and presented for 
approval at July Board meeting. Revised 
financial policies and procedures will then 
be sent to SPCSA Director of Finance and 
Operations. 
SEE PAGE 10  of Financial Policies 

Julie Carver/ Executive 
Director 

Program: 
Special 
Education 

• Conditions Found Not in 
Compliance: 

Missing the access list that is maintained 

for public inspection. 

1. Ensure the most updated access list is 
posted near the location where 
confidential folders are stored. 

 Access list was added to the cabinet on 
2/09/2024 

 School Principal, Candi 
Wadsworth 

Program: 
Special 
Education 

• Conditions Found Not in 
Compliance: 
IEP Participants: Parents, Student, GE 
Teacher, Interpreter, and LEA 

[NAC 388.281]. 

1. Ensure that the IEP has been signed by 
one or both student’s 
parents/guardians, GE Teacher, 
Interpreter, and LEA. 

 IEP was amended/updated on 03/20/2024 School Principal, Candi 
Wadsworth 

Program: 
Special 
Education 

• Conditions Found Not in 
Compliance: 
Special Factors: Behavior Needs [NAC 
388.284] was marked “Yes” for 
behavior, which is not addressed in the 
IEP, and No Behavior Intervention Plan 
(BIP) was 

provided. 

1. Ensure that the IEP is amended to reflect 
behavior needs. If behavior supports are 
necessary, provide a Behavior 
Intervention Plan (BIP). 

 IEP was amended/updated on 03/20/2024 School Principal, Candi 
Wadsworth 

Program: 
Special 
Education 

• Conditions Found Not in 
Compliance: 

SAAS: The list of supplementary aids and 

services [NAC 388.284] is not addressed 

in the IEP. 

1. Ensure that the IEP is amended to reflect 
Supplementary aids and services needs. 

 IEP was amended/updated on 03/20/2024  
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SIGNATURE PAGE 

 

 
If the plan has not been approved, it means that your school has items that have follow-up needed. Please refer to the attached CAP log for additional information regarding the items in 

need of attention. 

 
SIGNATURES – TO BE COMPLETED AFTER CAP APPROVAL 

SPCSA Director of Finance and Operations  Date: 

Charter Leader (Name and Position)  Date: 

Charter Board President  Date: 

 
Please note that the SPCSA Director of Finance and Operations will only sign once your CAP is fully approved. 

***This section to be completed by SPCSA Staff*** 
 

This Corrective Action Plan is: 

☐ Approved on Click or tap to enter a date. 

☐ Not Approved on Click or tap to enter a date. 
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FOREWORD AND GENERAL OUTLINE 
The Board of Directors of Southern Nevada Trades High School (SNTHS) has adopted sound financial 

policies and accounting procedures in accordance with Nevada Law. These policies, identified in this 

Financial Policies and Procedures Manual, ensure effective internal controls over revenues, expenses 

and fixed assets and are evaluated on a regular basis to ensure compliance with all statutory and 

regulatory authorities. 

The school Administrator will be responsible for all aspects of school operations within the scope of 

operating policy and budgetary approval by the Board of Directors. The school's on- site 

administration/faculty and staff will report directly to the Administrator, who then reports to the Board 

of Directors. The back-office provider, contracted by the board, will provide bookkeeping, and financial 

forecasting services to the Board of Directors for its oversight and approval. 

The Board, at minimum, will be responsible for: 

1. reviewing and approving a preliminary annual budget prior to the beginning of the fiscal year 

2. reviewing quarterly financial statements, which include a balance sheet and statement of 

revenue, expenditures and changes in fund balance, at each public board meeting 

3. annually adopting and maintaining operating budget for the school 

4. retaining the services of a certified public accountant/auditor to conduct the annual 

Independent financial audit 

5. reviewing and approving the audit report, including audit findings and recommendations; and 

reporting to all applicable legal agencies 

6. overseeing the school's Administrator and all financial matters delegated to the Administrator 

School invoices relating to daily operations will be managed by the Board-approved back-office provider. 

The on-site Administrator will manage the daily operations and site-based finances, including 

expenditures and receivables and seek prior approval from the Board for expenditures over a pre- 

approved amount. The Administrator and back-office provider will report monthly to the Board of 

Directors on all payroll reports, financial statements, and any other information requested by the Board. 

 
 

1. CHARTER SCHOOL BUDGET 
The SNTHS budget will serve as the financial plan of operation for the charter school and will include 

estimates and purpose of expenditures for a given period and the proposed means of financing the 

estimated expenditures. The charter school will provide the budget and budget documents in 

accordance with the rules and regulations as specified by the Nevada Department of Education on an 

annual basis. 

The SNTHS budget will be prepared in full compliance with NRS 386.550 and NAC 386.370, 

The Administrator will be responsible for the preparation of the budget document in conjunction with 

the back-office provider. 
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2. FUND BALANCE 
The Board of Directors recognizes its responsibility to strive to secure and maintain an unreserved fund 

balance in an amount sufficient to: 

1. Protect the charter school from unnecessary borrowing in order to meet cash- flow needs. 

2. Provide prudent reserves to meet unexpected emergencies and protect against catastrophic 

events. 

3. Meet the uncertainties of State and Federal funding; and 

4. Help ensure a charter school credit rating that would qualify the charter school for lower 

interest costs. 

In determining an appropriate unreserved fund balance, the Board of Directors will consider a variety of 

factors with potential impact on the charter school's budget including the predictability and volatility of 

its expenditures, the availability of resources in other funds as well as the potential drain upon general 

fund resources from other funds; liquidity; and designations. Such factors will be reviewed annually. 

 
 

3. BUDGET PREPARATION 
SNTHS Administrators have the responsibility to coordinate with back-office provider to complete 

budget preparation for Board review and should develop such procedures necessary to ensure that the 

proposed budget reflects all areas of charter school operation. 

The Administrator and the Board of Directors will establish budget priorities for the charter school and 

will make appropriate recommendations related to those priorities. 

 
 

4. BUDGET TRANSFER AUTHORITY 
The adopted budget is a financial plan which may be subject to change because of circumstances or 

events occurring during the ensuing budget period. All appropriation transfers shall be made using the 

guidelines in NAC Chapter 354. 

 
 

5. PROCEDURES FOR COLLECTING AND DEPOSITING NON-DISTRIBUTIVE 

SCHOOL ACCOUNT (DSA) FUNDS 
All non-DSA revenues received by the school will be received by the School Office manager/ 

Receptionist. The Office Manager/Receptionist is required to issue a paper receipt to the payor in a 

receipt book. The receipt book must be a pre-numbered, multi-part receipt form. 

At the end of each day, the Office Manager/Receptionist is required to turn over all payments and 

receipts to an onsite Administrator. The Administrator and one other available school employee, but not 

the person who will be depositing the funds, will tally the total of the receipts and monies collected and 

verify the amounts match. The Administrator will then endorse all checks For Deposit Only to the 
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School's account and prepare a deposit slip. A copy of all cash receipts and checks which support each 

deposit must be made and kept with a copy of the deposit slip. 

A School Administrator is responsible for transporting all non-DSA funds to the Banking Institution 

selected by the Board of Directors. Deposits must be made either once a week or whenever more than 

$500.00 in cash has been received, whichever comes first. 
 
 

6. STAFF TRAINING 
Training in financial policies and procedures for Administrators, Staff Members and staff needs to be 

provided at least annually. Documentation of training should be retained, and a copy of the 

documentation should be submitted to the Board of Directors. 

 
 

7. AUTHORIZED SIGNATURES 
Authority to sign checks written on any of the school accounts shall be as follows: 

Under $5000 - One Signature required 

• Executive Director (if not purchase order authorized by Executive Director) 

• Principal (if not purchase order authorized by the Principal) 

• Board Chair 

• Board Treasurer 

 
 

$5000 up to $25,000 - Two Signatures 

• Executive Director or Principal AND 

• Board Chair or Treasurer 

 
 

Over $25,000 -Two Signatures 

• Board Chair AND 

• Board Treasurer 

 

 

8. UTILITIES 
The School may set up automatic payments with utility companies (electric, phone/internet, 

water/sewer, etc..). The school will create a PO for each invoice that will require a signature from the 

Administrator. Signature limits shall not apply to utility bills. 
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9. BOARD APPROVED CONTRACTS 
The board will authorize the Administrator to approve online payments via wire transfers or ACH on 

contracts that have been presented and approved by the Board of Directors. If a check needs to be cut 

instead of a line payment the Executive Director or Principal may also be the second authorizing 

signature on checks above $25,000 for board approved contracts. 

 
 

10. FUNDING PROPOSALS AND APPLICATIONS 
SNTHS shall pursue Federal, State or private grants or other such funds that will assist the charter school 

in meeting adopted Board of Directors and charter school goals. 

Proposals for external funds will be submitted to the Board of Directors for evaluation and approval. In 

the event an opportunity arises to submit a grant proposal and there is insufficient time to place it 

before the Board of Directors, the Administrator is authorized to use his/her judgment in approving it 

for submission. The Administrator will review the proposal with the Board of Directors at its next regular 

meeting. The Board of Directors reserves the right to reject funds associated with any grant which has 

been approved. 

The Board of Directors shall, before an acceptance of such funds, consider the charter school's 

obligations, expectations or encumbrances when the grant ceases. 

 
 

11. INVESTMENT OF FUNDS 
The Board of Directors may authorize the investment or reinvestment of funds which are not 

immediately needed for the operation of the charter school. Such investments will comply with State 

law and Nevada Administrative Code. 

 
 

12. FISCAL ACCOUNTING AND REPORTING 
The charter school's accounting and reporting system will be in accordance with generally accepted 

accounting principles and will conform to State laws and regulations. Accounting procedures shall show 

a detailed and meaningful analysis of both receipts and expenditures. This analysis should be adequate 

for study and evaluation by the Board of Directors and school management, and will serve as a basis to 

make financial and related educational decisions, to formulate future plans, to safeguard public funds 

and to ensure adequate financial accountability. 

Payment on all charter school accounts, including the general fund and special accounts, shall operate 

according to established accounting procedures. 

All cash received is to be properly receipted. Money received shall be placed in deposit. 

The Administrator shall be the lawful custodial officer of all charter school funds and shall demand 

receipt for, and safely keep according to law, all bonds, mortgages, notes, moneys, effects, books and 
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papers belonging to the charter school. Funds may be commingled in the depository so long as they are 

budgeted and accounted for separately. 

 
 

13. FINANCIAL REPORTS AND STATEMENTS 
The Board of Directors, through the Board Treasurer, will receive and accept financial reports that 

include monthly bank Statement reconciliations, estimates of expenditures for the general fund in 

comparison to budget appropriations, actual receipts in comparison to budget estimates and the charter 

school's overall cash condition. Supplementary reports on other funds or accounts will be furnished 

upon request of the Board of Directors or Administrator. 

Appropriate back-office staff will be available at any Board of Directors meeting, upon the Board of 

Directors’ request, to respond to questions and to present current financial information. The 

Administrator will notify the Board of Directors at any time of substantial deviations in the anticipated 

revenues and/or expenditures. 

 
 

14. PROPERTY INVENTORY AND CAPITALIZATION 
In addition to the tracking of Federally funded assets using Asset Panda, the charter school will maintain 

a complete property inventory which lists all school buildings, equipment and supplies with a value 

greater than $500. This inventory will be updated as necessary. The Board of Directors may authorize 

the employment of an appraisal company to assist with the inventory procedure. 

The charter school will maintain an inventory of all capital assets in accordance with governmental 

accounting standards. The charter school's inventory will be updated annually to include property newly 

purchased and disposed. 

Capital assets includes all charter school-owned property such as land, buildings, improvements to 

property other than buildings (i.e., parking lots, athletic fields, playgrounds, etc.) and equipment with a 

value greater than $5,000. (See NAC 386.342) 

 
 

15. AUDITS 
An audit of all charter school accounts will be made at least annually by an accountant selected by the 

Board of Directors. 

A copy of the audit report will be presented to the Board of Directors. 
 

16. AUDIT RESOLUTION POLICY 
SNTHS Financial Audit Resolution Policy 
 
1. Purpose / Objective:  
To maintain transparency in the financial operations of the charter school, an annual financial audit will be 
conducted, audited financial issues will be identified, and suitable resolution measures will be taken.  
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2. Audit Committee:  
SNTHS will constitute an Audit Committee comprising members from the board, management and include 
relevant financial and legal experts. This committee will be responsible for liaising with the auditors, 
reviewing the audit reports, and facilitating the resolution of audit findings. 
 
3. Annual Audit Process:  
An independent financial auditing firm will be hired annually to perform a thorough audit of the school's 
financial operations. This includes reviewing the school's financial statements, internal controls, 
compliance with laws and regulations, budgeting, and financial reporting processes. 
 
4. Annual Audit Report Submission to the Federal Audit Clearinghouse 
In compliance of 2 CFR 200 Subpart F-2 and CFR 317-200.327 
SNTHS will submit their audit report to The Federal Audit Clearinghouse (FAC) electronically within 30 days 
of receiving the auditor's report or nine months after the fiscal year ends, whichever comes first.  
 
5. Review of Audit Reports:  
To follow is a thorough review process of the audit reports by the Audit Committee. The process includes: 
 
i. Discussing audit findings and recommendations with the auditors. 
 
ii. Presenting the audit findings and resolutions to the school board. 
 
iii. Making the audit report publicly available in line with transparency requirements.\ 
 
6. Resolution of Audit Findings: 
The Audit Committee is responsible for developing a plan of action to resolve the financial issues identified 
in the audit report. The resolution will be as follows: 
 
i. Immediate rectification of errors and irregularities. 
 
ii. Evaluation of audit recommendations and their implementation. 
 
iii. Establishment of new policies or revision of existing ones for better fiscal management. 
 
iv. Presentation of the plans to the board and ensuring board members approve the audit resolution 
process. 
 
7. Monitoring:  
Regular monitoring will be done by the Audit Committee to ensure that the plan of action is being 
implemented effectively and within the specified timeline. Changes will be made to the plan, if necessary, 
with board approval. 
 
8. Reporting:  
The Audit Committee will prepare a detailed report on the resolution process, including steps taken, 
changes implemented, and outcomes, which will be presented to the board and made publicly available. 
 
9. Policy Review and Update:  
This policy will be reviewed annually for any necessary updates or revisions to maintain its effectiveness in 
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line with legal requirements and best practices.  

 

17. CHARTER SCHOOL PURCHASING 
The function of charter school purchasing is to serve the educational program by providing the 

necessary supplies, equipment and services. 

The purchasing agent will be appointed by the Board of Directors. He/She will be responsible for 

developing and administering the charter school's purchasing program. 

No obligation may be incurred by any officer or employee of the Board of Directors unless that 

expenditure has been authorized in the budget or by Board of Directors action and/or Board of Directors 

policy. In all cases calling for the expenditure of charter school money, except payrolls, a requisition and 

purchase order system must be used. 

Unless authorized by the Administrator, no purchase [with the exception of a petty cash purchase] will 

be authorized unless covered by an approved purchase order. No bills will be approved for payment 

unless purchases were made on approved orders. 

The Administrator or designee is authorized to enter into and approve payment on contracts obligating 

charter school funds not to exceed ($10,000) for products, materials, supplies, capital outlay and 

services that are within current budget appropriations. The Board of Directors shall approve all contracts 

that are collective bargaining agreements or service contracts that include the provision of labor 

performed by charter school employees, such as custodial, food service and transportation services. 

The Administrator will review bills due and payable for the purchase of supplies and services to 

determine if they are within budget amounts. After appropriate administrative review, the 

Administrator will direct payment of the just claims against the charter school. The Administrator is 

responsible for the accuracy of all bills and vouchers. 

No Board of Directors member, officer, employee or agent of this charter school shall use or attempt to 

use his/her official position to obtain financial gain or for avoidance of financial detriment for 

himself/herself, a relative or for any business with which the Board of Directors member or a relative is 

associated. Acceptance of any gratuities, financial or otherwise, from any supplier of materials or 

services to the charter school by any Board of Directors member, officer or employee of the charter 

school is prohibited. 

Bids or proposals shall be called for on all purchase, lease or sale of personal property, public 

improvements or services other than agreements for personal service, in accordance with applicable 

competitive procurement provisions of Nevada Revised Statutes and adopted public contracting rules. 

(See NRS Chapter 332, NRS 386.573) 

 
 

18. FOOD SERVICE ACCOUNTS (NATIONAL SCHOOL LUNCH PROGRAM) 
If the charter school elects to participate in the National School Lunch Program (NSLP) for all or any 

campus, the school will create a separate bank account to process the NSLP transactions. All procedures 

received for the NSLP will be deposited into the NSLP checking account and expenses related to the 
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NSLP will first be paid out of this checking account until the funds are exhausted, then the remaining 

balances will be paid out of the general operating funds. No proceeds or profits from the NSLP shall be 

used for any other purposes than that approved by the NSLP. 

19. EXPENDITURE OF CHARTER SCHOOL FUNDS FOR MEALS, 

REFRESHMENTS AND GIFTS 
The charter school recognizes there may be occasions when it is appropriate for Board of Directors 

members, Administrators and others to expend charter school funds in the course of conducting charter 

school business to provide meals or refreshments (bakery goods, snacks, fruit, punch, coffee, tea, soft 

drinks, etc.). The purchase of gifts may also be approved, in certain situations. Such occasions may 

include, but are not limited to, various charter school meetings, gatherings to celebrate charter school 

successes or recognize individual achievements, contributions or outstanding service to the charter 

school and other charter school sponsored activities. 

Meals may be provided by the charter school to recognize the contributions of staff, through retirement 

dinners or other recognition events; Meals may be provided by the charter school as a part of Board of 

Directors or administrative work sessions, at charter school or committee meetings or other charter 

school approved activities. Meals provided at staff meetings and trainings must be supported by 

adequate documentation, which shall include a list of attendees. 

Meals not directly business related may be provided to staff or others at the individual's expense only. 

Board of Directors members, Administrators and other charter school administrative staff may use 

charter school funds to provide refreshments for staff, parents or others at meetings, in-service 

programs or other similar charter school or school-sponsored activities, not to exceed $10 per 

participant and subject to the following additional requirements: 

• The purchase of alcoholic beverages with charter school funds is strictly prohibited; 

• The use of charter school funds for parties is prohibited. 

There are numerous occasions that may arise whereby Board of Directors members, Administrators or 

other charter school staff may feel the need to recognize employees, i.e., Bosses' Day, Secretaries' Day, 

classified employees' week, birthday, etc. A Board of Directors member, Administrator or other charter 

school employee may provide such recognition at his/her expense only, unless as otherwise permitted 

below: 

The charter school may provide a small token of appreciation for a Board of Directors member's 

or employee's retirement and years of service and other related activities utilizing charter school funds, 

as approved in advance. For example, the Board of Directors generally proclaims special recognition for 

classified employees' week and teacher appreciation week; 

Administrators may use charter school funds to provide an appropriate token of appreciation on behalf 

of the Board of Directors. The value of this item may not exceed $10 per person; 

No other expenditure of charter school funds for gifts is permitted without prior authorization from the 

Body or Administrator. 
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20. PETTY CASH ACCOUNTS 
The school is not permitted to have petty cash accounts. The school may however withdraw cash for the 

purpose of making change at school events. These transactions should be limited to change only 

transactions and should not be used for purchases. 

 
 

21. CREDIT CARDS 
The Board of Directors authorizes the Administrator to hold a bank credit card in the name of the 

charter school and to issue such cards to designated employees. Approved card holders will be held 

responsible for maintaining sole possession and security of issued cards at all times. Credit cards shall 

have a Board of Directors approved maximum limit. 

Credit cards issued to employees may only be used to purchase items authorized by the adopted charter 

school budget when purchase orders are not feasible. 

Purchase slips and receipts must be turned in to the back-office provider for reimbursement within 30 

days of the transaction. The back-office provider shall pay in full the credit card balances no later than 

the due date so that finance charges will not be incurred. 

Charter school-issued credit cards shall be subject to the following: 
 

• Personal items shall not be charged on charter school-issued credit cards. If a personal item is 

inadvertently purchased on a charter school-issued credit card in violation of this policy, 

repayment by the employee must be made immediately. Failure to make the required payment 

may result in an automatic deduction from the individual's next payroll disbursement. 

Accordingly, the charter school will require individuals issued credit cards to sign a written 

authorization for payroll deduction in the event of such personal use; 

• The purchase of alcoholic beverages is strictly prohibited. The purchase of gasoline for a privately- 

owned vehicle is also prohibited without prior authorization; 

• Leaving a gratuity that exceeds [15%] is prohibited; 

• Airline tickets may be purchased with a charter school-issued credit card only with prior 

Administrator or designee approval. If the issued credit card provides for purchase incentives 

(i.e., points, discounts or airline mileage credits), such incentives shall only be redeemed for 

authorized charter school business. 

Violation of the provisions of this policy may result in the revocation of the credit card and/or discipline 

up to and including termination of employment. 

 
 

22. PAYMENT PROCEDURES 
All claims for payment from charter school funds will be processed by back-office provider in 

conformance with charter school procedures. Payment will be authorized against invoices properly 
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supported by approved purchase orders, with properly submitted vouchers approved by the Board of 

Directors. 

The Administrator will be responsible for assuring that budget allocations are observed and that total 

expenditures do not exceed the amount allocated in the budget. 

 
 

23. PAYROLL 
Preparation of payroll, including time schedules and payroll periods, will be done in accordance with 

each employee's agreement with the Board of Directors. Employee health, accident, dental and other 

types of insurance will be provided as outlined in the agreements. Mandatory payroll deductions will be 

withheld as required by State and Federal law. 

 
 

24. EXPENSE REIMBURSEMENTS 
The Board of Directors recognizes that certain expenses are incurred by charter school employees in 

carrying out authorized duties. The Board of Directors approves the reimbursement of necessary and 

reasonable expenditures as outlined in the accompanying administrative regulation and consistent with 

Internal Revenue Service requirements and Nevada Administrative Codes. 

All approval and reimbursement procedures must be followed prior to reimbursement. Reimbursement 

for out-of-State travel by private vehicle will be made on the basis of air fare or mileage rate, whichever 

is lower. 

Expense reimbursement for staff traveling on approved charter school business will be governed by the 

following procedures. Travel expenses include travel fares, meals and lodging and expenses incident to 

travel. Only travel expenses as are ordinary and necessary in the conduct of approved travel for charter 

school business purposes and directly attributable to it will be reimbursed. As used in this regulation an 

"ordinary" expense means one that is common and accepted in the profession; a "necessary" expense 

means one that is essential and appropriate in order to conduct charter school business. 

Reimbursement procedures established by the charter school will also apply to Board of Directors 

members traveling on charter school business, as applicable. 

Expense reimbursements for staff or board travel shall not exceed the maximum General Services 

Administration (GSA) approved rates. 

Reimbursement will be made for ordinary and necessary meal expenses incurred in the course of 

approved travel for charter school business. Meals include amounts spent for food, beverage, taxes and 

related gratuities. Alcoholic beverages will not be reimbursed by the charter school. 

Expenses in excess of the charter school's established limit are ordinarily the responsibility of the 

employee and may be reimbursed only with Administrator approval. Receipts for all meal expenses 

must be secured and attached to the claim. 

Travel must be conducted in the most expeditious and cost-effective manner, as determined by the 

charter school. 
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25. INSURANCE COVERAGE 
All charter school employees operating private vehicles on approved charter school business are 

required to complete and maintain on file with the charter school, verification of vehicle liability 

insurance that meets or exceeds Nevada statutory minimum limits. This verification is required annually 

prior to any charter school approval to conduct charter school business in a private vehicle. Employees 

are required to update their verification of vehicle liability information maintained on file with the 

charter school upon any change in the employee's vehicle insurance coverage. 

It is the responsibility of the owner or driver of the vehicle to be certain that the vehicle is adequately 

covered by insurance. Insurance costs are included as part of the mileage reimbursement for employees 

authorized to use a private vehicle to conduct charter school business. 

The responsibility of the charter school for damages resulting from vehicle accidents is not the same as 

set forth in the charter school's general liability insurance policy. The employee's insurance coverage 

provides primary coverage when the employee is driving his/her own vehicle on approved charter 

school business. 

 
 

 

26. TRAVEL ADVANCES & REIMBURSEMENT 
A travel advance may be requested when the estimated cost for meals, lodging, etc., exceeds $50. The 

travel advance may be requested by completing the form provided by the charter school. Travel 

advances may not exceed the maximum General Services Administration approved rate. 

The cost of commercial travel tickets will not be included in a cash advance request. 

In the event of loss, the employee is personally responsible for cash advances issued and for any third- 

party use of a charter school-provided credit card. 

Only one cash advance may be outstanding to any employee at any time. 
 
 

27. DISPOSAL OF CHARTER SCHOOL PROPERTY 
Except as stipulated in NAC 386.342, the Board of Directors may, at any time, declare charter school 

property as surplus and authorize its disposal when such property is no longer useful to the charter 

school, unsuitable for use, too costly to repair or obsolete. 

If reasonable attempts to dispose of surplus properties fail to produce a monetary return to the charter 

school, the Board of Directors may dispose of them in another manner. 
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28. INFORMATION TECHNOLOGY PROCEDURES 
The Board has contracted with an outside contractor to maintain SNTHS computer networks, including 

the maintenance of firewalls and offsite data backup. School staff is required to work closely with the 

contracted firm to ensure the security of School networks and data. 

 
 

29. INTERNAL CONTROL TESTING 
The Board of Directors will contract with an independent accounting and audit firm to perform internal 

control testing and review annually. School Administration and Staff Members, and are required to work 

closely with the contracted independent audit firm to develop and implement all necessary internal 

controls to ensure accurate and honest accounting at all campus locations. 

 
 

30. CONFLICTS OF INTEREST POLICY AND PROCEDURE 
For Employees and Administrators Conflict of Interest in Federal Awards 

No SNTHS employee will make any purchase or incur any obligations for or on behalf of SNTHS from any 

non-governmental private business, contractor or vendor in which or with which the employee has a 

direct or indirect financial or ownership interest. 

Purchases or contracted services from any non-governmental or private business or venture in which 

any employee of SNTHS has a direct or indirect financial or ownership interest will be made on a 

competitive bid basis in strict accordance with the following procedures: 

• The interested employee, business, contractor, or vendor will seek, in writing from the 

Administrator, a clarification of this policy stating the transaction at issue. The interested 

employee, business, contractor, or vendor will fully disclose, in writing, the employee’s 

exact relationship to the business, contractor, or vendor; 

• Upon written clarification from the Administrator, which will include written specifications 

to be followed in advertising for bids, the affected business, contractor, or vendor may 

submit a bid in compliance with the specifications outlined by SNTHS. 

• The interested employee will not be involved in any part of the bidding process including, 

but not limited to, preparing specifications or advertising, or analyzing or accepting bids. 

• It will be the duty of each employee, to the best of his/her knowledge and belief, to disclose 

in writing to the Administrator his/her financial or ownership interest in any business or 

other purchase arrangement with SNTHS; and 

• This policy will apply to any organization, fund, agency, or other activity maintained or 

operated by SNTHS. 

No employee will solicit gifts, gratuities, favors, prizes, awards, merchandise, or commissions as a result 

of ordering any items or placing any purchase order with a business, contractor or vendor on behalf of 

SNTHS, nor accept anything of monetary value from a business, contractor or vendor except for 

unsolicited gifts of fifty dollars ($50) or less in value. 
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In addition to the conflicts of interest outlined above, no employee or Administrator of SNTHS may 

participate in the selection, award, or administration of a contract supported by a Federal award if 

he/she has a real or apparent conflict of interest. Such conflicts of interest include instances where any 

of the following has a financial or other interest in or a tangible personal benefit from a firm considered 

for a contract: 

1. The employee or Administrator; 

2. Any the employee’s or Administrator’s Relatives; 

3. The employee’s or Administrator’s Partner; or 

4. An organization which employs or is about to employ any of the parties listed above. The 

following activities are prohibited: 

a. The purchase during the school day of any food or service from a SNTHS contractor 

or vendor for individual use; 

b. The removal of any food, supplies, equipment, or school property without proper 

authorization; and 

c. Individual sales by SNTHS employees of any school property, including used items. 

Any SNTHS employee or Administrator who violates this policy may be subjected to disciplinary 

action including, but not limited to, a fine, suspension or termination. Violations of law will be 

referred to local, State, or Federal authority having proper jurisdiction. 

 
 

31. FOR BOARD OF DIRECTORS CONFLICT OF INTEREST POLICY 
A.1. Purpose. The purpose of the conflict-of-interest policy is to protect the Corporation’s interests 

when it is contemplating entering into a transaction or arrangement that might benefit the 

private interest of a Director or Officer of the Corporation, might result in a possible excess 

benefit transaction, or otherwise jeopardize the tax-exempt status of the Corporation with the 

Internal Revenue Service (the “IRS”). This policy is intended to supplement but not replace any 

applicable State and Federal laws governing conflicts of interest applicable to nonprofit and 

charitable organizations. 

A.2. Definitions. Capitalized terms used in this Addendum have the same meaning given to them in 

the Bylaws. In addition, the following terms, as used in this Addendum, shall have the definitions 

set forth below: 

a) “Interested Person” means any Director, Officer, Subordinate Officer, or member of an 

Executive Committee with Board delegated powers that has a direct or indirect Financial 

Interest, as defined below. 

b) “Financial Interest” means a Person that has, directly or indirectly, through business, 

investment, or family: 

i.  An ownership or investment interest in any entity with which the Corporation has a 

transaction or arrangement; 
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ii. A compensation arrangement with the Corporation or with any entity or individual with 

which the Corporation has a transaction or arrangement; or 

iii. A potential ownership or investment interest in, or compensation arrangement with, 

any entity or individual with which the Corporation is negotiating a transaction or 

arrangement. Compensation includes direct and indirect remuneration as well as gifts or 

favors that are not insubstantial. 

A.3. Procedures. 
a) Duty to Disclose. In connection with any actual or possible conflict of interest, an 

Interested Person must disclose the existence of the Financial Interest and be given the 

opportunity to disclose all material facts to each Director, Officer, Subordinate Officer, 

or member of an Executive Committee with Board delegated powers considering the 

proposed transaction or arrangement. 

b) Determining Whether a Conflict of Interest Exists. After disclosure of the Financial 

Interest and all material facts related thereto, and after any discussion with the 

Interested Person, he or she shall leave the Annual Meeting or Special Meeting while 

the determination of a conflict of interest is discussed and voted upon. Those remaining 

in the Annual Meeting or Special Meeting shall decide if a conflict of interest exists. A 

Financial Interest is not necessarily a conflict of interest. A Person who has a Financial 

Interest may have a conflict of interest only if the Board or appropriately designated 

Executive Committee decides that a conflict of interest exists. 

c) Procedures for Addressing the Conflict of Interest. 

i. An Interested Person may make a presentation at an Annual Meeting or Special 

Meeting regarding a potential conflict of interest, but after the presentation, 

such Interested Person shall leave the Annual Meeting or Special Meeting 

during the discussion of, and the vote on, the transaction or arrangement 

involving the possible conflict of interest. 

ii. The Chair shall, if appropriate, appoint a disinterested Director or Executive 

Committee to investigate alternatives to the proposed transaction or 

arrangement. 

iii. After exercising due diligence, the Board or committee shall determine whether 

the Corporation can obtain with reasonable efforts a more advantageous 

transaction or arrangement from a person or entity that would not give rise to 

a conflict of interest. 

iv. if a more advantageous transaction or arrangement is not reasonably possible 

under circumstances not producing a conflict of interest, the disinterested 

Directors or appropriately designated Executive Committee shall determine by 

a majority vote whether the transaction or arrangement is in the Corporation’s 

best interest, for its benefit, and whether it is fair and reasonable. In conformity 

with the above determination the Board or appropriately designated Executive 

Committee shall make its decision as to whether to enter into the transaction 

or arrangement. 

d) Violations of the Conflicts of Interest Policy. 

i. If the Board or appropriately designated Executive Committee has reasonable 

cause to believe an Interested Person has failed to disclose actual or possible 
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conflicts of interest, it shall inform the Interested Person of the basis for such 

belief and afford the Interested Person an opportunity to explain the alleged 

failure to disclose. 

ii. If, after hearing the Interested Person’s response and after making further 

investigation as warranted by the circumstances, the Board or appropriately 

designated Executive Committee determines that the Interested Person has 

failed to disclose an actual or possible conflict of interest, it shall take 

appropriate disciplinary and corrective action. 

A.4. Records of Proceedings. The minutes of all Annual Meetings or Special Meetings 

wherein a potential or actual conflict of interest is disclosed, discussed, voted upon, and 

rejected or approved, shall contain: 

a) The names of the Persons who disclosed or otherwise were found to have a Financial 

Interest in connection with an actual or possible conflict of interest, the nature of the 

Financial Interest, any action taken to determine whether a conflict of interest was 

present, and the decision by the Board or appropriately designated Executive 

Committee as to whether a conflict of interest in fact existed. 

b) The names of the Persons who were present for discussions and votes relating to the 

transaction or arrangement, the content of the discussion, including any alternatives to 

the proposed transaction or arrangement, and a record of any votes taken in connection 

with the proceedings. 

A.5. Compensation Conflicts. 
a) A Director who receives compensation, directly or indirectly, from the Corporation for services is 

precluded from voting on matters pertaining to that Director’s compensation. 

b) A member of an Executive Committee whose jurisdiction includes compensation matters and 

who receives compensation, directly or indirectly, from the Corporation for services is precluded 

from voting on matters pertaining to that member’s compensation. 

c) No Director or member of an Executive Committee whose jurisdiction includes compensation 

matters and who receives compensation, directly or indirectly, from the Corporation, either 

individually or collectively, is prohibited from providing information to the Board or any 

Executive Committee regarding compensation. 

A.6. Annual Statements. Each Director, Officer, Subordinate Officer, or member of an 

Executive Committee with Board delegated powers shall annually sign a Statement 

which affirms that such Person: 

a) Has received a copy of this Addendum; 

b) Has read and understands the policy on conflicts of interest set forth in this Addendum; 

c) Has agreed to comply with such policy; and 

d) Understands the Corporation is a charitable organization and in order to maintain its 

Federal tax exemption with the IRS it must engage primarily in activities which 

accomplish one or more of its tax-exempt purposes. 
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32. FEDERAL PROGRAMS POLICY AND PROCEDURE 
Allowability Policy and Procedures 

SNTHS will maintain a policy and system of procedures, as described below, that comply with 2 CFR 

200.302(b)(7) for determining the allowability of costs in accordance with 2 CFR 200, Subpart E (Cost 

Principles) and the terms and conditions of the federal award. 

In accordance with 2 CFR 200.401, principles of cost as provided in 2 CFR 200, Subpart E must be used by 

SNTHS in determining allowable costs of work performed by SNTHS for federal awards. SNTHS personnel 

involved in procedures for determining the allowability of costs will be familiarized through regular and 

comprehensive training with the policy and procedures described here and will appropriately and 

consistently implement the policy and procedures as described. 

Approval of allowable costs must be adequately documented by SNTHS (2 CFR 200.403(g)). This includes 

specific documentation for some types of costs that must be kept for costs to be allowable (i.e., time 

and effort documentation to support employee compensation (2 CFR 200.430(i))). SNTHS must produce 

all relevant documentation to support costs in the event of an audit (2 CFR 200.337). 

Factors affecting allowability of costs 
SNTHS Personnel responsible for determining allowability of costs allocated to federal awards will 

adhere to 2 CFR 200.403 and consider the following criteria before providing approval for expenditures: 

i. Costs must be necessary and reasonable for the performance of the federal award and 

be allocable thereto under these principles. 

ii. A cost is considered reasonable if it meets criteria as described in 2 CFR 200.404, 

Reasonable Costs. 

iii. A cost is considered allocable if it meets criteria as described in 2 CFR 200.405, Allocable 

Costs. 

iv. Costs must be incurred during the approved budget period and/or period of 

performance. 

v. Costs must be part of the approved budget as defined in the executed subaward for the 

federal grant. 

vi. Costs must conform to any limitations or exclusions set forth in these principles or in the 

Federal award as to types or amount of cost items. 

vii. Costs must be consistent with policies and procedures that apply uniformly to both 

federally-financed and other activities of the SNTHS. 

viii. Costs must be accorded consistent treatment. A cost may not be assigned to a federal 

award as a direct cost if any other cost incurred for the same purpose in like 

circumstances has been allocated to the federal award as an indirect cost. 
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ix. Costs must be determined in accordance with generally accepted accounting principles 

(GAAP), except, for state and local governments and Indian tribes only, as otherwise 

provided for in 2 CFR 200, Subpart E. 

x. A cost must not be included or used to meet cost sharing or matching requirements of 

any other federally-financed program in either the current or a prior period. 

xi. Costs must be evaluated for allowability pursuant to 2 CFR 200.420 – 200.475, General 

Provisions and Considerations for selected items of cost. 

 
 

Costs for Goods or Services: 
i. The SNTHS Office Manager prepares a purchase order (PO) with costs indicated for 

goods or services. The federal award to which the costs are allocated must be listed on 

the PO. Pursuant to State Public Charter School Authority (SPCSA) requirements, if 

individual items are over $250 each, three quotes for costs for the listed items should be 

attached to the PO for review. Any additional backup documentation to support the 

costs as being necessary, reasonable, and allocable to the federal award must be 

attached to the PO. The PO is submitted to the Executive Director or review and 

approval. 

ii. The Administrator reviews the costs listed on the purchase order to determine if they 

are necessary, reasonable, and allocable to the federal award and comply with section A 

of this document – Factors affecting allowability of costs. If required, the Administrator 

will review the three attached quotes and determine that the best price for the item(s) 

are obtained. 

iii. If the Administrator determines the costs on the PO are allowable, the Administrator 

will sign the PO. The signature of the Administrator on the PO indicates that an 

allowability review was conducted and costs were approved as allowable. 

iv. A copy of the approved PO and all applicable backup documentation will be maintained 

according to the records retention policy and procedures. The approved PO and 

attached backup documentation serves as adequate documentation to support the 

allowability of costs for goods and services allocated to federal awards. 

 
 

Procurement Under a Federal Award 
In addition to its other policies and procedures regarding procurement, The Public Charter 

School will adhere to the following requirements when making procurements under a Federal 

award. The Public Charter School will: 

• Ensure that all solicitations incorporate a clear and accurate description of the technical 

requirements for the material, product or service to be produced, and set forth those 

minimum essential characteristics and standards to which the material, product or 

service must conform. 

• Provide documentation of the method to be used to conduct technical evaluations of the 

received proposals and for selecting recipients, which will include the factors to be 
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considered in the evaluation, who performs the evaluation, the number of evaluations 

performed, the timeframe for conducting the evaluations and selecting a vendor. and 

whether another position reviews the evaluation. 

• Maintain oversight to ensure that contractors perform in accordance with the terms, 

conditions and specifications of their contracts or purchase orders. 

• Avoid acquiring unnecessary or duplicative items. 

• Consider consolidating procurements to obtain a more economical purchase. Where 

appropriate, an analysis will be made of lease versus purchase alternatives and any other 

appropriate analysis to determine the most economical approach. 

• Maintain a list of prequalified persons, firms, or products which are used in acquiring 

goods and services and include enough qualified sources to ensure maximum open and 

free competition. 

• Award contracts only to responsible contractors possessing the ability to perform 

successfully under the terms and conditions of the proposed procurement. 

Consideration will be given to such matters as contractor integrity, compliance with 

public policy, record of past performance, and financial and technical resources. 

Maintain records sufficient to detail the history of procurement. These records will include: 

• Rationale for the method of procurement; 

• Selection of contract type; 

• Contractor selection or rejection; and 

• The basis for the contract price. 

• The use of a time and materials use contract is prohibited unless the Public Charter School 

determines that no other contract is suitable. Time and materials use contract means a 

contract whose cost to the charter school is the sum of: 

• The actual cost of materials; and 

• The direct labor hours charged at an hourly rate that reflects wages, general and 

administrative expenses, and profit. 

• Be responsible for the settlement of all contractual and administrative issues arising out 

of procurements. These issues include, but are not limited to, source evaluation, 

protests, disputes, and claims. 

• The charter school will adhere to any additional procurement rules as applicable 

to specific Federal programs 

An inventory of all capital purchases, equipment, curricula, and library/reference books in the 

school will be compiled annually by the Administration. The physical inventory will be 
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compared to the general ledger totals; any significant difference will be reviewed and 

corrected by the Staff Member. 

Property Classifications 

• Equipment means tangible personal property (including information technology systems) 

having a useful life of more than one year and a per-unit acquisition cost which equals or 

exceeds the lesser of the capitalization level established by the Public Charter School for 

financial Statement purposes, or $5,000. 2 C.F.R. §200.33. 

• Supplies means all tangible personal property other than those described in §200.33 

Equipment. A computing device is a supply if the acquisition cost is less than the lesser of 

the capitalization level established by the Public Charter School for financial Statement 

purposes or $5,000, regardless of the length of its useful life. 2 C.F.R. §200.94. 

• Computing devices means machines used to acquire, store, analyze, process, and publish 

data and other information electronically, including accessories (or “peripherals”) for 

printing, transmitting and receiving, or storing electronic information. 2 C.F.R. §200.20. 

• Capital assets means tangible or intangible assets used in operations having a useful life of 

more than one year which are capitalized in accordance with GAAP. Capital assets include: 

o Land, buildings (facilities), equipment, and intellectual property (including software) 

whether acquired by purchase, construction, manufacture, lease purchase, 

exchange, or through capital leases; and 

o Additions, improvements, modifications, replacements, rearrangements, 

reinstallations, renovations or alterations to capital assets that materially increase 

their value or useful life (not ordinary repairs and maintenance). 2 C.F.R. §200.12. 

 
 

Inventory Procedure 
i. Approval for purchases is notated through email notification, or when needed by a vendor, 

on Purchase Order forms after verifying the funds are available through the CFSGA and the 

GRA; only items approved in the CFSGA will be considered for purchase. Specific funding 

sources must be identified prior to approval. 

ii. Once an order or a signed Purchase Order is submitted to a vendor, the original order or PO 

and a copy of the invoice and packing slips are submitted to the Staff Member upon 

delivery. Records are stored in the office of the Staff Member, and electronically. 

iii. Upon receipt of new items, the principal, or the designated receiving staff, will 

inspect the inventory to ensure it’s in good condition and that it matches the item 

specified on the purchase order and invoice. The invoice is delivered to the Staff 

Member who enters the information into accounting records (property management 

system). Staff member will receive annua training to ensure compliance.  
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Required Components of the Inventory in Compliance with CFR 200.313(d) – 

1. Description. 
2. Serial number. 
3. Acquisition date of 
purchase. 
4. Funding source. 
5. Assisted Listing 
Number-(ALN) 
(former Catalog of 
Federal Domestic 
Assistance-CFDA #). 
6. Federal Award 
Identification 
Number (FAIN)- 
both ALN and FAIN 
numbers can be 
located on the 
executed grant 
subaward. 
7. Unit cost. 
8. Who owns the 
title? 
9. Percent of federal 
participation. 
10. Location/room 
number. 

11. Use and condition. 

 

Inventory Records 
SNTHS will maintain an inventory management system, including inventory records, that complies with 2 

CFR 200. 313(d) to ensure a full accounting of all grant funds expended for purchasing equipment, 

supplies, or other tangible property in connection with each grant program. Inventory records will be 

available for all reporting requirements, monitoring activities, program performance and fiscal audits. 

The SNTHS inventory management system is part of the financial management system, includes records 

documenting compliance with Federal Statutes, regulations, and the terms and conditions of the Federal 

Award, and is sufficient to permit the preparation of reports required by general and program-specific 

terms and conditions; and the tracing of funds to a level of expenditure adequate to establish that such 

funds have been used according to the Federal Statutes, regulations, and terms and conditions of the 

Federal Award. 

The charter school will maintain a complete property inventory that lists all school sites, buildings, 

equipment, and supplies with a value greater than $500. This inventory will be updated as necessary. 

The charter school will maintain an inventory of all capital assets in accordance with governmental 

accounting standards. The charter school’s inventory will be updated annually to include property newly 

purchased and disposed. Capital assets include all charter school-owned property such as land, 
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buildings, improvements to property other than buildings (i.e., parking lots, athletic fields, playgrounds, 

etc.), and equipment with a value greater than $500. This applies to fiscal record retention as well, see 

Section L. 

 

 
Inventory Management System 

SNTHS uses cloud-based inventory tracking software Asset Panda or similar product. Asset Panda is a 

cloud-based platform that offers a suite of applications, including asset tracking and maintenance 

management. It is compatible with Windows, Mac, iPad, and iPhone and can be used from anywhere 

while updating real-time data. 

Asset Panda helps users assign contacts by location and track depreciation. SNTHS uses a barcode 

scanner (an iPad) to look up asset details and automate pick lists. To retrieve or access the database, an 

authorized user can log in via an email through a web browser, tablet, or phone device. The IT 

Contractor is responsible for the management and administration of the system. 

Asset Panda offers customized exporting and reporting features. Reports can be automated via email, 

with the ability to add custom calculation fields (and designate if each field should be required) before 

sending. Lastly, Asset Panda allows staff, students, and families to sign their technology use agreement 

digitally and can send a digital copy via email to those who wish to receive a digital copy. 

i. Authorization for inventory purchases is acquired via purchase order request and then 

approved by the Administrator, after verifying the allowability of the costs and availability of 

funds. Only authorized items will be considered for purchase. Specific funding sources must 

be identified before authorization to obligate funds and approval of purchase orders. 
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ii. Once an approved Purchase Order (“PO”) is submitted to a vendor, the original order 

documentation and PO are provided to school staff. Upon delivery, copies of the invoice and 

packing slips are also submitted to the School Office Manager. Hard copy records are stored 

in the school's main office and electronically. 

iii. Upon receipt of new items, the School Office Manager and either the IT Contractor or the 

Administrator (nontechnology related purchases) will inspect the inventory to ensure it’s in 

good condition and that it matches the item(s) specified on the purchase order, invoice, and 

packing slip. Items are then identified and tagged, and relevant information is then entered 

into the Asset Panda by IT Contractor or Administrator by the end of the business day. 

iv. After the new inventory has been identified, tagged, and entered into the Asset Panda, 

items are stored in a secure location as directed by the Administrator. 

 

 
Physical Inventory 
Once a year, in May, the written inventory is printed from Asset Panda and all items are catalogued 

by the Administrator or their delegate. Maintenance of Equipment In accordance with 2 

C.F.R.313(d)(4), Public Charter School maintains adequate maintenance procedures to ensure 

that property is kept in good condition. 

 

 
Lost or Stolen Items 

• Public Charter School maintains a control system that ensures adequate safeguards are 

in place to prevent loss, damage, or theft of the property. 

• Computing devices stored in areas that can be locked and/or stored in a locked 

classroom. Computing devices must be checked out by a certified teacher or 

paraprofessional and to be used within the school building only and are not allowed to 

be taken off-site. 

• If the equipment is lost or suspected to be stolen, the Administrator is notified. If the 

device is suspected to be stolen, the Administrator will launch an investigation into the 

stolen device. The Administrator would conduct interviews and file a police report if 

necessary. The lost/stolen property will remain listed in the inventory until the close of 

the school year. 

 

 
Disposal of Equipment 
A staff member or the IT Contractor will identify the fair market value of the item(s) to be sold. The Staff 

Member/IT Contractor and Administrator will set a price range in which the item(s) can be sold. The 

Administrator will handle the sale of the unneeded equipment. The number of offers received must be 

greater than 3 (if lower than the asking price). If a full price offer is received, one offer is sufficient. 
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School Property 

Real Property 
Prior to acquiring real property, such property will be appraised by an appraiser certified in the 

State. The appraised value will be used to establish the fair market value of the property. If the Board 

is purchasing a site for educational purposes, such building site will be located within the 

boundaries of the area identified in schools charter application unless an amendment to the charter 

has been approved by SPCSA. 

Personal Property 
The Public Charter School will follow the following bid process in compliance with 2 CFR 200.320 – 

1.Micro-Purchases Not Requiring Quotes or Bidding (up to $10, 000) 

 

Procurement by micro-purchase is the acquisition of supplies or services, the aggregate dollar 
amount of which does not exceed the micro-purchase threshold. For purposes of this procedure, 
micro-purchase means a purchase of equipment, supplies or services for use in federally funded 
programs using simplified acquisition procedures, the aggregate amount of which does not exceed 
a base amount of $10,000.2 CFR 200.320(a). 

 

The micro-purchase method is used in order to expedite the completion of its lowest dollar small 
purchase transactions and minimize the associated administrative burden and cost. 2 CFR 200.67. 

 

To the extent practicable, the Charter School distributes micro-purchases equitably among 
qualified suppliers when the same or materially interchangeable products are identified, and such 
suppliers offer effectively equivalent rates, prices, and other terms.  2 CFR 200.320(a). 

 

The Executive Director will be responsible to determine the equitable distribution of micro­ 
purchases. 

 

Micro-purchases may be awarded without soliciting competitive quotations if the Executive 
Director considers the price to be reasonable. The Charter School will maintain evidence of this 
reasonableness in the records of all micro-purchases. Reasonable means that sound business 
practices were followed, and the purchase is comparable to market prices for the geographic area. 
Such determinations of reasonableness may include comparison of the price to previous purchases 
of the same item or comparison of the price of items similar to the item being purchased. 

 

Even if the cost of a purchase qualifies it as a micro-purchase, bidding or small purchase procedures 
may be used optionally when those procedures may result in cost savings. 

 

2.Small Purchase Procedures (more than $10, 000 but less than the bid limits of$100, 000) 

 

For purposes of this procedure, small purchase procedures are those relatively simple and informal 
procurement methods which do not exceed the bid limits in state law. 2 CFR 200.320(b). The 
following procedures may be used to acquire services, supplies equipment or to construct public 
improvements that do not exceed $100,000, or to purchase equipment or to construct public 
improvements that do not exceed $100,000. (NRS 332.065). Please note that purchases which 
exceed these amounts require formal competitive bidding pursuant to state law with exceptions 
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(NRS 332.065). 

 

Small purchases may be made without formal competitive bid/proposals so long as the Executive 
Director or designee first obtains written, email or telephonic  rate quotations from at least two (2) 
sources and maintains records of quotes as provided in state law. Such purchases may be approved 
by the Executive Director, without Charter School Board of Trustees approval, if the purchase is 
otherwise in compliance with NRS 332.065. 

 

3.Formal Competitive Bidding 

 

Publicly Solicited Sealed Competitive Bids: 

 

For purchases in excess of the small purchase procedures discussed above ($100,000 for purchase 
of supplies, services, equipment or construction of public improvements), sealed competitive bids 
are publicly solicited and awarded to the lowest responsive and responsible bidder as provided in 
state law. (NRS 332.065). 

 

Procurement by sealed bids occurs when bids are publicly solicited and when a firm fixed price 
contract (lump sum or unit price) is awarded to the responsible bidder whose bid, conforming with 
all the material terms and conditions of the invitation for bids, is the lowest in price. 2 CFR 
200.320(C). 

 

The sealed bid method is the preferred method for procuring construction, if the conditions in 
paragraph (c)(l) of this section apply: 

 

In order for sealed bidding to be feasible, the following conditions should be present: 

 

a) A complete, adequate, and realistic specification or purchase description 1s available; 

b) Two or more responsible bidders are willing and able to compete effectively for the 
business; and 

) c) The procurement lends itself to a firm fixed price contract and the selection of the successful 
bidder can be made principally on the basis of price. 

 

If sealed bids are used, the following requirements apply: 

 

a) Bids must be solicited from an adequate number of known suppliers, 

b) providing them sufficient response time prior to the date set for opening the bids, for 
local, and tribal governments, the invitation for bids must be publicly advertised; 

c) The invitation for bids, which will include any specifications and pertinent attachments, 
must define the items or services in order for the bidder to properly respond. 

d) All bids will be opened at the time and place prescribed in the invitation for bids, and for 
local and tribal governments, the bids must be opened publicly; 

e) A firm fixed price contract award will be made in writing to the lowest responsive and 
responsible bidder. Where specified in bidding documents, factors such as discounts, 
transportation cost, and life cycle costs must be considered in determining which bid is lowest. 
Payment discounts will only be used to determine the low bid when prior experience indicates that 
such discounts are usually taken advantage of; and 
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f) Any or all bids may be rejected if there is a sound documented reason 

 

Where specified in bidding documents, factors such as discounts, transportation cost, and life cycle 
costs must be considered in determining which bid is lowest. 2 CFR 200.320(c)(2)(iv). 

 

Payment discounts will only be used to determine the low bid when prior experience indicates that 
such discounts are usually taken advantage of. Any or all bids may be rejected if there is a sound 
documented reason. 

 

Construction of School Property 
The Public Charter School may enter into contracts for construction of school property as 

deemed necessary for the effective operation of the Public Charter School by any means 

deemed appropriate when the expenditure of funds will be less than $50,000. When the 

construction of school property is reasonably expected to cost fifty thousand dollars 

($50,000) or more, the Public Charter School will obtain a minimum of three quotes. 

 

 
Tax-Exemption 
All Public Charter School property used exclusively for educational purposes is tax-exempt. 

Travel Costs Under Federal Award 

 

General 
Travel costs include expenses for transportation, lodging and food, and related items incurred by 

employees who travel on official business under a Federal award. Such costs may be charged on 

an actual cost basis, or on a per diem mileage basis, or on a combination of the two, provided the 

method used is applied to the entire trip and not selected days of the trip. 

 

 
Types of Travel 

In-Area 

Public Charter School employees and Administrators will be reimbursed for actual and necessary 

expenses incurred within the charter school area while attending to charter school business. 

Actual mileage driven for preapproved in-area travel will be reimbursed. It is the responsibility of 

the Board to review travel by the Administrator within the Public Charter School area. 
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Out-of-Area 
Travel outside of the Public Charter School area must be pre-approved. Administrators will obtain 

Board approval prior to incurring out-of-area travel expenses, while employees will obtain prior 

approval from the Administrator. Public Charter School employees and Administrators will be 

reimbursed for actual food expenses, not to exceed IRS established per diem rates, for out-of- 

area travel requiring an overnight stay. Public Charter School employees and Administrators will 

also be reimbursed for actual and necessary non-food expenditures. 

Lodging and Subsistence 
Costs incurred by employees, Administrators and Board members for travel, including costs of 

lodging, other subsistence, and incidental expenses, will be considered reasonable and otherwise 

allowable only to the extent 

such costs do not exceed charges normally allowed by the Public Charter School in its regular 

operations. If these costs are charged directly to the Federal award, the charter school will 

maintain documentation justifying the following: 

i. The participation of the individual is necessary to the Federal award; and 

ii. The costs are consistent with this policy and any related procedures. 

Temporary dependent care costs above and beyond regular dependent care that directly results 

from travel to conferences are allowable provided that: 

i. The costs are a direct result of the individual’s travel for the Federal award; 

ii. The costs are consistent with this policy and any related procedures; and 

iii. The costs are temporary, lasting only during the travel period. 

Travel costs for dependents are not allowable, except for travel of a duration of six-months or more with 

prior approval of the Federal awarding agency 

Commercial Air Travel 
Airfare costs which exceed the basic, least expensive unrestricted accommodations class offered by 

commercial airlines are not allowable except when such least expensive accommodations would: 

i. Require circuitous routing; 

ii. Require travel during unreasonable hours; 

iii. Excessively prolong travel; 

iv. Result in additional costs that would offset the transportation savings; or 

v. Offer accommodations not reasonably adequate for the traveler’s medical needs. 

Documentation of Expenses 
Expenses not in compliance with this policy will not be reimbursed nor paid for by the Public Charter 

School. Prior to reimbursement of actual and necessary expenses, the charter school employee or 

Administrator must submit a detailed receipt indicating the date, purpose, and nature of the expense for 
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each claim item and the appropriate travel expense or voucher form. Expenses requiring prior approval 

must also include a copy of the written prior approval. Employees will submit their receipts, 

travel expense and voucher forms, and documentation of prior approval, where necessary, to the 

Administrator. The Administrator will submit such documentation to the Board. Failure to provide a 

detailed receipt will make the expense non-reimbursable. In exceptional circumstances, the Board 

may allow a claim without a proper receipt. Written documentation explaining the exceptional 

circumstances will be maintained as part of the charter school record of claim. The Board directs the 

Administrator to promulgate procedures specifying which expenses will be reimbursable for travel of 

different distances and durations. 

 

 
Time and Effort Documentation 
Charges to Federal awards for salaries and wages must be based on records that accurately reflect the 

work performed. Such work must be documented as delineated in the Code of Federal Regulations. 

No employee will make any purchase or incur any obligations for or on behalf of the Public Charter 

School from any non-governmental private business, contractor or vendor in which or with which the 

employee has a direct or indirect financial or ownership interest. 

Purchases or contracted services from any non-governmental or private business or venture in which 

any employee of the Public Charter School has a direct or indirect financial or ownership interest will be 

made on a competitive bid basis in strict accordance with the following procedures: 

i. The interested employee, business, contractor, or vendor will seek, in writing from the 

Administrator, a clarification of this policy stating the transaction at issue. The interested 

employee, business, contractor, or vendor will fully disclose, in writing, the employee’s 

exact relationship to the business, contractor, or vendor; 

ii. Upon written clarification from the Administrator, which will include written specifications 

to be followed in advertising for bids, the affected business, contractor, or vendor may 

submit a bid in compliance with the specifications outlined by the Public Charter School 

iii. The interested employee will not be involved in any part of the bidding process including, 

but not limited to, preparing specifications or advertising, or analyzing or accepting bids. 

iv. It will be the duty of each employee, to the best of his/her knowledge and belief, to disclose 

in writing to the Administrator his/her financial or ownership interest in any business or 

other purchase arrangement with the Public Charter School; and 

v. This policy will apply to any organization, fund, agency, or other activity maintained or 

operated by the Public Charter School. 

No employee will solicit gifts, gratuities, favors, prizes, awards, merchandise, or commissions as a result 

of ordering any items or placing any purchase order with a business, contractor or vendor on behalf of 

the Public Charter School, nor accept anything of monetary value from a business, contractor or vendor 

except for unsolicited gifts of fifty dollars ($50) or less in value. 
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In addition to the conflicts of interest outlined above, no employee or Administrator of the Public 

Charter School may participate in the selection, award, or administration of a contract supported by a 

Federal award if he/she has a real or apparent conflict of interest. Such conflicts of interest include 

instances where any of the following has a financial or other interest in or a tangible personal benefit 

from a firm considered for a contract: 

• The employee or Administrator; 

• Any the employee’s or Administrator’s Relatives; 

• The employee’s or Administrator’s Partner; or 

• An organization which employs or is about to employ any of the parties listed above. 

 
The following activities are prohibited: 

• The purchase during the school day of any food or service from a Public Charter School 

contractor or vendor for individual use; 

• The removal of any food, supplies, equipment, or school property without proper 

authorization; and 

• Individual sales by Public Charter School employees of any school property, including used 

items. 

Any Public Charter School employee or Administrator who violates this policy may be subjected to 

disciplinary action including, but not limited to, a fine, suspension or termination. Violations of law will 

be referred to local, State, or Federal authority 

 
 

33. GRANT EXPENDITURES AND REQUIREMENTS 
The school under the direction of the Board of Directors s will comply with all requirements under the 

grant as approved by the Board of Directors . This includes the proper expenditure of funds as budgeted 

in the grant including, but not limited to, salaries and benefits, time and effort, travel, equipment and 

supplies, contracts, and training stipends. 

When expending State or Federal funds under the grant, or when requesting reimbursement under the 

grant, the school must have the following documentation: 

For any purchase 

• Billing spreadsheet 

• Three or more quotes when required by the grant 

• Invoice 

• Proof of Payment - receipt must clearly identify what was purchased 

• Evidence that materials have been received or services have been provided 

• Evidence that any purchased materials have been added to the inventory 

• Time and Effort 

• Billing spreadsheet 

• Staff Time Sheets - signed by supervisor and employee 

• Student sign in sheets - signed by students (if tutoring) 
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• Payroll Register with highlighted salaries and benefits clearly identified 

• Time and Effort Documentation - when required 

• Professional Development 

• Billing spreadsheet 

• Paid Invoices 

• Sign in sheets 

• Agendas 

• Training materials 

• A detailed description of how it will impact student achievement (Narrative) 

 
Travel 

• School travel reimbursement form for each traveler, if required 

• GSA Rates printed out 

• Receipts 

• Proof of payment 

• Payroll 

• Billing spreadsheet 

• Payroll Register with highlighted salaries and benefits clearly identified 

• Proof of payment 

• Time and Effort Documentation/ Personal Activity Report (PAR), if required 

 

34. PROCUREMENT POLICY AND PROCEDURE 
PROCUREMENT OF GOODS PURPOSE OF PROCUREMENT 

The overall purpose of the procurement policy and procedure is to ensure that SNTHS gets the highest 

quality of desired goods and services at the best price possible. Further, the policy is aimed at 

streamlining the process of procurement while maintaining adequate controls. These procurement 

procedures apply to all staff involved in the procurement process and to all types of procurement. 

 

Procurement Planning 
Procurement planning is part of the annual budgeting process. The SNTHS Administrator is responsible 

for planning his/her project’s estimated procurement needs on an annual basis through the use of the 

annual procurement plan (APP)/procurement spreadsheet, which indicates the items to be bought in 

the various quarters of the year. The APP will also require the final approval of the Board Treasurer. The 

Administrator or Designee will update the APP throughout the year based on grant awards and various 

needs of the school on a continuous basis and as needed. 

Some grants do prescribe some conditions or restrictions required to be observed in the course of 

procurement pertaining to the project they fund. It is the responsibility of the Administrator to ensure 

that such donor requirements and restrictions are observed in the procurement of goods and services 

but within the framework of SNTHS's procurement guidelines. 
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Controls On Procurement 
Goods and services will only be procured within approved budgets except in case of emergencies, which 

must be approved by the Executive Director or Board Treasurer. Thus, in addition to being responsible 

for preparing the APP/budget, the Administrator should ensure that actual procurement throughout the 

year remains within the budget. 

 
It is the responsibility of the person who signs the local purchase order (LPO) to verify that the following 

have been done, whether or not he/she actually collects the goods concerned. 

i. That the correct quantity has been received and signed. 

ii. That the quality and price of goods is as agreed. 

iii. That all goods delivered have been securely and inventory records appropriately updated. 

iv. That the delivery note is checked, signed, and forwarded to the financial officer to await 

v. the invoice. 

vi. That 3 quotes have been generated for any items over $200 and all technology purchases 

regardless of price. 

vii. Staff engaging in procurement activities will be required to adhere to the Conflicts of 

Interest Policy and Procedure, stating that they will not purchase goods or services from a 

company they have a vested interest. 

 

The Procurement Process Report 
Upon receipt of requisitions, the Staff Member will first verify that the requisition is properly approved 

according to the signing authority. After this, he/she will begin the process of sourcing for the goods. 

The procurement report worksheet is updated to reflect requisition as they are received. It also includes 

information on status of each procurement requisition, complete with expected delivery date. This is to 

be submitted to the Administrator on a quarterly analysis. 

The Staff Member is required to present a monthly financial report on procurement to the 

Administrator. 

 

Vendor Selection 
Careful selection of vendors should be done to ensure that best possible price, quality and delivery time 

available within the markets is obtained. A list of suitable vendors (the list of pre- qualified vendors), for 

each type of goods and services based on letters of introduction and past performance shall be 

maintained. This will make the process of vendor identification much faster. The vendor list shall be 

reviewed and updated periodically to ensure that current known factors are taken into consideration. 

Once the previous year’s list of vendors has been updated and approved by the procurement 

committee, procurement of goods, and services can be effected. Vendor selection for inclusion on the 

list of pre-qualified vendors will take place once per year. 

 
Vendor Selection Criteria 
The following set of criteria is essential for deciding on choice of vendors: 

i. Price- lowest price out of 3 quotes or Sole Source 

ii. Quality of goods/services. Such a justification must be verifiable. 

iii. Availability of goods/services within the required delivery time. 
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iv. After sale services, including availability of parts/supplies. 

v. Bidder’s previous records of performance and service. 

vi. Vendor search on SAM.GOV to ensure vendor is not reported as being disbarred or is on the 

debarment list. 

vii. Ability of vendor to render satisfactory service in this instance. 

viii. Financial stability of the vendor. 

ix. Availability of bidder’s representatives to call upon and consult with 

x. Payment terms 

xi. Warranty offered. 

xii. Ability to provide samples 

 
Procedure For Tender 
The Staff Member will send an invitation to tender to each supplier listed to be invited. The vendors will 

pick up tender documents at SNTHS specifying the goods and details or any relevant information needed 

to get accurate bids. All suppliers must receive the same information. 

 

Use Of Dealers And Sole Suppliers 
In the interest of ensuring quality, reliability and timeliness, the Staff Member may establish purchase 

agreements or contracts with main dealers of regularly purchased goods. Where possible due to other 

factors, the Staff Member will negotiate rates and discounts with the supplier or a method to determine 

price for invoice justification. These agreements and prices (net of discounts) should be reviewed 

annually to ensure that they are competitive. 

 
Local Purchase Orders (Lpo) With Vendors 
The LPO is a contract with vendors should include all information regarding the goods and services being 

procured as well as standard terms of delivery, payment and arbitration in case of dispute. If contracts 

are precise and clear, possibilities of disputes will be reduced, and SNTHS will stand far greater chance of 

receiving the goods and services as expected. Upon selection of a vendor, a legally binding contract or 

work order should be drawn-up for the goods and services in question and signed by both parties prior 

to procurement. Detailed specifications; quantities, unit prices, delivery deadlines, locations, and 

payment schedules must be specified in such contracts. 

 
Order For Recurring Requisition 
Procurement of a recurrent nature, i.e. where the same goods and services may be issued several times 

a year, one vendor may be selected for a period of up to one year. In some cases, particularly for 

services, contracts for the goods or services can be drawn up once, which may then be referenced every 

time those goods or services are required without requiring separate quotations and contracts on each 

occasion. In other cases, particularly for regularly purchased goods, vendors can be selected once, but 

separate contracts drawn-up on each occasion the vendors are used. 
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Certifying Delivery Of Goods And Services 
The procurement process cannot be completed without certification that the goods and services 

satisfaction of the requisition. The procedure for receiving goods and services is therefore important in 

ensuring that vendors have entirely met their obligations. Once SNTHS has certified that goods and 

services have been received to their satisfaction payment can then be made. 

In all cases, the certification of receipts of goods and services is pre-requisite to SNTHS and the following 

guidelines are essential for that purpose. 

i. The Staff Member should ensure that goods and services are checked against contracts, 

waybills, invoices, or delivery notes. 

ii. The Staff Member at the time of delivery will facilitate the receiving and checking of goods 

and services whereby the receiving person will have to sign the delivery notes or any other 

documents during delivery. 

iii. Physical checking should be done by the requisitioning department. 

iv. In some cases, receiving of goods and the physical checking of goods or services may be 

delegated to other SNTHS's staff who are so authorized by the Administrator. This includes 

cases where goods of services require a specialist’s technical certification. 

v. Any differences between documents done physical checks should be noted and reported to 

the Administrator for action. 

 

Payment-Processing Procedure 
The Administrator is responsible for preparing payment requisition, and then forwarding that to the 

Staff Member for checking and certifying. The document is then sent to the back-office provider for 

further checking and necessary approval and authority to pay. All payments must be made in 

accordance to the contractual terms between the vendor and SNTHS and in reference to the financial 

policies. 

 
Procurement Of Services Appointing And Paying Consultants 
Consultants’ services shall be sought for: 

i. A job for which the required technical expertise does not exist in-house at SNTHS. 

ii. A job that is not ongoing and hence does not require full time staff. 

iii. A job that does not require more than 6-months continuous engagement. 

 
The following procedure shall be observed for engaging the services of a consultant at SNTHS in the 

amount over $20,000. 

 
i. The decision to hire the services of a consultants shall be taken by the Administrator or the 

Board of Directors in services over $20,000. 

ii. The Administrator shall send invitation to specific appropriate consultant(s) requesting for 

proposal for the consultancy by a Stated date. 

iii. The proposals received shall be reviewed by a panel composed of the various heads of 

department and the ensuing recommended name shall be submitted to the Administrator 

who shall discuss with the SNTHS board. 

iv. The terms of reference for the consultancy shall be mutually agreed upon 
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v. The contract agreement shall be signed by both parties before commencement of the 

consultancy assignment. 

vi. Payment is conditional on satisfactory completion of the whole job unless the agreement 

provides for installments at completion of specifically agreed components/tasks. 

 

 
Procurement Under Federal Award 
In addition to its other policies and procedures regarding procurement, The Public Charter School will 

adhere to the following requirements when making procurements under a Federal award. The Public 

Charter School will: 

i. Ensure that all solicitations incorporate a clear and accurate description of the technical 

requirements for the material, product or service to be produced, and set forth those 

minimum essential characteristics and standards to which the material, product or service 

must conform. 

ii. Provide documentation of the method to be used to conduct technical evaluations of the 

received proposals and for selecting recipients, which will include the factors to be 

considered in the evaluation, who performs the evaluation, the number of evaluations 

performed, the timeframe for conducting the evaluations and selecting a vendor. And 

whether another position reviews the evaluation. 

iii. Maintain oversight to ensure that contractors perform in accordance with terms, 

conditions and specifications of their contracts or purchase orders. 

iv. Avoid acquiring unnecessary or duplicative items. 

v. Consider consolidating procurements to obtain a more economical purchase. Where 

appropriate, an analysis will be made of lease versus purchase alternatives and any other 

appropriate analysis to determine the most economical approach. 

vi. Maintain a list of prequalified persons, firms, or products which are used in acquiring 

goods and services and include enough qualified sources to ensure maximum open and 

free competition. 

vii. Award contracts only to responsible contractors possessing the ability to perform 

successfully under the terms and conditions of the proposed procurement. Consideration 

will be given to such matters as contractor integrity, compliance with public policy, record 

of past performance, and financial and technical resources. 

viii. Maintain records sufficient to detail the history of procurement. These records will include: 

a. Rationale for the method of procurement; 

b. Selection of contract type; 

c. Contractor selection or rejection; and 

d. The basis for the contract price. 

ix. The use of a time and materials use is prohibited unless the Public Charter School 

determines that no other contract is suitable. Time and materials use contract means a 

contract whose cost to the charter school is the sum of: 

a. The actual cost of materials; and 

b. The direct labor hours charged at an hourly rate that reflects wages, general 

and administrative expenses, and profit. 
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x. Be responsible for the settlement of all contractual and administrative issues arising out of 

procurements. These issues include, but are not limited to, source evaluation, protests, 

disputes, and claims. 

xi. The charter school will adhere to any additional procurement rules as applicable to specific 

Federal programs 

 
An inventory of all capital purchases, equipment, curricula, and library/books in the school will be 

compiled annually by the Administration. The physical inventory will be compared to the general ledger 

totals; any significant difference will be reviewed and corrected by the Staff Member. 

 
 
 

35. RECORD RETENTION POLICY AND PROCEDURES 
 

SNTHS will maintain a system of record retention for federal grants, including all applicable fiscal and 

program related records, that complies with 2 CFR 200. 334, 34 CFR 76.730 34 CFR 81.31 to ensure full 

accounting of all grant funds expended for program activities. Records will be made available for all 

reporting requirements, monitoring activities, and for program performance and fiscal audits. All 

applicable fiscal and program records related to federal grants will be maintained for a minimum of 6 

years (five years previous plus the current fiscal year). 

 
The SNTHS record retention system is part of the financial grant management system; and includes 

records documenting compliance with federal statutes, regulations, and the terms and conditions of the 

federal grant subaward; is sufficient to permit the preparation of reports required by general and 

program-specific terms and conditions; and is sufficient to permit the tracing of funds to a level of 

expenditure adequate to establish that such funds have been used according to the federal statutes, 

regulations, and terms and conditions of the federal grant subaward. 

 
SNTHS personnel involved in maintaining the record retention system will be familiarized through 

regular and comprehensive training with the policy and procedures described here and will 

appropriately and consistently implement the policy and procedures as described. 

 
Record Retention Procedure 

i. . Grant program records for SNTHS are stored on a  password protected shared cloud 

drive with access available only to the Principal, Executive Director and Office Manager. 
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ii. Grant-related records for SNTHS in the shared cloud drive are stored in perpetuity, 

however, files are archived electronically after 5 years within the shared drive system. 

 
 
 

Retention for other Documents 
Any other records will be maintained per the Nevada State Library Archives retention schedule for 

“Records with a retention schedule related to School Districts”, as applicable: School Districts - R2020 

 

Responsible Staff 
SNTHS charter school administrative staff and school leadership will be responsible for the organization 

and retention of official public records, by key personnel as designated by the school Principal. Records 

will only be stored electronically.. 

 
 

 

36. TIME & EFFORT POLICY AND PROCEDURES 
 

SNTHS will maintain records and accounts to ensure full accounting of all grant funds received and 

expended in connection with each grant program, and made available for monitoring activities, and for 

performance and fiscal audits. 

 
Definition of Effort 
Effort Reports shall reasonably reflect the percentage distribution of effort expended by SNTHS faculty, 

staff, and students involved in sponsored grant-funded projects. The Effort Report must represent, in 

percentages totaling 100%, a reasonable estimate of an individual’s actual effort for the period being 

reported. 100% effort is defined as the effort expended to accomplish the full set of activities for which 

an individual received compensation from SNTHS regardless of the number of hours expended on those 

activities. 100% effort is not defined as a certain number of hours or days per week. It does not depend 

on FTE status. 

i. Sponsored grant funded project activities 

ii. Institutional (non-sponsored grant funded) activities: 

a. Service % Effort on A + % Effort on B must equal 100% 

 
Employees to Whom This Policy Applies 
Each staff, teacher, or employee whose time is partially or fully committed to a Federally sponsored 

project shall complete Effort Reports as required. Reporting is required regardless of whether such time 

is paid by the sponsor, or is an unpaid contribution (i.e., an “in-kind” or cost share match). Committed 

in-kind or cost share matches, whether voluntary or mandatory, must be included in Effort Reports. 

 
Grant funded positions will be compensated similar to a non-grant funded position. 

https://nsla.nv.gov/ld.php?content_id=35802626
https://nsla.nv.gov/ld.php?content_id=35802626
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Time and Effort Documentation 
Charges to Federal awards for salaries and wages must be based on records that accurately reflect the 

work performed. Such work must be documented as delineated in the Code of Federal Regulations. 

SNTHS, under the direction of the Board of Directors, will comply with all requirements under the grant 

as approved by the Board of Directors. This includes the proper expenditure of funds as budgeted in the 

grant including, but not limited to, salaries and benefits, time and effort, travel, equipment and supplies, 

contracts, and training stipends. When expending State or Federal funds under the grant, or when 

requesting reimbursement under the grant, the school must have the following documentation: 

Time and Effort 

• Billing spreadsheet 

• Staff Time Sheets - signed by supervisor and employee 

• Student sign in sheets - signed by students (if tutoring) 

• Payroll Register with highlighted salaries and benefits clearly identified 

• Time and Effort Documentation – when required 

Payroll 

• Billing spreadsheet 

• Payroll Register with highlighted salaries and benefits clearly identified 

• Proof of payment 

• Time and Effort Documentation/ Personal Activity Report (PAR), if required 

 
Certification of Effort 
Federal requirements stipulate that anyone certifying another individual must have first- hand 

knowledge of that individual’s actual effort. Therefore, each faculty member is responsible for certifying 

his or her own Effort Report. The PI/PD is responsible for certifying the Effort Report of grant project 

staff. 

 
Reporting System 
SNTHS uses an “after-the-fact” effort reporting system to certify that salaries charged or cost shared to 

Sponsored Grant Funded Projects are reasonable and consistent with the work performed. This 

indicates that the distribution of salaries and wages will be supported by activity reports signed by the 

employee and certified by a responsible person with suitable means of verification that the work was 

performed at the end of the specified reporting periods. 

Payroll Context Effort Reports and payroll distributions are not the same. Payroll distributions are 

estimates of how effort is anticipated to be expended. The effort reporting process is a method for 

confirming salary charges made to all sponsored awards. Federal grant pay should be paid over the 

period that the services are performed. 

 

Roles and Responsibilities 
The SNTHS Administrator and their designee is responsible for the distribution, collection, and retention 

of all employee Effort Reports. Individually reported data will be made available only to authorized 

auditors. The Administrator will be responsible for verifying that the information provided by any 

individuals working on their grants is accurate. 
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Compliance Issues 
The Federal government can impose severe penalties and funding disallowances as a result of missing, 

inaccurate, incomplete, or untimely effort reporting. SNTHS expects that teachers, staff, and employees 

will complete Effort Reports accurately and in a timely manner. Auditors will comment on any of the 

following: 

• Late reports 

• Effort certified by someone without first-hand knowledge 

• Percentage of effort outside of sponsored project is not sufficient to cover teaching, service, and 

other work 

• Revisions to Effort Reports 

• Significant inconsistencies between the Effort Report and other related document 

 

37. TRAVEL POLICY AND PROCEDURE 
Travel costs include expenses for transportation, lodging and food, and related items incurred by 

employees who travel on official business. Such costs may be charged on an actual cost basis, or on a 

per diem mileage basis, or on a combination of the two, provided the method used is applied to the 

entire trip and not selected days of the trip. 

SNTHS employees will be reimbursed for actual and necessary expenses incurred within the charter 

school area while attending to charter school business. 

After approval by the Principal, it is the responsibility of back-office provider to process travel 

reimbursement. 

Reimbursable mileage is actual miles driven from the school office to the location, and back to the 

school. 

 

Travel Request Form 
Travel, if allowable under the Federal award, must be compliant with the Federal award letter. Travel 

outside of the SNTHS area must be pre-approved from the Principal. Upon that approval, employees will 

submit a travel request with details and billable information. 

 

Actual Costs 
SNTHS employees will be reimbursed for actual food expenses, not to exceed GSA established per diem 

rates, for out-of-area travel requiring an overnight stay. SNTHS employees and Administrators will also 

be reimbursed for actual and necessary non- food expenditures. 

 
Lodging and Subsistence 
Lodging Costs are not to exceed GSA established rates, unless per certain circumstances per State or 

Federal rules. Costs incurred by employees, principals/Administrators and/or board members for travel 

(including costs of lodging, other subsistence, and incidental expenses) will be considered reasonable 

and otherwise allowable only to the extent such costs do not exceed charges normally allowed by SNTHS 

in its regular operations. If these costs are charged directly to the Federal award, the charter school will 

maintain documentation justifying the following: 
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i. The participation of the individual is necessary to the Federal award; and 

ii. The costs are consistent with this policy and any related procedures. 

 
Temporary dependent care costs above and beyond regular dependent care that directly results from 

travel to conferences are allowable provided that: 

i. The costs are a direct result of the individual’s travel for the Federal award; 

ii. The costs are consistent with this policy and any related procedures; and 

iii. The costs are temporary, lasting only during the travel period. 

 
Travel costs for dependents are not allowable, except for travel of a duration of six-months or more with 

prior approval of the Federal awarding agency. 

 
Commercial Air Travel 
Airfare costs which exceed the basic, least expensive unrestricted accommodations class offered by 

commercial airlines are not allowable except when such least expensive accommodations would: 

i. Require circuitous routing; 

ii. Require travel during unreasonable hours; 

iii. Excessively prolong travel; 

iv. Result in additional costs that would offset the transportation savings; or 

v. Offer accommodations not reasonably adequate for the traveler’s medical needs. 

 
Documentation of Expenses 
Expenses not in compliance with this policy will not be reimbursed nor paid for by SNTHS. Prior to 

reimbursement of actual and necessary expenses, employees must submit a detailed receipt indicating 

the date, purpose, and nature of the expense for each claim first to the Principal along with evidence of 

attendance, etc. 

 
Reimbursement Management 
Only travel expenses that are ordinary and necessary in the conduct of approved travel for charter 

school business purposes and directly attributable to it will be reimbursed. “Ordinary” expense means 

one that is common and accepted in the profession; a “necessary” expense means one that is essential 

and appropriate in order to conduct charter school business. Reimbursement procedures established by 

the charter school will also apply to Board of Directors members traveling on charter school business, as 

applicable. 

 
Expense reimbursements for staff or board travel shall not exceed the maximum General Services 

Administration (GSA) approved rates. 

Advance Per Diem checks may be requested instead of paying out of pocket and submitting receipts 

through back-office provider. Per Diem Checks should be request with at least 2 weeks’ notice, and will 

be in exact correlation to GSA Rates. 
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Reimbursement will be made for ordinary and necessary meal expenses incurred in the course of 

approved travel for charter school business. Meals include amounts spent for food, beverage, taxes and 

related gratuities. Alcoholic beverages will not be reimbursed by the charter school. 

Expenses in excess of the charter school’s established limit are ordinarily the responsibility of the 

employee and may be reimbursed only with Principal or Administrators approval. Receipts for all meal 

expenses must be secured and attached to the claim. 

Travel must be conducted in the most expeditious and cost-effective manner, as determined by the 

charter school. 

 GRANT MONITORING AND PERFORMANCE EVALUATION 

For each grant received the charter school will conduct annual grant performance evaluations pursuant to 
2CFR 200.303. to demonstrate that outcomes align with objectives, which are the specific, measurable, 
and realistic goals set at the beginning of the grant cycle. Evaluations will include: 

1. Integration with School Performance Plan: Integrate the grant performance evaluations into the School 
Performance Plan review checks. This ensures alignment with broader organizational goals and priorities.  

2. Financial Metric Tracking: Establish financial metrics to track and compare financial performance against 
goals. This could include metrics such as budget utilization, revenue generated, cost-effectiveness, and 
adherence to financial regulations. 

3. Feedback and Continuous Improvement: Solicit feedback from stakeholders involved in the grant 
program, including grant recipients, administrators, and oversight bodies. Use this feedback to identify 
areas for improvement and make adjustments to the evaluation process as needed. 

4. Training and Capacity Building: Provide training and capacity-building opportunities for staff involved in 
grant management and evaluation. This ensures that they have the necessary skills and knowledge to 
effectively carry out their responsibilities. 
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