Frequently Asked Questions (FAQ) 10/24/07

NEW YORK CITY DEPARTMENT OF EDUCATION

Frequently Asked Questions (FAQ) on 
INTERNAL CONTROLS

[image: image3.wmf]
CREATED BY THE OFFICE OF AUDITOR GENERAL

OAG WEBSITE:

http://schools.nyc.gov/Administration/Offices/GeneralCounsel/AuditorGeneral/default.htm
table of contents
General School Funds (GSF)






3
Inventory










7
Other than Personnel Services (OTPS) 




9
Small Item Payment Process (SIPP) 




12

Procurement Card (P-Card) 





13

Professional Development






14
Per Diem 










15
Per Session









16
Timekeeping









18
General School Funds (GSF)



[image: image4.wmf]
Q.
Where should the completed bank signatory card(s) be forwarded?
A.
The original signatory card(s) should be submitted to the financial institution and a copy forwarded to the Division of Financial Operations, Bureau of Financial Management and Reporting Unit- Room 1802 at 65 Court Street, Brooklyn.
Q.
What should be done if the bank signatory cards were never submitted to the Division of Financial Operations?
A.
The school should immediately forward a copy of the signature cards to the Division of Financial Operations, Bureau of Financial Management and Reporting Unit- Room 1802 at 65 Court Street, Brooklyn.
Q.
Can teachers be reimbursed from the GSF account for expenditures (e.g., tolls, tips) incurred during a field trip?  

A.
Yes.  However, to minimize having teachers pay out-of-pocket, these expenditures should be calculated in the trip’s cost basis.
Q.
Who should review teacher collections for trips? 

A.
Upon receipt of all collections for trips, the treasurer should compare the collections against the document(s) used to record students’ payments.
Q.
What documentation should a school obtain when accepting monetary gifts?

A.
A school should obtain a written statement/letter from the donor on how the funds are to be utilized.  If the donor has not included a written statement/letter, the school should draft a letter identifying how the gift will be used and ask the donor to sign and return the letter as documentation that there is consent to that usage. 
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Q.
How can I replenish petty cash?
A.
The treasurer is permitted to draw a check payable to him/her for no more than $200 to replenish the Petty Cash account.
Q.
How many times may petty cash be replenished?

A.
Currently, there is no limitation on the number of times petty cash may be replenished.  However, it is important to note that petty cash should be utilized solely to pay for small expenditures incurred in conducting student-related activities.  Petty cash on hand should not exceed $200.
Q.
Can GSF be used to pay for teachers' per session activities?

A.
No.  GSF cannot be used to pay for per session activities.  Per session payments should be budgeted and made from the school's Personal Service (PS) allocation.
Q.
How are chaperones for school- wide events paid? 
A.
Chaperones act on a voluntary basis and should not be paid for their participation.  They are however reimbursed for expenses incurred as a result of volunteering.
Q.
Can GSF be used to purchase furniture?
A.
No.  Furniture should be purchased from the school's budget allocation located in the galaxy budget system.
Q.
Can GSF be used to renew a BJ membership card which is used to purchase products for cooking classes?
A.
Yes.  Any club, with the permission of the student organization and principal, may use GSF to pay for any necessary expenditure. It is important to note the membership number on the check (payment for the membership renewal) and maintain copies of all supporting documentation.
Back to table of contents
Q.
Can the proceeds from the sale of an item a staff member personally donated to the school be deposited into the GSF account?
A.
Yes.  Once the staff donates an item to the school, it becomes school property. Thus, any proceeds earned must be deposited into the general school fund account.
Q.
Can GSF be used to pay for lodging expenses of students and accompanying parents participating in an out-of-town competition?

A.
Yes.  Those payments may be made with GSF upon approval of the Principal.  (See section 4.2.7 of the SOP on GSF.) 
http://dfoapps.nycenet.edu/SOP/Default.aspx?c=1024
Q.
Can GSF be used to pay for expenses incurred while transporting a student to the hospital?

A.
Yes.  GSF may be utilized to pay for expenses pertaining to a student's welfare. (See section 4.2.7 of the SOP on GSF.) 

http://dfoapps.nycenet.edu/SOP/Default.aspx?c=1024
Q.
Can a scholarship awarded to student(s) made payable to a school be deposited into the general school fund account and disbursed to the student(s) via the GSF account?
A.
Yes.  A scholarship awarded to student(s) made payable to a school can be deposited into the general school fund account and disbursed to the student(s) via the GSF account.

Note: all documentation pertaining to the scholarship must be kept on file.  Also the Senior Grants Officer at the ISC has to be notified that the scholarship was received by the school.
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Q.
Does a school need a treasurer?
A.
Providing there is a GSF account at the schools, they will need a treasurer to handle GSF related transactions. (i.e. recording of all cash receipts and disbursements, bank reconciliations, etc.)
Q.
How much time should be allocated to the treasurer to perform his/her duties?

A.
There is no set time allocated to the treasurer for his/her duties.  The time varies at each site, depending on the workload.
Q.
Can the treasurer be the authorized designee responsible for the collection of fundraising proceeds?
A.
Yes.  The treasurer can be the authorized designee responsible for the collection of fundraising proceeds
Q.
Can a school aide be assigned as the school treasurer?

A.
Yes.  However, the school aide must be a full-time regular staff member of the school selected by the principal (subject to all applicable DOE and contractual regulations).  
Note:  The treasurer cannot be one of the authorized signatories.

Q.
Do schools still need to complete the Annual School Fund (ASF) form although they are entering the year-end balance on-line?

A.
No.  Schools need to report the year-end balance on-line only.  
Note:  As of February 2002 the ASF form was eliminated from the chapter on "General School Funds and Cash Transactions".  However, principals may wish to continue to use this form when reporting annual figures to their UFT chapter chairperson, per Contract Article 19J4 of the agreement between the UFT and Department of Education.
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Q.
Why would the title of the GSF account need to be changed?

A.
A change should be made to the account if the title does not indicate the school name.   New York City Board of Education

In Trust for (School Name and/or Number)

General School Fund Account
Notification must be made to the Bureau of Financial Management & Reporting-Banking Unit-Room 1802 at 65 Court Street, Brooklyn.  Also, when new checks are ordered, the school should ensure that the new title is indicated.
Q.
What should be done with checks on hand that are not entitled

"New York City Board of Education

In Trust for (School Name and/or Number)

General School Fund Account"?
A.
The checks on hand should be fully used.  When new checks are ordered, they must conform to the requirements in the SOP on GSF (See section 2.3 of the SOP on General School Funds):

http://dfoapps.nycenet.edu/SOP/Default.aspx?c=1024
Q.
Does the lunch account need to be entitled NYCDOE In Trust For (School Name)?
A.
Yes.  The lunch account must be entitled NYCDOE In Trust For (School Name).

Q.
Can fundraising cash collections be used to pay expenditures before being deposited in the GSF account? 

A.
No. All cash collections must first be deposited directly into the GSF account.  A check must then be issued to the vendor.
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Q.
How many fundraising activities may be conducted during the school year?

A.
Fundraising activities that involve the students during school hours should be limited to a maximum of one per year by the school and two per year by the Parent Association or Parent-Teacher Association. 

See Chancellor’s Regulation A-610 for more details:

http://docs.nycenet.edu/docushare/dsweb/Get/Document-26/A-610.pdf
Q.
What should be done with any unsold tickets?
A.
Unused tickets should be maintained on site to help the activity advisor accurately report ticket sales to the treasurer.
Q.
Why is it mandatory to issue a treasurer's receipt?
A.
A treasurer's receipt serves as proof that the bearer of cash has given the funds to the treasurer in preparation for deposit.
Q.
Why must a school maintain a fundraising sales log?
A.
A fundraising sales log facilitates the reporting of the total money collected during the period of the activity.
Q.
Does the Authorization to Collect General School Funds and Financial Statement at Conclusion of Revenue Producing Activity forms need to be completed for G.O. activities?
A.
Yes.  The above mentioned forms need to be completed for G.O. activities. Most importantly, these forms must be used in activities involving cash collections and subsequent deposits into the general school fund account.
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Q.
How long should the Financial Statement of Revenue Producing Activity form be maintained on file?
A.
The Financial Statement of Revenue Producing Activity form should be maintained on file for six years.
Q.
Why does the principal or designee sign-off on the bank reconciliation form?
A.
The principal or designee signs off on the bank reconciliation form to document that a review of the bank statement has been conducted.
Q.
What is the maximum amount of money that can be maintained in the general school fund account?
A.
The maximum amount that should be kept in the checking account should not exceed the amount needed for two months operation of student activities.  The principal may authorize the opening of an additional account(s) (CDs, Money Market, etc) in order to earn a greater yield; however, the new account must be FDIC insured.
Q.
What is anticipated income?
A.
The total income expected prior to the commencement of the fundraising activity.
Q.
What tax identification number should be used when reporting quarterly sales tax?

A.
The taxpayer ID that must be utilized is 13-6400434 (Department of Education).  Further information can be found on the New York State Department of Taxation and Finance website.  From there you can download any necessary forms. 

www.tax.state.ny.us/forms/sales_cur_forms.htm#ST-100%20series
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Q.
Does a school have to adhere to bidding regulations when utilizing GSF?
A.
No. Bidding is not mandatory when utilizing GSF.  However, the principal at his/her discretion may mandate this procedure.
Q.
I could not find the Request for Expenditure attachment to the Guide to Internal Controls.  Can you please provide the link?
A.
Request for Expenditure form: 
 http://schools.nyc.gov/NR/rdonlyres/167EB963-8F8C-427B-9E86-F31598616DB1/0/gsfF.pdf

This form can also be found on the FAMIS portal:
https://dfoforms.nycenet.edu/FamisPortal/login.aspx?Sessiontoken=iq1nvaic0b1sld45ofzkpiev
Q.
Can we use General School Funds to purchase books used for professional development?

A.
No.  In schools, general school funds must be spent on items necessary for the proper functioning of student extracurricular and co-curricular activities, or for the direct benefit of students.  However, if an item is not to be used either solely by the students or for their direct benefit, the Superintendent’s (or designee’s) approval must be obtained before the purchase is made.

Q.
Our school utilizes Safe & Sound Armed Courier Inc. for our bank deposits.  Unfortunately, this company does not provide reliable service and they have recently increased each drop to $30.00.  The SOP states that a courier has to be used.  Must we employ the services of this courier? If not, are there recommendations for an alternate courier service?  Can I locate companies on my own and conduct interviews?

A.
For exceptionally large deposits of monies received from student activities, the services of an armored car company may be employed to make the deposit.  Payment for such services may be paid from the general school fund account.  Since the SOP doesn't specify which courier must be used, you can elect to use a courier of your choice.
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Q.
Can our general school funds be utilized to purchase science kits, printers, supplies, glue, paint, and an automated library?

A.
These goods and services should be purchased with tax levy and/or reimbursable school funds first before general school funds are utilized.
Q.
A Scholarship Memorial Account was established by the parents of a deceased teacher, for which students are awarded a scholarship yearly.  Can the treasurer withdraw funds from the account?
A.
No, the treasurer cannot withdraw funds from a Scholarship Memorial Account.  The authorized signatories are the only individuals permitted to withdraw funds from the account.  Note:  Funds should only be withdrawn for the intended purposes of the Scholarship Memorial Account.
Q.
How do you account for funds collected for the following: Collection for staff that 
lost a family member; funeral costs of a child that attended our school? 


Additionally, how are these funds dispersed to the respective parties and what 
documentation is required?

A.
If the collection is for the staff member or staff member's family member it must be 
coordinated through the sunshine club.  For students or student's family it should be 
handled through the school's checking account.  

The funds should be deposited into the school account and a check for the cumulative 
amount can be issued to the parents.  The coordinator should maintain a listing of funds 
collected from each individual.  A check or money order should be given to the payee.
Back to table of contents

Inventory
Q.
Does a school need to maintain an inventory of reading books in a classroom library?

A.
Yes. An inventory should be conducted and maintained for all published and copyrighted materials of an educational/instructional nature.
Q.
How long do we need to keep the inventory records at the school site?
A.
Six years.  (See section 2.2 of the SOP on Inventory):
http://dfoapps.nycenet.edu/SOP/Default.aspx?c=1114
Q.
What is the deadline for the completion of the annual inventory? 
A.
The annual inventory (physical count) of supplies stored in bulk, equipment, textbooks and other copyrighted educational materials maintained at a site is required to be completed by April 15 of each year.
Q.
What should be done with the Annual Inventory Statement upon completion?
A.
The completed Annual Inventory Statement is to be electronically forwarded to the respective ISC within thirty days (30) after the completion of the inventory.  The school/site should also maintain a file of the Annual Inventory Statements for possible future audit.
Q.
Who should be contacted if a discrepancy exists amongst Dell's and site's inventory listing?
A.
The site should immediately notify Dell Management Service and their corresponding Regional Technology Manager.
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Q.
Does a form need to be completed for any equipment taken off-site?
A.
Yes. An off-site utilization form must be completed for any equipment taken off site.  Off-site use of equipment is limited to the school year.  All equipment must be returned before the end of school term and evaluated by the site Inventory Salvage Officer (ISO) before the equipment is taken off-site in the following year. (The off-site form must be renewed in that case).
Q.
What should I do if I realize an item is missing?

A.
If it appears that an item (supplies, equipment or textbooks) is missing, the site ISO must take the following steps:
· Make every effort to locate the item in question.

· Notify the principal, site supervisor or head of department if the item cannot be located.

· Ensure that the Equipment Inventory Database reflects the loss, and is retained on file.
· File a report with the local police precinct. They will assign you a complaint number (Police Department Docket Number) that must be noted on the Inventory Database. (The date when the item was noted missing, as well as the date of the last inventory should also be noted on the database/inventory sheet).

· Send a copy of the Police Report to the Special Commissioner of Investigation (SCI) for the New York City School District, 80 Maiden Lane (20th floor) New York, NY, Attn: Chief Investigator. The phone number of the SCI is (212) 510-1500.

· Notify the Emergency Information Center (EIC) at: 335 Adams Street (28th Floor), Brooklyn, NY 11201.  The phone number of the EIC is (718) 935-3210. 
· Complete the DOE’s On-Line Occurrence Report form via the Online Occurrence Reporting System (OORS), which can be accessed from the website of the Office of School Intervention and Development (formerly School Safety and Planning) at http://erceo.nycenet.edu  (To log on you must have a Username and ID. If you do not have a Username and ID contact your  ISC Technology Manager.  The information will be entered through the website and processed electronically.)
· [image: image5.wmf]Advise the School Safety Agent (SSA) at your site of the missing or stolen item(s). He/she will make a report of this incident to the NYPD – School Safety Division at 28-11 Queens Plaza North (9th Floor), Long Island City, NY 11101. Telephone: (718) 730-8500; Fax: (718) 730-8939.
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Q.
Which items do not have to be inventoried?

A.
The following items do NOT have to be inventoried:
· Workbooks after their initial distribution to classrooms. However, a running balance of any stored undistributed workbooks should be maintained.
· Furniture
· Supplies (either instructional or office), unless they are stored in large quantities.
Q.
Does the purchase order number need to be documented on the inventory record?
A.
Yes, a required field on the inventory record is purchase order number.
[image: image6.wmf]
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Other Than Personal Services (OTPS)
Q.
What are encumbered funds?
A.
Funds reserved against a location's allocated funds prior to a purchase.  These funds are committed for the payment of goods and services.
Q.
Where can a listing of ISC contracts be viewed or obtained?
A.
A listing of ISC contracts can be obtained via the following website:

http://schools.nyc.gov/Offices/DCP/default.htm
Q. How do I obtain a copy of the contract terms for contracts not initiated by my ISC?

A. To obtain a copy of the contract terms for citywide contracts, call the Division of Contracts and Purchasing (DCP) at 718-935-3000 or access the DCP website.
Q. Is a vendor’s written declaration considered sufficient evidence that the vendor is a "sole source" provider of goods/services being procured?

A
No.  The school must research and document evidence that the vendor is unique in providing the goods/services.
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Q.
When is bidding not required?

A.
Bidding is not required under the following circumstances:
· Sole source

· Listing Application-

· Named in a competitive grant
Note:  See section 2.5 and 2.6 of SOP on OTPS Purchases for bidding thresholds.
http://dfoapps.nycenet.edu/SOP/Default.aspx?c=1115 
Q. Can my school purchase a contracted item from a non-contracted vendor if the price is lower?
A.
All measures must be taken to purchase from contracted vendors only.  However, if the item is offered at a lower price and all other factors are the same (service, quality, warranty, etc.) then the item may be purchased from a non-contracted vendor.  The school must notify DCP prior to purchasing the item.
Q.
Is the UPS online tracking receipt (showing receiver name) considered an acceptable form of evidence of receipt?

A.
No.  There should be a packing slip/bill of lading that is signed by the individual designated to receive the items.
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Q. What document can be use to certify the receipt (delivery) of goods when a packing slip is not obtained?

A.
The invoice and/or purchase order can be used to certify the receipt of goods. 
Note:  The FAMIS Portal can now be used to certify delivery for commodities.

Q. How is certification of delivery documented for postage purchased from Pitney Bowes?

A. The school should sign-off on the statement received from Pitney Bowes to certify delivery, since a packing slip is not received with the postage purchase.
Q. Can the school be reimbursed for expenses incurred, and paid through the Small Item Payment Process (SIPP) prior to receiving a grant?

A. Yes, when the grant money is received the school can create a budget modification to tie the funds to the quick code that was used.  For additional information contact your ISC Officer.
Q. What purchasing method should be used for tuition fee reimbursement?
A. Tuition fee reimbursement should be processed through SIPP.
Q. Which site is responsible for the maintenance of the packing slip and invoice?

A. The site that purchased the goods/services is responsible for maintaining the packing slip; the site that processes the payment should retain the invoice.
Q. Can payment for a “WR” (prefix used in Portal to identify a purchase made to a contracted vendor) be processed without certification of delivery?

A. Yes, payment for a WR can be processed without certification of delivery.  However, certification of delivery must be obtained within thirty days of payment.
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Q. Can payment be processed by using a duplicate invoice?
A. Yes.  However, it is essential that the invoice indicate "Duplicate" and a written statement acknowledging the request for a second invoice be kept on file.
Q. Can prices posted on the Internet be used as bids?

A. No.  Bids must be solicited to ensure that the best price is obtained.  The prices on the internet are available to the general public and do not constitute a form of negotiation.
Q. What purchasing method do we use for non-contract admission fees (eg., plays, museums, theatre)?  P-Card, SIPP or PO?

A. It is best to use a P-Card if one is available for admissions (object code 461).  A purchase order should be used for purchases over $500.  For purchases under $500, or where time constraints are present, a SIPP may be used.  However, SIPP purchases over $2,500 require DFO's approval.  
Q.
How can the ISC verify the delivery date(s) entered by the school?

A.
On the certification screen, there is a field at the top called 'Prior Rec. Report'.  If you click the 'show' button, you should see all certifications with dates entered by the school.
Q.
Where should the Consultant log to be maintained?
A.
The site where services are being rendered should maintain the consultant log.
Q.
Must the school retain copies of the invoices, purchase orders and/or packing slips? If so, for how long?

A.
Yes, the state mandates that schools must retain financial documents on-site, such as those mentioned above, for a total of 6 years.
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Q.
Who should a school contact if a contracted vendor provides sub-standard service/commodities and/or is not fulfilling their contract?

A.
The Schools should contact the Contract Administrator located at their ISC to report any inadequacies of the current vendor.   If the vendor is not fulfilling their contract, the school should submit a letter detailing grievances with the vendor to the Contracts Compliance Unit, Office of Equal Opportunity (OEO) located at 65 Court Street.

http://schools.nyc.gov/Administration/Offices/GeneralCounsel/OEO/default.htm
Q.
What is the procedure if a school would like to replace the services/commodities of a contracted vendor with that of a non-contracted vendor?

A.
Schools are required to utilize services/commodities of contracted vendors; therefore, the school must substantiate reasonable cause to deviate from this rule (e.g. sub-standard service).  The Division of Contracts and Purchasing (DCP) must be informed and a request must be placed to receive an exception to use to a non-contracted vendor.

Q.
If the services/commodities provided by a particular vendor, currently contracted by New York State, are preferred, must they initiate the process to also have the vendor contracted in New York City?

A.
No, the city can piggy-back on state contracts.  This will shorten the process and allow for the timely delivery of services/commodities.

Q.
If a non-contracted vendor will provide services/commodities at a lower rate than a contracted vendor, may a school utilize this seller?

A.
Yes, if the following information is confirmed: The school must obtain three bids to substantiate the lowest price available.  The non-contracted vendor must also demonstrate that their services/commodities exceed the quality and/or performance that of the contracted vendor in order to be considered.
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Q.
For services/commodities requiring bidding procedures, is it mandatory that the school contracts the lowest bidding vendor even if the services/commodities provided are of poor quality?

A.
Yes, the lowest bidder must be contracted, but if the school is unsatisfied with this seller for specified reasons (e.g. poor service in the past), they may choose other vendors and regenerate the bidding process.

Q.
If a vendor is contracted, why aren’t all of their offerings listed in FAMIS?

A.
A vendor’s contract may not include all services/commodities offered.  For those non-contracted items, bids must be obtained or entered on the bid list for consideration.

Q.
Approximately how long is the vendor contract approval process?

A.
It could take up to 1 year for a contract to be approved and awarded to the prospective vendor. 

Q.
What is the procedure that must be followed to contract a vendor who claims they are the sole source of a particular service/commodity?

A.
The Principal must research and confirm that other vendors do not provide the particular service/commodity.  Also, an official letter must be submitted by the vendor stating that they are the sole source of the service/commodity desired. 

Q.
What is a competitive grant?

A.
It is a grant that is issued requiring that schools utilize the services/commodities of a specific vendor(s), no bids required.  If the vendor is not utilized, the school(s) will be in jeopardy of forfeiting these funds. 
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Q.
What forms must prospective vendor(s) submit to be awarded a New York City contract?

A.
At this point in time, the vendor must submit Vendex forms, a W-9 form and Affirmation in order to be considered.  Once the vendor is awarded the contract, a vendor number will be issued and they may initiate business transactions.  With the Chancellor’s new initiatives for the upcoming school year, the vendor may also be required to submit a 1099 to report income earned.
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Small Item Payment Process (SIPP)
Q.
What SIPP purchases are exempt from bidding?

A.
The following categories of SIPP purchases are exempt from bidding requirements:

· Admission fees

· Postage

· Metrocards

Q.
Who should approve reimbursement to a Principal made via SIPP?

A.
The Superintendent (the next line of authority) should approve the reimbursement.
Q. Can SIPP be used to pay for items that were not originally encumbered under a purchase order?

A. No.  A change notice is needed to increase the original purchase order amount.
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Procurement Card (P-Card)
Q.
What are the allowable expenditures charged to Procurement cards (P-Cards)?

A.
The following object codes are allowable expenditure categories for Procurement cards:

· 100-Supplies and materials
· 300-Non-consumables
· 400-General services
· 451-Local business meeting and related expenditures
Q.
What's the monetary limitation on a P-card purchase?
A.
Limitations on the amount that can be purchased in any individual transaction shall be no greater than $5,000 per transaction.
Q.
How many P-Card purchases can be made in a day?

A.
Eight transactions are permitted in one day
Q.
On which date does the P-Card expire?
A.
Purchasing cards expire June 30, 2009.  All existing cards will be deactivated on June 30th, the close of the fiscal year.  
Q.
How can a Procurement Card usage log be obtained?

A.
Schools can obtain the usage log by clicking the following link:
http://schools.nyc.gov/NR/rdonlyres/7C246CAD-B65D-445B-8D33-377F485A2135/0/otpsxK.pdf
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Q. Does JPMorganChase need to be contacted if a refund was not reflected on the commercial P-Card statement?

A. Yes.  Additionally, the Division of Financial Operations, Bureau of Receivables Accounting Banking Unit must be informed.
[image: image1.wmf] 


[image: image2.wmf]
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Professional Development
Q.
Can payment be withheld from a professional service vendor if the principal's evaluation of the services was unsatisfactory?

A.
To determine whether payments should be withheld, an ISC official should contact the Director of Compliance at DCP for guidance.

Q. Does the ISC need to have a copy of the work order prior to processing a payment for professional services?

A. Yes.  The work order specifies relevant information such as services, rates, hours and service location(s).  This information can be used in conjunction with the purchase order to determine whether the invoice accurately reflects the services that were engaged. 
Q. Where can Professional Service Vendor Evaluation Forms be obtained?

A.
The evaluation forms can be obtained from the Division of Contracts and Purchasing (DCP) website.  Please enter central\user name and then your password.

Below are the links for quick access:


Vendor Performance Evaluation Forms http://www.nycboe.net/dfop/tracker/eval/main.html
Guide to the use of Vendor Performance Evaluation Forms  http://www.nycboe.net/dfop/tracker/eval/guide.pdf
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Per Diem
Q. 
If the school has the smart card system, are all Per Diems required to use the smart card?

A.
Yes.

Q. Does the payroll secretary need to verify the Per Diem's license even though he/she has a smartcard?

A. Yes.  The payroll secretary should verify the per diem's license in addition to the eligibility status.
Q.
Do I need to check the Per Diem Payroll System (PDPS) for the eligibility status of a Per Diem that has been working at the school during the entire week?

A.
Yes.  The Per Diem’s eligibility status should be checked daily since that status may have changed overnight. 
Q.
How do you check a Per Diem's eligibility in the absence of the smart card system?
A.
The Per Diem Timekeeping Menu will allow you to select function 01 (Substitute Eligibility Roster). Then, enter the Location and press "Enter" to access the roster. Next, type E next to the employee's name to view the most recent EE (employment eligibility) status. Then press ENTER. Check the update EE status. Only employees with code EL (eligible) may be called to work.
Q.
How many periods is a per-diem required to work?
A.
A per-diem is required to work the identical number periods as the teacher being covered.
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Q.
What information is entered in the Replacement ID field in PDPS?

A.
Depending on the reason for hiring a Per Diem, the following information would be entered.
· For Vacancies

VACY

· [image: image7.wmf]To cover a class

EIS # of covered teacher

· For Mentoring

MENT
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Per Session
Q. What is the process for submitting Per Session Waivers (OP175W)?

A. Waivers must first be completed by the employee and then signed off by the school and ISC.  Waivers are then submitted to the Division of Human Resources, PS Monitoring Unit-Room 405 at 65 Court St, Brooklyn, for review and final approval.

Q. 
Can one bulk job be utilized for two per session activities?

A.
Yes.  As long as the per session activities are for the same position.
Q.
Can a per session employee be paid for working more than the scheduled hours?
A.
No.  Employees should be paid according to the stated terms in the per session advertisement and application.
Q.
Does an application (OP 175) have to be given to every applicant or solely those selected for the per-session activity?
A.
Yes.  Every individual seeking employment in a per-session activity must obtain and complete an OP 175 application.
Q.
What are retention rights?
A.
Retention Rights are the rights to claim a per session position over another person due to the fact that that entitled employee has two years of continuous satisfactory service in a particular per-session activity.  An employee may have retention rights in only one per session activity during a per session year.
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Q.
If a time clock is not available at the site of the per session activity, can we use a daily attendance report/log?

A.
Yes.  The exact time of arrival and departure must be recorded in the daily attendance report/log and must be approved by the supervisor.

Q.
Are manual entries on a timecard acceptable for per session employees attending a conference/workshop at a site where there’s no time clock available?

A.
Yes.  However these manual entries must be approved/certified by the supervisor.
Q.
Can we use the participant’s list as a record of the per session employee’s service hours since there’s no time clock available at the conference/workshop site? 

A.
No.  A daily attendance report/log may be used in lieu of a time clock where the exact time of arrival and departure are entered.

Q.
Does the actual time noted on a timecard need to be documented on the Hourly Service Report? 

A.
No.  The scheduled time or time to be paid needs to be documented on the Hourly Service Report.
Q.
Which hours should be listed in the "Official Hours” field within the Hourly Service Report? Official School Hours or Per Session Hours? 

A.
The official school hours must be indicated in the "Official Hours” field within the Hourly Service Report.
Q:
Do we need to obtain the participant’s list as proof of attendance for the conference/workshop attended by the per session employees?

A:
Yes.
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Q:
How can I obtain the Chancellor's regulation C-175, since it is not available through the Chancellor's regulations website?

A:
To access the regulation you can clink on the following link: http://schools.nyc.gov/oag/top20/persessionregulation.pdf 
Q:
Can a principal participating in an evening PTA meeting receive per session payment?

A:
No.  Principals are required to participate in PTA meetings without receiving per session payments.
Q:
Does an employee providing morning per session services need to "punch out" before beginning his/her regular work day?

A:
Yes, if possible.  Otherwise, the per-session supervisor should document the "out" time on the card and place his/her initials beside the recorded time. 
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Timekeeping
Q.
Does EIS deduct the time immediately for fractional absences or wait until it accumulates?

A.
EIS will wait until the absences accumulate to 3hours 20min and then deduct the time from the employee.

Note:  All fractional absences need to be entered into EIS.

Q. Does a paid class coverage log need to be maintained if the teachers are not paid for class coverages?

A.
Yes.  A log documenting the covered teacher and the covering teacher needs to be maintained.
Q.
If a sign-in/out sheet exists to document employee’s service hours, should this information be recorded on timecards as well?
A.
Yes.  However, if a school has a functional time clock, this should be used to record employee’s arrival and departure time.
Q.
Does the Employee Information System CAR balance supersede the Manual CAR balance document?
A.
Yes.  The Employee Information System CAR balance supersedes the Manual CAR balance document.  However, the payroll secretary should reconcile the two periodically.
Q.
Should I be maintaining an organization chart?
A.
Yes.  Schools should maintain a complete employee listing (school organization sheet) and it should correspond to the Galaxy Table of Organization (TO), except for new employees in process onto funded vacancies in the TO.  This listing should be updated regularly and include all personnel working at the school.
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Q.
Does cafeteria personnel need to be listed on the organization chart?
A.
Yes.  Cafeteria personnel must be included on the organization chart. The organization chart is a reflection of all personnel in the building during regular school hours.
Q.
Who is responsible for the maintenance of itinerant employee time records?

A.
Each individual site is responsible for the maintenance of itinerant employee time records. 

Note:  If your site is not the payroll location you should make a copy of the time record and forward the original to the payroll location.
Q.
Do H-bank employees (Parent Coordinator, School Business Manager, etc…) have to punch “in” on their timecard?

A.
Administrative employees are required to record their time by punching a timecard. However, the school principal has the discretion to permit the parent coordinator to record his/her time using a timesheet.

Q.
How often is it necessary to update the manual time balance record for H and Z bank employees?

A.
The timekeeper must maintain the time balances for H and Z bank employees on an on-going basis. This includes the monthly accrual and usage of time.

Q.
What is the principal’s role in the maintenance of accurate manual CAR balances?

A.
The principal or designee should periodically review the CAR balances and sign his/her name signifying review.
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Q.
How should a punctual teacher's arrival time be recorded, if he/she neglects to move his/her timecard?

A.
The payroll secretary should document the individual's arrival time on the card and request the teacher to write his/her initials beside the recorded arrival time.

Q.
What other mechanisms may be used to record arrival and departure time in lieu of a functional time clock?

A.
A sign-in/out sheet or book may be used to record arrival and departure time in lieu of a functional time clock.

Q.
Is the school or principal provided with an EIS timekeeping approval code?
A.
The principal is provided with an EIS approval code.

Q.
Does a teacher with a negative 20 CAR balance have the right to borrow additional days?

A.
No.  Any further absences should be deducted from his/her future accrued sick leave balance.

Q.
Are the administrative and support staff required to use a timecard?

A.
No.  However, procedures should be developed to account for the attendance of administrative, managerial (principals, assistant principals etc…), and support staff (secretaries).  Examples include: timesheets, timecards, attendance logs, etc.

Q.
Should the payroll secretary document absences on the employee’s timecard?
A.
Yes.  Absences should be recorded on the employee’s timecard by the payroll secretary when employee’s are absent from school.
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Q.
What are the required fields to be included on a coverage log?
A.
A class coverage log should include the following fields: date of coverage, name of absent teacher, per diem’s name, name of teacher who covered class (if no per diem hired), and period(s) covered.
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� When a vendor, for very specific reasons, is identified as the only feasible source for obtaining certain items, that vendor is deemed a “sole source” provider.


� A Listing Application is established to purchase published or copyrighted materials, artistic performances of specific artists, and admission fee(s) to the programs of cultural institutions (e.g., Planetarium), which because of  their sole source classification are not subject to competitive bidding requirements.
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