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● Positions Control

● Extra Compensation - Document and 

Properly Fund

● Contract Approval and Oversight

● Purchase Order management

● Accounting Access Privileges

Internal Control - FY25 Focus Areas

Internal controls, if implemented and 
followed by Budget Managers and staff

1) Increases the visibility of potential 
problem areas

2) Allows for timely and accurate 
reporting of information, and 

3) Enables the administration to 
manage resources proactively 
within the appropriation provided 
by the Town.



A common internal control used to manage staffing is a position control system. This 
system connects positions approved in the budget to an account number, funding source, 
location, position title, and position type. Each position that is approved in the budget is 
assigned a position control number. To hire a person, there must be an unoccupied 
position control number.

Position Control Update

● Position Controls Created and 
uploaded to Munis - July

● New Position/PCN Request 
Procedures Developed and 
Implemented - August

● Staff Training - August 
● New Position Reporting to Finance 

Committee - August

https://drive.google.com/file/d/1eVH-Jyv-iQWdrfLgMrBKckUi5QbIEi7l/view?usp=sharing
https://drive.google.com/file/d/1eVH-Jyv-iQWdrfLgMrBKckUi5QbIEi7l/view?usp=sharing


Extra compensation comes in many forms and represents over $5.5 million dollars in salary 
expenses. These forms of compensation have not been well documented making it difficult to 
budget and track. The focus of the work this year is to document all forms of additional 
compensation and develop procedures to manage them moving forward.

From the Office of Teaching & LearningExtra/Additional Compensation

Significant progress has been made to identify 
all forms of additional compensation, classify 
them, and them to the budget. The majority of 
the 1st quarter salary deficit is associated with 
unidentified forms of extra compensation 
($726,223). Here is a summary of this work to 
date. 

https://drive.google.com/file/d/10Fssa0ZEspBSaLPfAutaxpLryPjHa461/view?usp=sharing


Budget Managers need to work with the Finance Department to develop a contract that clearly defines the scope of the work to be performed, the deliverables to be 
provided, the timeline for the work, the total amount of money to be expended under the contract, the source of funding for the project and the frequency of invoicing, 
among other things. This contract must be signed by both the vendor and the Deputy Superintendent before it is considered valid by the Town’s procurement 
department. Once the contract is signed, a purchase order must be entered before work can begin.

The Office of Administration and Finance created protocols related to contract creation and 
documentation. This protocol was included as part of a training program offered this summer to all 
administrators and secretaries in the district. 

 A contract application form was created to gather all needed information to generate contracts and 
create tracking of contract approvals.

There have been delays in implementation due to changes in responsible personnel.

From the Office of Teaching & LearningContract Approval & Oversight



Purchase Order Management

Purchase orders should be closed by the end of the fiscal year except in very limited circumstances. Budget 
Managers should right size PO balances as the end of the year approaches to reflect expenses through the 
end of June, and no more. 

It is essential that no orders are placed for goods or services without an approved purchase order in hand. If 
the purchase order precedes all orders and requests for services, there will never be a problem with prompt 
payment because the purchase order sets aside funding and approval of the activity ahead of time. Delayed 
payments and aggravated vendors are a result of not having purchase orders in place before orders and 
requests for services happen. During FY25, we will work with the Budget Managers to strengthen their skills
in the area of purchase order management.

Monthly PO reports are being sent to all budget managers

Purchase orders for an entire school year, such as transportation and out of district 
tuition, have been entered for the entire school year much earlier than in prior years



Accounting Access Privileges

Account management functions in Munis and access privileges to sensitive personal data 
and higher level financial management features should be limited to the proper personnel 
in the Finance Department. There is some data that the HR team must have rights to 
perform in Munis as well, but on a more targeted basis. Staff outside of these two 
departments should not have the ability to view or change information in the system.

Meetings between Town and School HR/ Payroll teams have allowed us to streamline 
access to essential staff.



THANK YOU


