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OVERVIEW AND GENERAL BUSINESS POLICIES 

 

The Board of the North Valley Military Institute (hereafter “NVMI”), has reviewed and adopted 
the following policies and procedures to ensure the most effective use of the funds of the 
School to support the mission and to ensure that the funds are budgeted, accounted for, 
expended, and maintained appropriately. 

 
1. The Board approves financial policies and procedures, delegates administration of the 

policies and procedures to the Superintendent and his designee and reviews operations 
and activities on a regular basis. 

2. The Superintendent has responsibility for all operations and activities related to 
financial management. However, the Superintendent can appoint or delegate 
someone else, such as the school’s Chief Financial Officer (CFO) to perform the 
functions, with the understanding that the Superintendent can delegate authority 
but never responsibility. 

3. Financial duties and responsibilities must be separated so that no one employee has 
sole control authorizing transactions, recording financial transactions and custody of 
assets. 

4. The School will maintain in effect the following principles in its ongoing fiscal 
management practices to ensure that: 

a. expenditures are authorized by and in accord with amounts specified in the 
board-adopted budget, 

b. the school’s funds are managed and held in a manner that provides a high 
degree of protection of the school’s assets, and 

c. all transactions are recorded and documented in an appropriate manner. 
 
 
Budget Development, Oversight Calendar and Responsibilities 

Thoughtful budgeting that legally, ethically, effectively, and efficiently protects and expends 
taxpayer and donor dollars is a hallmark of public-school fiscal operations. It is the responsibility 
of the Superintendent to ensure that the school’s budget is developed with thoughtful 
consideration for the needs of all students, staff, and families – all of which must be done with 
a conservative outlook that mitigates the possibility of financial difficulties. 

The School will develop and monitor its budget in accord with the annual budget development 
and monitoring calendar as specified below. 
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October-December 

The   Superintendent   and   Chief   Financial   Officer consider and seek estimates of 
income and expenses for the following expenses for the coming fiscal year: 

• changes to likely enrollment 
• forecasts for Local Control Funding Formula (LCFF) and Education Protection 

Account (EPA) allocations 
• forecasts for state and federal special education and mental health funding 
• forecasts for Consolidated application (Title I, II, III, IV) funding 
• forecasts for “in lieu of property tax” funding 
• likely and possible changes in grant funding 
• forecasted annual campaign revenues 
• changes to the NVMI employee salary scale and/or benefits package 
• any forecasted or necessary or desired large capital purchases 
• multi-year lease or lease-to-own costs 
• any forecasted or anticipated large facilities expenses 
• anticipated investment income 
• curricular changes and their implications on the budget 
• possible changes to the Position Control Document (additions, cuts, job 

description changes, vacancies, etc.) 

January – April 

 
The Chief Financial Officer sends budget request google sheet forms to all academic 
department chairs, the Athletic Director, Director of Special Student Populations, 
Director of Student Support Services, Director of Expanded Learning, Office Manager, 
Commandant, Director of Technology, Parent Advisory Council, Director of Enrollment 
and Admissions, Director of Campus Safety, and any coordinators of private, state, or 
federally funded grant programs for them to complete a budget request with their 
respective department/team members. That request includes tabs for: 

• student supplies 
• teacher supplies 
• technology 
• library books 
• furniture 
• general equipment 
• field trips 
• professional development 
• textbooks 
• general office supplies 

 
 



North Valley Military Institute Fiscal Policies and Procedures 
 

4 | P a g e  
 

These forms are due before the date of the February Schoolsite Council meeting and are 
then discussed at a February Schoolsite Council meeting with the SSC engaging in a 
prioritization activity to help the Superintendent and Chief Financial Officer make 
decisions about what should and should not be included in the draft budget they 
prepare. 
 
The Superintendent   and   Chief   Financial   Officer review   the    Governor’s proposed 
state budget for the upcoming fiscal year and identify the likely range of revenues and 
expenses for the school’s upcoming fiscal year (July 1 - June 30) based on:  

• projected enrollment 
• projected unduplicated pupil percentage 
• the California Department of Education (CDE) Principal Apportionment 
• CDE estimates for state and federal special education and mental health funding 
• CDE estimates for state and federal categorical funding 
• CDE estimates for “in lieu of property tax” funding 
• anticipated changes in grant funding 
• anticipated annual campaign revenues 
• changes to the NVMI employee salary scale and/or benefits package 
• planned large capital purchases 
• multi-year lease or lease-to-own costs 
• planned large facilities expenses 
• anticipated investment income 
• planned curriculum changes 
• planned changes to the Position Control Document   

 
Once the revenue estimates are complete, the Superintendent and Chief Financial Officer 
develop the remainder of the budget including staffing levels, review of fixed costs and 
discretionary spending. Then a five-year budget projection is developed in accordance with the 
school’s established strategic and growth plans. 
 
Another important part of this process is determining the restricted funds to which employees 
will be billed. This includes reviewing regulations regarding which types of functions can legally 
be charged to each restricted funding source, reviewing employee job descriptions, and 
aligning/adjusting job descriptions and roles as needed to ensure compliance with applicable 
laws and regulations. Once this has been done, both the Position Control Document and budget 
are updated to ensure alignment and compliance.  
 
Generally, by the April board meeting, a preliminary budget will be presented to the board for 
consideration and adoption for the Superintendent to be able to offer employment agreements 
to employees during the month of May and sign agreements for such things as food service, 
transportation services, special education services, needed technology, etc. 
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May – June 

The Superintendent and Chief Financial Officer review revenue projections after the 
Governor’s annual “May Revise” budget figures and fine-tunes the upcoming fiscal year 
budget to accommodate any changes.  This budget will include monthly cash flow 
projections. The Board reviews and formally adopts a budget for the upcoming fiscal 
year in accordance with the authorizer’s Fiscal reporting calendar. A copy of the final 
Board approved preliminary budget is provided to the charter-granting agency. 

July – August 

Books for prior fiscal year are closed by the accounting department, all transactions are 
posted, and records assembled for audit. 

The budget is reviewed after the adoption of the state Budget Act and necessary 
adjustments are made. A revised final budget is considered by the board, (generally at 
its August meeting) and a copy is provided to the charter-granting agency. 

September – December 

The independent auditor performs an audit of the closed fiscal year and prepares audit 
report for submission to the full board.  

At the end of the first full week of school, the Superintendent or Chief Financial Officer 
reviews the Charter School’s actual attendance figures and notifies the Board if actual 
attendance is below budget projections.  If needed, the school’s budget is revised to 
match likely revenues, and a budget revision is considered by the full Board.  

The Audit Committee of the Board reviews a copy of the audit.  The Superintendent or 
Chief Financial Officer address any audit exceptions or adverse findings. Once the Board 
approves the audit report, it is submitted to the charter-granting agency, and other 
agencies as required. 

 
On a monthly basis, the Superintendent, Chief Financial Officer, Finance Committee and 
full   Board   review   current year actual-versus-budgeted revenues and expenditures 
and other financial reports as presented by the Chief Financial Officer. The Board 
approves any needed changes to the annual budget as necessary throughout the school 
year.  

Budget Transfers 
 

The Superintendent may transfer up to $50,000 from one unrestricted budget item to another 
without prior board approval but shall notify the Board of the transfer at the next regularly 
scheduled meeting, and the Board shall be asked to ratify such transfer(s). 
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Banking Arrangements 

The School will maintain its accounts either in the County Treasury or at a federally insured 
commercial bank or credit union. Funds will be deposited in non-speculative accounts including 
federally insured savings or checking accounts or invested in non-speculative federally backed 
instruments or in the County’s Pooled Money Investment Fund. If funds are held in accounts 
outside of the County Treasury, the Board must appoint and approve all individuals authorized 
to sign checks or warrants in accord with these policies and all checks over $50,000 must be 
signed by two authorized signatories. The accounting staff will reconcile the school’s ledger(s) 
with its bank accounts or accounts in the county treasury monthly. 

 
Record Keeping 

Transaction ledgers, duplicate unsigned checks, attendance and entitlement records, payroll 
records, and any other necessary fiscal documents will be maintained by school staff in a secure 
location for at least three years, or if required by applicable law, whichever is longer. 

Appropriate back-up copies of electronic and paper documentation, including financial and 
attendance accounting data, will be regularly prepared, and stored in a secure off-site location, 
separate from the school. 

The school will maintain all fiscal records for a minimum of 5 years. 

 

Journal Entries 

NVMI will avoid journal entries, except in rare circumstances. The staff will make every effort to 
affix the correct general ledger code and properly allocate expenses and revenues prior to 
submission. In all cases where journal entries are necessitated, the CFO must approve the entry 
and the Superintendent will be made aware of the reason in writing.  

Procedures for journal entries:  

• Any journal entries initiated by staff must be thoroughly annotated and approved by the CFO in 
writing, with a copy to the Superintendent, and submitted to the Bookkeeper.  

• Any journal entries proposed by the Bookkeeper must be submitted to the CFO for approval 
prior to entry in the accounting system. The Superintendent will be copied on the proposal as 
well.  

• All documentation related to journal entries will be filed and accessible.  

• Year-end journal entries will be made only at the direction of the auditor and will be 
documented in annual reviewed or audited Financial Statements and will be reflected in tax 
returns. 
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Position Control System 
 
NVMI will utilize a Position Control system to assist with budget management.  
 
A Position Control Document (PCD) will be maintained which includes all possible positions (part 
time and full time) at NVMI, regardless of whether the position is currently filled and/or funded. 
Position Control achieves the following objectives: 
 

• To budget for employee salaries, hours, and full-time equivalents (FTEs) 
• To analyze and review position budgets 
• To transfer position budget information to the general ledger 
• To assign an employee to a position budget 

 
A position is an employee's assignment for a fiscal year. NVMI uses positions to budget for 
employee salaries. 
 
Position control refers to the creation, maintenance, and monitoring of positions and their 
budgets.  NVMI defines a position budget to establish, monitor, and control budgets for employee 
assignments. With defined position budgets, NVMI can transfer them to the general ledger so 
that our accounting department can use and review them.  
 
NVMI attaches employee records to a position budget and then at least four times a year reviews 
position budget information to ensure that the salary, hours, and FTE for our employees compare 
favorably to those that we budgeted for the position. 
 
The PCD will contain the following information: 

• Position name 
• Position number 
• Classification as certificated or classified 
• # FTE 
• Status as filled or vacant 
• Name of incumbent 
• Funding source(s) 
• GL Code 
• Salary scale (Teacher or Non-Instructional) 
• Current incumbent’s step and column 
• Evaluator 
• Basis (A = 250 days, b = 225 days, c = 200 days) 
• Required certifications, if any (credentials, professional licensure, etc.) 
• Data on current incumbent’s certification status and expiration(s) 
• Category 
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o Teacher 
o Counselor 
o Military staff 
o Safety team 
o Clerical 
o Teacher Aide 
o After school 
o Administration 
o Athletics 
o Intervention  

 
Property Inventory 

The Superintendent or his designee shall establish and maintain an inventory of all non- 
consumable goods and equipment worth over $5,000.  This inventory shall include the original 
purchase price and date, a brief description, serial numbers, and other information appropriate 
for documenting the school’s assets.  This property will be inventoried on an annual basis and 
lists   of   any   missing   property shall be presented to the Board. 

 

All non-consumable school property lent to students shall be returned to the school no later 
than 5 working days after end of the school year. Any excess or surplus property owned by the 
school may be sold or auctioned by the Superintendent or designee provided the 
Superintendent or designee engages in due diligence to maximize the value of the sale or 
auction to the school. The sale or auction of property owned by the school with a fair market 
value more than $5,000 shall be approved in advance by the Board. 

The Superintendent or designee will immediately make note in the inventory records of any 
theft, loss, damage, or destruction of assets. 
 
Fixed Assets & Capitalization Policy 
 
This accounting policy establishes the method of maintaining fixed asset information and the 
minimum cost (capitalization amount) that shall be used to determine the fixed assets that are to 
be recorded in NVMI’s annual financial statements (or books). A Fixed Asset is defined as a unit of 
property that: (1) has an economic useful life that extends beyond 12 months; and (2) was 
acquired or produced for a cost of $5,000.00 or more; and (3) is not being used consumably (such 
as cadet uniforms, uniform accouterments). Fixed Assets must be capitalized and depreciated for 
financial statement (or bookkeeping) purposes. A Fixed Asset List shall be maintained by NVMI’s 
CFO and shall be reviewed annually by the Superintendent at the close of fiscal year, to ensure 
the document is accurate and up to date. The following information will be captured in an Excel 
workbook for each item on the Fixed Asset List: 
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•Assigned asset number 
•Description of the asset 
•Asset Category (Comp. & Equip./Furniture/Vehicles/Leasehold Improvement) 
•The date the asset was placed in service  
•The asset’s cost or acquisition value  
•The asset’s salvage value, if any 
•The asset’s estimated useful life 
 
NVMI establishes $5,000.00 as the threshold amount for minimum capitalization. Any items 
costing below this amount should be expensed in NVMI’s financial statements (or books).  
 
Fixed assets shall be recorded at historic cost as of the date acquired or, if the cost is not readily 
determined, at estimated historic costs. Cost shall include applicable ancillary costs (i.e. shipping 
& delivery cost, installation cost, other costs associated to the asset). Tangible assets costing 
below the aforementioned threshold amount are recorded as an expense for NVMI’s annual 
financial statements. Alternatively, assets with an economic useful life of 12 months or less are 
required to be expensed for financial statement purposes, regardless of the acquisition or 
production cost.  The useful life of an asset is that period during which the asset provides 
benefits. Estimates of useful life consider factors such as physical wear and tear and technological 
changes that bear on the economic usefulness of the asset. The following chart summarizes the 
useful life for each type of currently held property and equipment: 
 
EQUIPMENT USEFUL LIFE 
Computers 3 Years 
Office Equipment 5 Years 
Furniture 7 Years 
Vehicles (other than school buses) 5 Years 
Leasehold Improvements The shorter of the life of the leasehold 

improvement or the remaining term of the 
lease 

 
NVMI has established the straight-line methodology for depreciating all fixed assets. Depreciation 
will begin in the month the asset is placed in service. Under the straight-line depreciation method, 
the basis of the asset is written off evenly over the useful life of the asset. The amount of annual 
depreciation is determined by dividing an asset’s cost reduced by the salvage value, if any, by its 
estimated life. The total amount depreciated can never exceed the asset’s historic cost less salvage 
value. At the end of the asset’s estimated life, the salvage value will remain. An invoice 
substantiating an acquisition cost of each unit of property shall be retained for a minimum of four 
years. 

Attendance Accounting 

The Superintendent or designee will establish and maintain an appropriate attendance 
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accounting system to record the number of days, students are in attendance at the School and 
engaged in the activities required of them by the School. The annual audit will review actual 
attendance accounting records and practices to ensure compliance. The attendance accounting 
practices will be in conformance with the Charter Schools Act and the applicable California 
Administrative Code sections defining Charter School Average Daily Attendance. Therefore: 

 
1. ADA will be computed by dividing the actual number of days of student attendance by 

the number of calendar days of instruction by the School. 

2. The School’s instructional calendar will include at least 175 days of instruction to avoid 
the fiscal penalty for providing fewer than 175 days of instruction as provided by the 
Administrative Code regulation. The calendar must also document that the school offers 
or exceeds the number of annual minutes of instruction as required pursuant to 
applicable law. 

3. Independent study must be pre-arranged by the student’s adult guardian and the School 
and that the adult guardian will be required to complete and submit documentation of 
engagement in instructional activity to the school on forms prepared by the school. As 
applicable, such study shall be in full compliance with law governing independent study. 

 
Annual Financial Audit 

The Board will annually appoint an Audit Committee by January 1 to oversee the independent 
auditors for that fiscal year. The Committee shall consist of at least 5 persons, no more than 
two of whom shall be members of the board Finance Committee. The Audit Committee will 
consist of at least one parent of a currently attending NVMI cadet. Any persons with 
expenditure authorization or recording responsibilities within the school may not serve on the 
committee. The committee shall annually recommend the NVMI Board of Trustees enter a 
contract for the services of an independent certified public accountant to perform an annual 
fiscal audit. The audit shall include, but not be limited to (1) an audit of the accuracy of school’s 
financial statements, (2) an audit of the school’s attendance accounting and revenue claims 
practices, and in conjunction with (1) and (2) above, review the school’s internal controls over 
financial reporting. The audit shall be prepared in accordance with any relevant Office of 
Management and Budget audit circulars if the School spends more than the amount which 
requires an audit. The Audit shall be completed, reviewed by the Audit Committee and the 
full NVMI Board, and submitted to the charter-granting agency, the County Office of 
Education, the Office of the State Controller, and California Department of Education prior to 
December 15th of each year. 

Required Budget and Other Fiscal Reports 

The Superintendent and/or Chief Financial Officer will produce and submit to the charter 
granting agency all required fiscal reports as may be required by state or federal law or 
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mandated by the terms of the school’s charter.  These include, but are not limited to, 
attendance reports, enrollment and other data reports required by the California Basic 
Education Data System (CBEDS), and other related data. 

 
Property and Liability Insurance 

The Superintendent and/or the Director of Operations and/or Chief Financial Officer shall 
ensure that the school retains appropriate property and liability insurance coverage. Property 
insurance shall be obtained and address business interruption and casualty needs, including 
flood, fire, earthquake, and other hazards with replacement cost coverage for all assets listed in 
the school’s Property Inventory and consumables.  Premises and Board errors and omissions 
liability insurance shall also be always obtained and kept in force on a “claims made” form with 
a self-insured retention of no more than $50,000 per occurrence and limit of no less than $5 
million per occurrence.  The school’s Superintendent or Chief Financial Officer and other staff 
who manage funds shall be placed under a fidelity bond. 

 
Board Compensation 

Board members may not receive compensation for their services as directors or officers.  They 
may receive reimbursement of expenses by resolution to be just and reasonable as to the time 
the resolution is adopted. 

 
Interest Bearing Certificates of Deposits or Similar Instruments 

 
The Superintendent shall have the authority to deposit school funds from the school’s checking account 
into FDIC-insured interest-bearing “no penalty” Certificates of Deposits (CDs) or similar no-risk, no penalty, 
interest bearing instruments when the school’s bank balance exceeds the amount of cash required to fulfill 
the school’s financial obligations for the term of the instrument. Such deposits may only be made into 
instruments offered by banks with whom NVMI has an existing banking relationship, and the board must 
be informed of and ratify the transaction at its next regularly scheduled meeting.  
 
 
 
Fundraising Policy 
 
The North Valley Military Institute College Preparatory Academy (NVMI) develops leaders of 
character by providing a rigorous seven-year college preparatory program to promote excellence 
in the four pillars of academics, leadership, citizenship, and athletics. All donations solicited on 
behalf of the organization shall be used to further this mission and follow the policies and 
procedures outlined below. 

 
Funds shall be solicited in a respectful manner and without pressure. All third parties 
not directly affiliated with NVMI, all NVMI parents, all NVMI cadets, all NVMI alumni, and all NVMI 
independent contractors who wish to solicit funds on behalf of the organization must acquire 
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written permission from the NVMI Superintendent prior to beginning any fundraising activities. 
Donor designated restrictions on contributions shall be honored. NVMI is a nonprofit 501(c)(3) 
organization and contributions made to the organization are tax deductible to the fullest extent of 
the law. Written tax receipts shall be issued for all donations. If the donor receives anything in 
exchange for their donation, such as a dinner or event admission, the tax receipt shall clearly state 
what portion of the donation is tax deductible.  
 
Donor Acknowledgements - Within 7 days of donation receipt, every donor to NVMI shall receive a 
formal acknowledgement/thank you letter (or email) and donation receipt. Donations of $1000 or 
more will also receive a personal phone call from a board member or the Superintendent.  Every 
new donor will be included in informational mailings and receive invitations to special events. 
 
Donor Privacy Policy - Any information supplied to NVMI by donors will be used solely to fulfill 
their donation and shall not be shared for any reason unless permission is granted by the donor to 
share such information. All requests to remain anonymous shall be honored. NVMI does not sell or 
share donor lists. Donors who supply NVMI with their postal address or email address may be 
contacted periodically for solicitation purposes and/or with information regarding upcoming 
events. Donors may request to be permanently removed from the mailing list by contacting us via 
email, phone, or postal mail. All requests to be removed from the NVMI mailing list shall be 
honored. Donors who supply NVMI with their telephone number may request that they not be 
contacted for telephone fundraising purposes. 
 
General Gift Acceptance Policies - Gifts to NVMI may take a variety of forms. Many are outright 
gifts by living donors. Some are bequests or testamentary gifts that take effect upon the donor’s 
death. Others are different forms of deferred or split-interest gifts. NVMI may accept the following 
types of contributions:  
 
Cash. The organization may accept outright cash gifts in any amount. Gifts made more than $5000 
may establish a restricted use fund with the approval of the NVMI Board of Trustees.   
 
 
Publicly Traded Securities. NVMI may accept gifts of publicly traded stocks and bonds at fair market 
values as determined under Internal Revenue Service rules. Gifts of publicly traded securities will 
generally be sold as soon as possible.  
 
Tangible Personal Property. Tangible personal property may be accepted as a gift, provided that (i) 
such property is saleable and (ii) the donor agrees that the property can be sold at NVMI’s sole 
discretion. The donor is responsible for obtaining a qualified appraisal prior to completing the gift.  
 
Life Insurance Policies. NVMI may accept gifts of life insurance policies, provided that NVMI and 
the donor reach a prior written agreement about arrangements for the payment of any required 
premiums.  
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Real Property. All proposed gifts of real estate must be evaluated and satisfy due diligence 
requirements of NVMI.  
 
Closely Held Stock and Partnership Interests. All proposed gifts of closely held stock and 
partnership interests must be evaluated and satisfy due diligence requirements of NVMI.  
 
NVMI reserves the right to refuse any proposed gift. Gifts to NVMI may not be directly or indirectly 
subjected by a donor to any material restriction or condition that would prevent the organization 
from freely and effectively employing the transferred assets, or the income derived there from, in 
furtherance of its exempt purposes.  
 
Fundraising events. Special fundraising events sponsored by NVMI must net at least 50% of gross 
income when the anticipated expenses of such a fundraiser are greater than $10,000. A detailed 
budget must be prepared in advance and approved by the Board of Directors. Proceeds of NVMI 
sponsored events must support NVMI identified needs and be approved by the Board of Directors. 
NVMI will provide clear communication to event guests regarding IRS regulations that limit the 
charitable deduction amount to only a portion of the ticket price. All NVMI sponsored events must 
be evaluated for determination of continued offering. Events conducted by the NVMI Parent 
Advisory Council are not subject to these conditions. 
 
Fundraising, Grant Solicitation, and Donation Recognition 

All fundraising or grant solicitation activities on behalf of the school must be approved in 
advance by the Superintendent.  At its next regularly scheduled meeting, the NVMI Board shall 
acknowledge the receipt of any grants, donations, or receipts of fundraising proceeds more than 
$100 and shall be informed of any conditions, restrictions, or compliance requirements 
associated with the receipt of such funds, including grants or categorical programs sponsored by 
the state or federal government.   

 
Procurement and Purchasing Procedures 
 
These procedures are designed to enable NORTH VALLEY MILITARY INSTITUTE to purchase, 
establish contracts and generally carry on its procurement functions in a manner that deals 
equitably with all vendors and provides for efficient management and proper expenditure of public 
and/or donated and/or grant monies.   

 
The policies and procedures presented here are consistent with current applicable state and 
federal law. As necessary, the NORTH VALLEY MILITARY INSTITUTE Board of Directors will revise 
this document (as federal, state, county, and city laws, may change from time to time).  Such 
changes, if approved by the NORTH VALLEY MILITARY INSTITUTE Board, will be reflected by the 
corresponding minutes of such action, which will be included as an addendum to this document.  
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These procedures apply to all purchases made by the organization. The procedures apply 
regardless of the source of the funds to be expended, including, but not restricted to: 
 
• Tax money 
• State and federal grants 
• Private and foundation and corporate grants 
• Donations 
 
These procedures apply to all purchases of supplies, equipment, materials, and services.   
 
Personal Conduct - All NORTH VALLEY MILITARY INSTITUTE employees understand and accept their 
fiduciary responsibility to protect the interest of the organization, to place the organization’s 
interest above his/her own, and most importantly, to safeguard the organization’s resources. 

 
Ethics - Ethics is an overarching theme for the organization and its employees from the time 
preceding the initiation of the procurement process through the fulfillment of a contract.  
Procurements utilizing organization funds are either direct or indirect spending of public funds and 
subject to the highest level of scrutiny.  Therefore, before, during and after the procurement 
process, all employees must be responsible, honest, prudent and avoid participating in any 
decision-making where there could be a conflict of interest or the appearance of a conflict. 

 
All employees of the organization are subject to the provisions set forth in the NORTH VALLEY 
MILITARY INSTITUTE Employee Handbook, which outlines the expectations of all employees and 
consequences of non-adherence. 
 
Anti-Kickbacks - It is the organization’s policy that all employees act with integrity and good 
judgment and recognize that accepting personal gifts from vendors may cause favoritism.  No 
employee of the organization shall solicit or accept any personal favor, gratuity, or offer of 
entertainment, or other personal gift valued at greater than $50 directly or indirectly from a 
vendor who is doing or seeking to do business with the organization.  

 
Incentives and Rebates - It is the organization’s policy not to use incentives and rebates for 
personal benefit.  In addition, it is the organization’s policy to negotiate either quantity or trade 
discounts in lieu of accepting incentives or entering into rebate agreements with suppliers for all 
methods of purchase.  NORTH VALLEY MILITARY INSTITUTE employees are not to accept either 
incentives or offers for rebates from a supplier without the explicit advance written approval of 
the Superintendent or Board Chair.  If a vendor proposes incentives or rebate agreements, the 
employee is to refer the vendor to the Superintendent who will review the conditions of the offer 
to determine if: It is reasonable; more favorable prices are available from other vendors; and 
either the rebate or incentive value can be applied toward the purchase price. 

 
Incentives - Incentives are deliberate enticements offered by a vendor to encourage a purchase.  
Incentives are tangible non-monetary benefits to the recipient and include any value-added goods 
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and services offered at no charge.  Examples include extra goods or services, gifts, tickets to an 
event, and free merchandise. Incentives are not accepted because it is inappropriate for a public 
institution to accept either property or in exchange for a purchase; as such, employees may not 
accept incentives from vendors without the explicit, advance written approval from the 
Superintendent or Board Chair. 
 
NVMI as part of its fundraising campaigns may accept donations of cash, goods or services, 
provided there is no expectation of quid pro quo and no appearance of impropriety. In such cases 
the donating organization will be made aware of this policy and written acknowledgement letters 
will explicitly reference this policy.  The NVMI Board must accept all donations valued greater than 
$100 at its next regularly scheduled meeting after donations are received.  

 
Rebates - Rebates are offers from the supplier either to return part of the cost of the order to the 
purchaser or to provide additional consideration or compensation to encourage the purchase of 
goods and/or services.  Examples are cash or credit based on total purchases, value-added goods 
or services offered at a substantially reduced price and checks to either the purchaser or 
organization. If a manufacturer’s rebate is offered on a purchase made by an employee, policy 
requires that the rebate check be made payable to NORTH VALLEY MILITARY INSTITUTE, and that 
the credit of the funds is returned to the same fund source as the expenditure.  The rebate check is 
to be submitted to the NORTH VALLEY MILITARY INSTITUTE Business Office.  Failure to do so may 
result in investigation, criminal prosecution and disciplinary action. 

 
Insofar as possible, goods and services purchased shall meet the needs of the person or 
department ordering them at the lowest price consistent with standard purchasing practices. 
Maintenance costs, replacement costs, and trade-in values shall be considered when determining 
the most economical purchase price. When price, fitness, and quality are equal, recycled products 
shall be preferred when procuring materials for use by the school and buildings. 
 
Bidding requirements and purchase limits 
 
The NORTH VALLEY MILITARY INSTITUTE Board of Directors will also review professional services 
under consideration for purchase and determine final approval. NORTH VALLEY MILITARY 
INSTITUTE elects to follow the procedures set forth below. 

 
Bid Threshold - All contracts involving expenditures of > $50,000 must be competitively procured.     
All procedures listed below will be followed for all procurements above the threshold including, 
but not limited to:  

• services for professional development 
• purchases of instructional materials  
• other related supplies and resources  
• bus transportation  
• food services management contracts 
• special education services 
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• program services 
• facilities construction 

 
Whenever possible criteria for evaluating bids will be published in advance. Such criteria will 
include price as a substantial factor in determining the selected bid. Other criteria such as 
reputation, product/service quality, timeline of delivery and other variables maybe considered.  
The NORTH VALLEY MILITARY INSTITUTE Board of Directors reserves the right to reject any and all 
bids or any part of any bid. 
 
Publication of Notice for Bids - For the purpose of securing bids anticipated or known to be over 
the amount of $250,000, the school shall publish at least once a week for two weeks in the Los 
Angeles Times, a notice calling for bids, stating the work to be done or materials or supplies to be 
furnished and the time and location (which may include virtual bid openings) where bids will be 
opened. 
 
For the purpose of securing bids anticipated or known to be less than the amount of $250,000, the 
school shall, at least 10 business days prior to the bid opening deadline, publish on its website a 
notice calling for bids, stating the work to be done or materials or supplies to be furnished and the 
time and location (which may include virtual bid openings) where bids will be opened. In addition, 
the school will make every reasonable effort to send the notice of bids to any businesses known or 
believed to the school to have the ability to provide the requested goods and/or services. 
 
All bid instructions and specifications will be clear and complete, setting forth all necessary 
conditions for competitive bidding and shall describe in detail the quality, delivery and service 
required. To assist NORTH VALLEY MILITARY INSTITUTE in determining whether bidders are 
responsible, the Board may require prequalification procedures. 
 
Opening and Acceptance of Bids - All advertised bids shall be opened in public at a prescribed time 
and place.  In the case of bids received through electronic mail or facsimile machine, such bids will 
be read aloud as part of the bid opening in public at the prescribed time and place. Interested 
parties may receive prices and other information listed in the bid at the public opening.  After the 
bids have been opened and tabulated, they will be made available for interested persons to 
review.  As noted above published criteria will be used in evaluating all competitive bids. All bid 
documents will be maintained on file at the NORTH VALLEY MILITARY INSTITUTE Operations Office 
for at least one calendar year.  Any bid received after the time specified in the advertised notice 
will be returned unopened to the bidder. 
 
Protest Procedures - All requests for bids will instructions as to the NVMI staff member to whom 
protests should be directed. If any bidder who submitted an offer has an objection to the award of 
the contract to the apparent bidder, the objecting bidder shall notify the specified staff member at 
NORTH VALLEY MILITARY INSTITUTE within two (2) business days of the intent to dispute the 
awarded contract and furnish that protest, in writing, to the NORTH VALLEY MILITARY INSTITUTE 
Operations Office within five (5) business days of the date of the notification of an awarded 
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contract. The protest shall describe in detail the basis for the protest and shall request a 
determination under this section. If a protest is filed in a timely fashion, the Superintendent will 
review the basis for the protest (and relevant facts under such terms and conditions as the 
organization considers proper) and decide as to the validity of the protest. Upon completion of the 
review, the Superintendent, shall inform the protester of their decision, which may be appealed in 
open session at the NVMI Board meeting at which the contract is being awarded. The NVMI Board 
may choose to uphold the Superintendent’s decision, reverse the decision, or direct that the bid 
process be repeated.  
  
Emergency Purchases - An emergency is defined as a direct threat to life or safety of the public or 
protection of public facilities (not poor planning). Emergency purchases shall be made following 
the school’s policies and procedures as closely as possible, while still assuring that the required 
supplies, servicers, or construction items are procured in time to address the emergency. If an 
emergency purchase needs to be made, a school employee may request that the Superintendent 
or designee approve issuance of an immediate check or credit card payment or Purchase Order. 
The Superintendent or their designee is responsible for bringing the receipts or purchase 
confirmation documents, along with any other supporting documents, to the Operations Office as 
soon as is practical after the transaction has occurred.  

 
Required Purchase Approvals - For supplies, equipment, general services, and professional services 
not already included in the board-approved budget, prior approval is required according to the 
following thresholds:  
 

Dollar Threshold Per Vendor Approvals 
$1 to $50,000 Approving official:  Superintendent/Director Ops/CFO 
$50,001 and above  Approving official:  Board Chair/Board Treasurer 
 
Receiving procedures - A critical part of the purchasing program is receiving.  Proper receiving is 
critical because it has direct correlation with nearly every other area of the program.  It will also 
have a major effect on how the organization does business with vendors.   
 
General Guidelines 

 
1. Receiving will be completed by the requesting party for all goods and services. 
2. Packing slips will be stamped, initialed, scanned and filed in the “Packing Slip” folder on 

Google Drive after the order has been reviewed for accuracy and it has been verified that 
goods/services were received as expected. 

3. Purchase Order will be marked as “received” in AccuFund by receiving party. 
4. Any problems will be immediately reported to the Operations Office for review and 

intervention, as necessary, by the Director of Operations and/or Chief Financial Officer. 
5. Final Steps - Payment will be processed once packing slips have been received for goods, 

and confirmation has been received for services provided in AccuFund and an accurate 
invoice has been received by the CFO or Superintendent.   
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Order Status - Purchase order request forms will be submitted to the NORTH VALLEY MILITARY 
INSTITUTE Office for approval.  The purchase order form must have a clear description of the items 
ordered. It is the originator’s responsibility to do follow-up for their orders.  Department heads 
must check their Purchase Orders weekly to track outstanding orders and are responsible for 
follow-up calls as necessary.  Calls and letters to follow up must be completed on a weekly basis 
for items not yet received.  All information on the status of the requisition must be kept and saved 
as documentation of ordering and follow-up. Purchase Orders will automatically be cancelled after 
ninety (90) days unless other arrangements have been made prior to submitting the final order. 
 
Payment Procedures - It is the originator’s responsibility to confirm receipt of all services ordered 
and received prior to any payment of invoice for vendors.  Goods will be processed by the North 
Valley Military Institute Office. 

Contracts 

Consideration will be made of in-house capabilities to accomplish services before contracting for   
them.   Except   as   otherwise   provided    in    these    policies, the    Superintendent   may enter 
into contracts and agreements not to exceed $50,000 without Board approval, provided funds 
sufficient for the contract or agreement are authorized and available within the school’s board-
adopted budget. Contracts and agreements more than $50,000 must be submitted for board 
approval and may be executed by the Superintendent after the Board has duly approved the 
contract or agreement.   Board approval is only required if a contract   is entered into that 
exceeds $50,000 in value or an individual transaction exceeds the $50,000 threshold. The 
$50,000 board approval threshold does not apply to cumulative expenditures that may exceed 
$50,000 in a fiscal year if no contract exists. 

 

When the board approves a preliminary budget in the spring prior to the start of a new academic 
year that the Superintendent shall be duly authorized to enter into and sign employment 
agreements and contracts for other goods and services included in that board-approved 
preliminary budget, including but not limited to food service, bus transportation, special 
education contracted services, independent contractor services, technology leases, Proposition 
39 agreements and alternative agreements, facility capital repairs, capital purchases, employee 
benefits packages, and purchases of supplies and materials such as textbooks.  

Accounting staff will keep and maintain a contract file evidencing the competitive bids obtained 
(if any) and the justification of need for any contracts over $25,000.  Competitive bids will be 
obtained where required by law or otherwise deemed appropriate and in the best interests of 
the school. 

Written contracts clearly defining work to be performed will be maintained for all contract 
service providers (i.e. consultants, independent contractors, subcontractors). Contract service 
providers must show proof of being licensed and bonded, if applicable, and of having adequate 
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liability insurance and worker’s compensation insurance currently in effect. The Superintendent 
or Chief Financial Officer may also require that contract service providers list the school as an 
additional insured. 

If the contract service provider is a sole proprietor or a partnership (including LP, and LLP), the 
accounting staff will obtain a W-9 from the contract service provider prior to submitting any 
requests for payments from the accounting staff. 

The Superintendent will approve proposed contracts and modifications in writing.  Contract   
service   providers will be paid in accordance with approved contracts as work is performed. 
The Superintendent, or designee will be responsible for ensuring the terms of the contracts are 
fulfilled. Potential conflicts of interest will be disclosed upfront, and the Superintendent or 
Chief Financial Officer and/or Member(s) of the Governing Board with the conflict will excuse 
themselves from discussions and from voting on the contract.
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PURCHASING AND VENDOR PAYMENT 

Segregation of Duties 
 

The School has developed purchase order forms to document the authorization of non-payroll 
expenditures. Proposed expenditures above $250 must be approved by the Superintendent or 
Chief Financial Officer, who will review the proposed expenditure to determine whether it is 
consistent with the Board-adopted budget. In the absence of a vendor invoice, the School will 
develop and maintain a check request form to document the approval of payment for specific 
items.  

All transactions will be posted in an electronic general ledger. To ensure segregation of 
recording and authorization, the bookkeeper/accounting staff may not co-sign check requests 
for purchase orders. 

 
General Purchasing Procedures 

Purchases of individual items and services over $5,000 must include documentation of a good 
faith effort to secure the lowest possible cost for comparable goods or services. The 
Superintendent or Chief Financial Officer shall not approve purchase orders or check requests 
lacking such documentation. Documentation shall be attached to all check and purchase order 
requests showing that at least two vendors were contacted, and such documentation shall be 
maintained for three years. Purchases more than $50,000 must be bid by a board-approved 
process, except in the case of emergencies that necessitate the purchase of emergency 
response supplies, equipment, or services. While the lowest possible cost will always be 
reasonably secured, bidding and documentation of a good faith effort is not needed for 
cumulative expenditures that may exceed $50,000 in a fiscal year if no contract exists or if no 
individual good or service exceeds $50,000 in cost. In the case of unexpected program changes 
that increase the goods or services needed for a particular item that exceeds the $50,000 cap, 
mid-year, the Board may approve this excess for the year, with the understanding that there 
will be a bid for that item in the following year.  

The Superintendent or Chief Financial Officer may authorize expenditures and may sign related 
contracts within the approved budget. The Governing Board must review all expenditures. This 
will be done via approval of a check register which lists all checks written during a set period 
and includes check #, payee, date, and amount. The Governing Board must also approve 
contracts and non-budgeted expenses over $50,000. 

 

 

 



 

21 | P a g e  
 

When approving purchases, the Superintendent or Chief Financial Officer must: 

• Determine if the expenditure is budgeted 

• Determine if funds are currently available for expenditures (i.e., cash flow) 

• Determine if the expenditure is allowable under the appropriate revenue source 

• Determine if the expenditure is appropriate and consistent with the vision, approved 
charter, school policies and procedures, and any related laws or applicable regulations 

• Determine if the price is competitive and prudent. 

Any individual making an authorized purchase on behalf of the school must provide the 
Bookkeeper with appropriate documentation of the purchase. Individuals other than those 
specified above are not authorized to make purchases without pre-approval. 

Individuals who use personal funds to make unauthorized purchases will not be reimbursed. 
Authorized purchases will be promptly reimbursed by a bank check upon receipt of appropriate 
documentation of the purchase. 

The Superintendent or Director of Operations or Chief Financial Officer may authorize an 
individual to use a school debit card to make an authorized purchase on behalf of the school, 
consistent with guidelines provided by the Superintendent or Director of Operations or Chief 
Financial Officer and/or Governing Board. The following provisions apply to debit card 
purchases: 

1. The school card will be kept under locked supervision in the Superintendent or Director 
of Operations or Chief Financial Officer’s office (or on their person), and authorized 
individuals must sign the debit card out and must return the debit card and related 
documentation of all purchases within one business day of the purchases. 

2. If receipts are not available or are “missing”, the individual making the charge will be 
held responsible for payment.  

3. Debit cards will bear the names of both the Schools and the Superintendent or Director 
of Operations or Chief Financial Officer. 

 

Petty Cash  

The Office Manager will manage the petty cash fund, which will be capped at $200. All petty 
cash will be kept in a locked petty cash box in a locked drawer or locked file cabinet or locked 
cabinet. Only the Office Manager and Chief Financial Officer will have keys to the petty cash box 
and drawer or cabinet. All disbursements will require documentation of purchase. A register 
receipt for all purchases must be provided. The following are general petty cash operating 
procedures: 

 

1. At all times, the petty cash box will contain receipts and cash totaling $200. A register 
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receipt must support the petty cash slip. The individual using the petty cash to make a 
purchase is responsible for submitting the receipt for the petty cash slip to the Office 
Manager within one business day of withdrawing the petty cash. 

2. When expenditures total $200 (when cash balance is reduced to $0), the Office Manager 
will total the disbursements, complete a Petty Cash Reimbursement Form, and obtain 
the approval of the Superintendent or Director of Operations or Chief Financial Officer. 
This should be done on at least a quarterly basis. The supporting receipts will be 
attached to the reimbursement request form and forwarded to the Accounting Staff. 

3. Petty cash fund reimbursement checks will be made payable to the Director of 
Operations or Chief Financial Officer. 

4. Any irregularities in the petty cash fund will be immediately reported in writing to the 
Superintendent and Director of Operations and Chief Financial Officer. 

5. The Chief Financial Officer will conduct surprise counts of the petty cash fund. 
 

Purchase Orders 

Non-recurring purchases should be accompanied by a purchase order, which must be approved 
by the Superintendent. 

1. The requesting individual or department can generate a PO request (either 
electronically or on a form designed for this purpose).  

2. The PO request is then sent to the Superintendent and/or Chief Financial Officer for 
approval. 

3. Once approved, the PO is then emailed to the vendor or copied and mailed for 
confirmation. 

4. Once goods and/or services are received, written documentation (e.g., a packing slip) 
verifying receipt of the goods and/or services must be signed and dated by the receiver 
and returned to the business office within one business day for payment processing. 
Any discrepancies for shortages or overages in goods and/or services must be noted on 
the documentation. 
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Payment Authorization 

All original invoices will be forwarded to the CFO or designee for approval. 

1. The CFO or designee will carefully review each invoice, attach all supporting 
documentation (including a PO and packing slip or similar document), and verify that the 
specified services and/or goods were received. When receiving tangible goods from a 
vendor, the person designated to receive deliveries should trace the merchandise to the 
packing list and note any items that were not in the shipment. The packing list should be 
submitted to accounting staff with the invoice. 

2. Once approved by the CFO or designee, he/she will stamp a check authorization on the 
invoice and complete the required information, including noting the specific SAC Code 
budget line item that is to be charged for the specified expenditures.   

3. The CFO or designee should be aware of invoice due dates to avoid late payments. The 
Accounting Department will then process the invoices with sufficient supporting documentation.  

4. The Chief Financial may authorize the Accounting Department to pay recurring expenses 
(e.g. utilities, leases, etc.) without the Superintendent or Designee’s formal approval 
(signature) on the invoice when dollar amounts fall within a predetermined range. A list 
of the vendors and the dollar range for each vendor must be provided by the Chief 
Financial Officer to the Accounting Department in writing and updated on an annual 
basis. 

 

Accounts Payable Checks 

The Governing Board will approve, in advance, the list of authorized signers on the school 
account. The Superintendent or Designees and any other employee authorized by the 
Governing Board may sign bank checks within established limitations. 

1. The Accounting Department does not use pre-printed check stock to avoid the risk of 
theft. 

2. When there is a need to generate a check, the requestor will send appropriate approved 
documentation to the Accounting Department. This is usually an approved invoice or 
Check Request Form.  

3. Once approved by the Superintendent or CFO, the Accounting Department prepares the 
check based on the check authorization prior to obtaining the appropriate signature(s).  

4. The Superintendent and Chief Financial Officer will co-sign checks more than $50,000 
for all non-recurring items. All checks less than $50,000 require only the signature of the 
Superintendent or Designee.  

5. Checks may not be written to cash, bearer, or petty cash. Under no circumstance will 
any individual sign a blank check. 

6. The Accounting Department will record the check transaction(s) in the general ledger. 
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7. The Accounting Department will distribute the checks and vouchers as follows: 

a. Original – mailed or delivered to payee 

b. Duplicate or voucher – attached to the invoice and filed by vendor name. by the 
Accounting Department. 

c. Cancelled Checks – maintained with the banking institution. 

d. Voided checks will be marked VOID – Across the face of the check. The original 
check will be attached to the duplicate and they will be attached to any other 
related documentation as appropriate. 

 

Bank Reconciliations 

Bank statements are available on the Bank Portal.  The portal is accessible only to authorized 
personnel. Other staff may have view-only access as needed.  

The Business Office will examine all paid checks for date, name, cancellation, and endorsement. 
Any discrepancies regarding the paid checks or any checks over 90 days will be researched and, 
if applicable, deleted from the accounting system. 

1. The Business Office will prepare the bank reconciliation, verifying the bank statements 
and facilitating any necessary reconciliation. 

2. The Business Office will compare the reconciled bank balance to the cash in the bank 
account and to the general ledger, immediately reporting any discrepancies to the 
Superintendent designee. 

 
Hawk Exchange (HX) 

The Hawk Exchange (HX) is NVMI’s military supply center and student store (similar to a military 
post’s Base Exchange). The Hawk Exchange:  

• Issues (with no expectation of being returned) high school cadet uniforms and manages all 
JROTC federal uniform property that is expected to eb returned. 

• Issues (with no expectation of being returned) middle school cadet uniforms and manages 
all NVMI-purchased uniform property. 

• Issues (with no expectation of being returned) and replaces and prints loaner cadet and 
staff, visitor, and contractor identification cards. 

• Issues and manages collection of all “loaner” uniform items. 
• Issues (with no expectation of being returned) all cadet awards and decorations. 
• Sells entrance camp uniforms to those who wish to purchase them from NVMI. Note that 

families are never required to purchase entrance camp uniforms from NVMI, and NVMI 
always provides free entrance camp uniforms to any family in need of such uniforms. 

• Issues uniform (accouterments) such as rank insignia, Distinctive Unit Insignias, collar brass, 
patches, etc., with the understanding that some federal property requires accounting and 
must be returned, while other property is considered “consumable.”  NVMI maintains a 
listing of all inventory “stock keeping units” (SKUs) and whether they are consumable or 
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non-consumable.  
• Manages “sale” or transaction of cadet haircuts (cadets unable to afford a haircut at an off-

campus barber are provided occasional access to a barber on campus in exchange for $5 or 
50 merits) 

• Manages, issues, and collects supplies and equipment for Leadership Pillar trips. 
• Sells optional school supplies (NVMI provides all school supplies free or charge to all 

cadets, but the HX sells additional optional school supplies of interest to cadets.) 
• Sells healthy snacks in accordance with the school’s Wellness Policy. 
• Sells tickets to Cadet Activities Board events (dances, etc.). 

 
All uniform issuances will be tracked on a google form/sheet which links to the active inventory of 
both JROTC-purchased and NVMI-purchased property. At least quarterly internal audits of the 
inventory will be made by the Superintendent or Commandant or Designee.  
 
Every transaction involving exchange of cash or merits or credit card for goods or services must be 
recorded in the HX cash register, with the payment method recorded as cash or merit exchange or 
credit card or McKinney/Vento or Foster Youth. The HX Cash register will be reconciled by the 
Business Office daily. 
 
Merit System 
 
NVMI uses a “token economy” as a foundational element of its discipline system that rewards 
cadets with merits that can used in “exchange” for such things as uniform items, school supplies, 
healthy snacks, Cadet Activities Board activities, and special optional extracurricular trips such as 
the Camp Pendleton Summer Camp. All school staff can award merits. Merits are tracked in a 
google sheet system that also tracks when cadets use merits for: 

• Hawk Exchange optional uniform purchases 

• Hawk Exchange healthy snack purchases 

• Hawk Exchange optional school supply purchases 

• CAB Activities 

• Leadership Pillar optional extracurricular field trips (bivouacs, Camp Pendleton Summer 
Camp, Survival Training, Outdoor Education experiences, etc.). 

• Detention (cadets can spend four merits to “erase” one demerit and thereby eliminate the 
need to serve a 15-minute detention accompanied by each one-point demerit 

 
Reports of merit balances and transactions are recorded in the google sheet system and reported 
to cadets and parents daily in emails, weekly in summary emails, and posted onto the cadets’ log 
entries in PowerSchool. Cadet merit balances are also available on the Quick Lookup page on 
PowerSchool. 
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Negative Merit Balances 
 
Occasionally, cadets accumulate negative merit balances because the main office and HX cash 
registers do not maintain records of merit balances; they only record merits being “spent” in the 
form of one of the above “exchange” mechanisms. Weekly on the first day of each school week, 
cadets, parents, and TAC officers are sent lists of cadets with negative merit balances, and TAC 
team members work with cadets to remediate any negative merit balances before the end of each 
school week. When cadets accumulate negative merit balances, the HX will offer monthly 
opportunities for cadets to earn merits to counteract those negative balances. Those opportunities 
include, but are not limited to: 

• writing thank you letters to veterans and active duty servicemembers (25 merits per letter) 

• serving as an official during lunchtime intramurals (25 merits per session) 

• performing voluntary community service (100 merits per hour or fraction thereof) 

• assisting with HX inventory operations (60 merits per hour or fraction thereof) 
 
If a student maintains a negative merit balance despite multiple opportunities to bring the balance 
positive, the Commandant may decide to disallow the cadet from HX privileges until the balance is 
brought positive. 
  

Cadet Activities Board (CAB) 
 
The Cadet Activities Board (CAB) operates like an Associated Student Body, and will follow the CAB 
Policy Manual, which is adopted as an Annex to this NVMI Fiscal Policies and Procedures Manual. 
The policies in that manual are obligatory for all NVMI personnel and cadet leaders responsible for 
CAB operations and support. 
 

McKinney/Vento and Foster Youth  
The HX and main office cash registers will track all goods and services provided free of charge to 
students who qualify as McKinney/Vento or Foster Youth, and as part of the register reconciliation 
process, totals of goods and services will be recorded and reported separately, including as part of 
the Consolidated application (CONAPP).  
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CASH RECEIPT MANAGEMENT 

General Procedures for Non-Governmental Cash Receipts 

For all fundraising activities approved by the board, the School will establish internal controls to 
ensure the safeguarding of assets. The following are general procedures for recurring activities: 

1. NVMI participates in the Community Feeding Provision of the national school breakfast 
and lunch programs, as well as the free supper program. NVMI never charges any family 
any money for such food services. 

2. NVMI may, at the direction of the Board, charge for school bus transportation to and 
from campus. At the present time, NVMI is not charging for those services, but in the 
event the NVMI board decided to collect such payments, they would be collected in 
accordance with state law and the California School Accounting Manual.  

3. NVMI never charges for curricular field trips. As a military school, NVMI takes cadets on 
entirely optional, outside of school time extracurricular “Leadership Pillar” trips 
camping, to military bases, outdoor education experiences, etc. Cadets can pay for 
these trips with cash or merits. All cash for such Leadership Pillar trips is to be collected 
in the Hawk Exchange. All merit exchange for such Leadership Pillar trips is also 
collected at the Hawk Exchange. No other location is permissible for collection of cash 
or merit exchange for Leadership Pillar trips. 

4. Electronic cash registers will be operated in both the main office and Hawk Exchange. 
Those registers will include buttons that allow NVMI to accurately account for all 
transactions as follows: 

a. Cash receipts 

b. Checks  

c. Credit Card payments 

d. McKinney Vento or Foster (Homeless or foster youth receive free items pursuant 
to those regulations)  

e. The use of merits (NVMI uses a “token economy” as a foundational element of 
its discipline system that rewards cadets with merits that can used in “exchange” 
for such things as uniform items, school supplies, healthy snacks, Cadet Activities 
Board activities, and special optional extracurricular trips such as the Camp 
Pendleton Summer Camp) – In the case of the electronic cash registers, they will 
record how many merits the cadet is “spending” or “exchanging” for the item(s) 
being received. 

f. Metro cards – when a student needs assistance getting to/from school outside 
the school’s regular bus transportation program, NVMI will give them free Metro 
cards with pre-loaded funds. It is NVMI’s policy not to charge cadets for these 
cards, but they are accounted for in the main office cash register.  
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In addition to the above, the cash registers will track all transactions by NVMI 
student ID number (a number generated by the NVMI Student Information System). 

Both the Main Office and HX cash registers will be reconciled daily by the Business 
Office. 

5. All fundraising activities must receive written pre-approval from the Superintendent. 

a. All funds raised must be collected by the Business Office and deposited into the 
Business Office safe in a sealed envelope, along with any notes, forms, or other 
descriptions of how the funds are to be used. 

b. The bookkeeper and one other staff member will jointly open the lock box to 
verify the cash/check amounts and sign off on the amounts received. 

c. The lock box will be emptied at least two times per week, corresponding to days 
when deposits are made. 

6. All checks (if an exception to the no checks policy has been made) will be immediately 
endorsed with the school deposit stamp, containing the following information: “For Deposit 
Only.” 

7. A deposit slip will be completed by the bookkeeper and initialed by the CFO for approval 
to deposit. The deposit slip will be duplicated and documentation for all receipts (copy 
of check, letter, etc.) will be attached to the duplicate deposit slip. 

8. Deposits totaling greater than $1,000 will be deposited within one business day by the 
designated school employee. Deposits totaling less than $1,000 will be made weekly by 
the designated school employee. All cash will be immediately put into a lock box and 
stored in the Business Office safe. 

9. The duplicate deposit slip and deposit receipt will be attached to the deposit 
documentation and forwarded to the Business Office to be filed and recorded weekly. 

Volunteer Expenses 

All volunteers will submit a purchase requisition form to the Superintendent or Designee for all 
potential expenses. Only items with prior written authorization from the Superintendent or 
designee will be paid/reimbursed. 

Returned Check Policy 

It is NVMI’s policy not to take personal checks as payment for any goods or services. Exceptions 
to this policy require approval from the Superintendent or CFO. A returned-check processing 
fee will be charged for checks returned as non-sufficient funds (NSF). Unless otherwise pre-
approved by the Superintendent or CFO, payment of the NSF check and processing fee must be 
made by money order or certified check. 

If a second NSF check is received for any individual, in addition to the processing fee, the 
individual will lose check-writing privileges. Payment of the NSF check, the processing fee and 
any subsequent payment(s) by that individual must be made by money order or certified check. 
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In the case of NSF checks written by parents of students, failure to pay may result in the 
withholding of report cards/transcripts at the end of the semester and/or school year until 
payment is received, unless other mutually agreeable arrangements are approved by the 
Superintendent or Designee and/or Governing Board. If unsuccessful in collecting funds owed, 
the school may initiate appropriate collection and/or legal action at the discretion of the 
Superintendent and/or Governing Board. 
 

HUMAN RESOURCES AND PAYROLL 

Payroll Services and Setup 

The CFO will establish and oversee a system to prepare time and attendance reports and 
submit payroll check requests. The Business Office provides information to a payroll vendor for 
them to prepare the following: payroll checks, tax and retirement withholdings, tax statements, 
and other payroll support functions as needed. The Accounting Department reviews and 
approves all reports before final processing.  

The CFO will review payroll statements each pay period to ensure that (1) the salaries are 
consistent with staff contracts and personnel policies and (2) the proper tax, retirement, 
disability, and other withholdings have been deducted and forwarded to the appropriate 
authority. All staff expense reimbursements will be on checks separate from payroll checks. 

Upon hiring of staff, the Director of Operations will be responsible for the creation of a 
personnel file with all appropriate payroll-related documentation and completing or providing 
all the items on the Employee Payroll Set- up/Change Form. Items include a federal I-9 form, tax 
withholding forms, retirement date, and an accounting of the use of sick leave. All Payroll items 
in the Personnel file will be forwarded to the Payroll Officer.  

 
Timesheets 

All hourly employees will be responsible for completing an electronic timesheet including 
vacation, sick, and holiday time (if applicable). The employee and the appropriate supervisor 
will approve the timesheet. Incomplete timesheets will be returned to the signatory supervisor 
and late timesheets or adjustment may be paid be on a separate check no more than 3 days of 
being informed.  No employee will be paid until a correctly completed electronic timesheet is 
submitted. If an employee is unexpectedly absent and therefore prevented from working the 
last day of the pay period or turning in the timesheet (such as an employee calling in sick), the 
employee is responsible for notifying the signatory supervisor or for making other 
arrangements for the timesheet to be submitted. However, the employee must still complete 
and submit the timesheet upon return.  
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Overtime 

Advanced approval in writing by the authorized supervisor is required for compensatory time 
and overtime. Overtime only applies to classified employees and is defined as hours worked 
more than eight (8) hours within a day or forty (40) hours within a week. Any hours worked 
more than an employee’s regular work schedule must be pre-approved by the supervisor, 
unless it is prompted by an emergency. Overtime will not be granted on a routine basis and is 
only reserved for extraordinary or unforeseen circumstances. If a supervisor identifies a 
recurring need for overtime in any given position, the supervisor should immediately consult 
with the Superintendent or Director of Operations for further guidance. 

Payroll Processing 

For hourly employees, employees must sign electronic timesheets to verify appropriate hours 
worked, resolve absences and compensations, and monitor number of hours worked versus 
budgeted. The following individuals will generally approve these timesheets. 

 

JOB CATEGORY APPROVER 

Instructional assistants Academic Dean 

Expanded Learning Academy employees Expanded Learning Academy Administrator  

Campus Safety Team Director of Campus Safety 

Clerical Staff Office Manager 

Special Education staff Director of Special Student Populations 

Athletic coaches, officials, and support staff Athletic Director 

Counseling interns or contractors Director of Student Support Services 

Technology support Assistant Operations Director 

 

No overtime hours should be listed on timesheets without the supervisor’s initials next to the 
day on which overtime was worked. For school site salaried employees, employees must 
complete an electronic Report of Duty form to verify working days for accuracy. The Pay Officer 
will provide the designated school employee with any payroll-related information such as sick 
leave, vacation pay, and/or any other unpaid time. 

For substitute teachers, the administrator responsible for overseeing class substitution 
(henceforth the “academic substitute administrator” will maintain an electronic log of teacher 
absences and the respective substitutes that work for them. The academic substitute 
administrator will verify that any privately contracted substitutes initial the substitute log kept 
in the main office both upon arrival and departure and will verify/authorize all monthly invoices 
from substitute-providing companies. The academic substitute administrator will notify Pay 
Officer of all authorizations for approved stipends. 
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Payroll is processed within 10 days after the period in which it is earned for hourly employees. 

1. The signatory supervisor will submit an electronic verification of timesheets to the Pay 
Officer for processing. 

2. The Pay Officer will prepare the payroll worksheet based on the summary report. 

3. Most payroll checks are issued through Direct Deposit. 

4. The printed payroll checks (if applicable) will be delivered to the office. The Chief 
Financial Officer or Director of Operations will document receipt of the printed 
paychecks and review the payroll checks prior to distribution. 

 

Payroll Taxes and Record Keeping 

Paybridge will prepare payroll check summaries, tax and withholding summaries, and other 
payroll tracking summaries based on the reporting submitted. 

Paybridge will also prepare the state and federal quarterly and annual payroll tax forms for 
income tax withholdings, Social Security and Medicare and submit the forms to the respective 
agencies on behalf of the school. The Pay Officer will prepare the quarterly state returns for 
unemployment and disability, review the forms with the Chief Financial Officer, and submit the 
forms to the state on behalf of the school. 

The designated school employee will maintain written records of all full-time employees’ use of 
sick leave, vacation pay, and any other unpaid time. 

1. The Pay Officer will immediately notify the Director of Operations or Chief Financial 
Officer if an employee is within 20% of exceeding the accrued sick leave or vacation pay 
or has any other unpaid absences. 

2. Records will be reconciled when requested by the employee. Each employee must 
maintain personal contemporaneous records. 

Reimbursements 

Reimbursements require submission of an NVMI Check/Reimbursement Form. Employees will 
be reimbursed for pre-approved expenditures within thirty (30) business days of presentation 
of appropriate documentation. Receipts or other appropriate documentation will be required 
for all expenses over five dollars and all reports must be approved by the Superintendent or 
Director of Operations or Chief Financial Officer. Expenses greater than two months old will not 
be reimbursed. 

Superintendent or Director of Operations or Chief Financial Officer expense reports must be 
approved by another staff member (one of the other three not receiving the reimbursement) 
and always be submitted to the bookkeeper for processing and payment, petty cash may not be 
used. 
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Travel 

Employees requesting travel reimbursement must do so on this form, submitted to the Business 
Officer within five business days of the last date of travel: 
https://www.documents.dgs.ca.gov/dgs/fmc/pdf/std262.pdf.   

Employees will be reimbursed for mileage when the activity is pre-approved by the 
Superintendent or Director of Operations or Chief Financial Officer. Mileage will be reimbursed 
at the government-mandated rate for the distance traveled, less the distance from the 
employee’s residence to the school site for each direction traveled. For incidental travel, 
mileage will only be reimbursed if the one-way mileage exceeds 10 miles. 

The Superintendent must pre-approve all out of town travel. Employees will be reimbursed for 
overnight stays at hotels/motels when pre-approved by an administrator and the event is more 
than 50 miles from either the employee’s residence or the school site. Hotel rates should be 
negotiated at the lowest level possible, including the corporate, nonprofit or state government 
rate if offered, and the lowest rate available. Employees will be reimbursed at the established 
per diem rate for any breakfast, lunch, or dinner that is not included as part of the related 
event. NVMI will use actual expenses for reimbursement, never to exceed the maximum 
allowable per diem rates as listed here: https://www.calhr.ca.gov/employees/pages/travel-
reimbursements.aspx. In the case of out-of-state travel, the Department of Defense per diem 
rates will apply (found here: https://www.defensetravel.dod.mil/site/perdiemCalc.cfm).  

Travel advances require written approval from the Superintendent and receipts for all advanced 
funds not returned. After the trip, the employee must enter all the appropriate information on 
a Travel Expense Report and submit it to the Superintendent or Director of Operations or Chief 
Financial Officer for approval and then on to Bookkeeper/Accounting staff for processing. If the 
advance exceeds the amount of the receipts, the employee will pay the difference immediately 
in the form of a check. If the advance is less than the amount of the receipts, the difference will 
be reimbursed to the employee in accordance with the expense report. 

Telephone Usage 

Employees will not make personal long distance calls on the telephones without prior approval 
from a supervisor. Employees will reimburse the school for all personal telephone calls. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.documents.dgs.ca.gov/dgs/fmc/pdf/std262.pdf
https://www.calhr.ca.gov/employees/pages/travel-reimbursements.aspx
https://www.calhr.ca.gov/employees/pages/travel-reimbursements.aspx
https://www.defensetravel.dod.mil/site/perdiemCalc.cfm
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FINANCIAL REPORTING 

Monthly Reporting 

The Chief Financial Officer will prepare and submit monthly financial reports including: 

a. Statement of Financial Position 

b. Budget vs. Actual Report 

c. Monthly Forecast 

d. Accounts Payable Aging 

e. Monthly Check Register and Bank Statements 

The report will be submitted to the charter authorizer as required by the charter and MOU and 
will be reviewed at the scheduled board meeting and action will be taken, if appropriate. 

 

Third Party Loans 

The Board of Trustees must approve all loans from third parties. All such loans also require 
approval from the charter-granting agency in accordance with the terms of the charter petition 
and MOU. 

Once approved, a promissory note will be prepared and signed by the Superintendent before 
funds are borrowed. 

 

Fund Balance Reserve 

A cash reserve of at least 5% of the LCFF revenue will be maintained. The Chief Financial Officer 
will provide the Superintendent with a Statement of Financial Position on a monthly basis. It is 
the responsibility of the Superintendent and Chief Financial Officer and the Governing Board to 
understand the school’s cash situation. It is the responsibility of the Superintendent or Chief 
Financial Officer to prioritize payments as needed. The Superintendent and Chief Financial 
Officer has responsibility for all operations and activities related to financial management. 

 

Standardized Accounting Code Structure (SACS) 

NVMI will use the seven levels of the California Department of Education SACS coding system 
for all transactions in the general ledgers follows: 

Fund 

Resource Code - $ source 

Project Year 

Goal = 4 pillars, Board, General Operations 

Function = Department 
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Object – NVMI will use the standard SACS Object Codes 

Site – Middle School or High School or Early College Program  

 

JROTC Reimbursement 

 NVMI will receive reimbursement for allowable portions of JROTC instructor salaries from 
Cadet Command of the United States Army. The Payroll Officer and Commandant will ensure 
that necessary request documentation is submitted in accordance with Cadet Command 
policies and regulations so that NVMI receives the maximum allowable reimbursement for the 
salaries of authorized JROTC personnel. As a military academy, NVMI is authorized at least five 
full time JROTC instructors, including at least one retired officer and four retired non-
commissioned officers. The Commandant will seek authorization for additional reimbursement 
as the unit strength of NVMI allows according to army regulation. The tracking of all 
reimbursements to ensure NVMI receives 100% of its allowable reimbursable payroll expenses 
is a shared responsibility of the Commandant and Payroll Officer.  
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NVMI CHECK / REIMBURSEMENT REQUEST FORM 

Requester:    Current Date:   

Requester Contact Email and Phone #:  

Amount Required:           

Date Check Required:         
  

                    
Check Payable To:     Requester 
             

          Other:       

           Vendor Tax Payer ID:       

           (only required for vendors who are not incorporated, not required to reimburse a parent/teacher)   
          

Description of Expense:   
  

 
  

 
Please indicate how you would like this check sent back to you:       
  

 
            

     Arrange pickup - please reach me at the above email    
  

 
            

     Mail to Requester or Vendor - please indicate payable name and address below 
  

 

     
  

 

                  
  

 

     
  

 
            

     Other:     
  

 
            

IMPORTANT:  The check will be issued within 14 days.  Please leave ample time for us to process the request. 
                            
 
For Internal Use Only                   

  Date Request Received          

  Date Check Issued      Check Number:     
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NORTH VALLEY MILITARY INSTITUTE PURCHASE ORDER [REQUEST[ FORM 

 
To be completed by business office:  Date of Request:                               
   
SACS Code Account Number  P.O. # Assigned by Business Office 

 
   
Staff Member Making Request  Vendor Company Name 
   
   
Grade Level/Subject/Event  Address (include any PO Box information) 
   
   
Curriculum Area/Event Need  City, State, and Zip Code 
   
   
Date Needed  Telephone Number / Fax Number 
   
   
Date of Event  Request Date 

 
How did you made a good faith effort to ensure the goods/services requested are the best possible 
cost for comparable good/services? ______________________________________ 
__________________________________________________________________________  

 
C=Consumable 
N=non-
consumable DESCRIPTION     QTY. PAGE ITEM # UNIT 

PRICE 
TOTAL 
PRICE 

       
       
       
       
       
       
       
       
       
       
       
       
       

IF ADDITIONAL LINES NEEDED, ATTACH SHEET 
 SHIPPING AMOUNT     
 TAX - NVMI ALWAYS PAYS SALES TAX. Do not have a 

vendor assume NVMI is sales-tax exempt.  
  

TOTAL AMOUNT  
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CAB Advisor / Principal Guidelines and Responsibilities 

The Cadet Activities Board (CAB) Advisor must: 
 

• Be a certificated staff member. 

• Ensure CAB paperwork is completed and turned in by the deadline. 

• Be present at all CAB meetings, events, and fundraisers. 

• Ensure the CAB meets regularly, and minutes are taken and approved, and that a copy is forwarded 
to the battalion staff and Superintendent in a timely manner. 

• Ensure that CAB officers and club members understand the school CAB bylaws and school policies. 

• Ensure that each CAB officer understands their duties as a CAB leader. 

• Ensure that all fundraisers are approved prior to being held, and estimated expenses pre-approved. 

• Ensure all flyers and posters are approved by administration prior to being posted. 

• Ensure any/all CAB monetary transactions have proper and adequate supporting documentation. 
Cash      collection must always have a certificated staff member present. Record and maintain safe 
custody of all money collected   and turn it into the school bookkeeper in the Business Office at the end 
of the day. The Business Office bookkeeper must deposit money to the school bank account no less than 
once a week. Checks must never be made payable to the CAB Advisor, or a student; and funds must 
never be deposited in an individual’s personal bank account. 

• Ensure all cash/check collection are counted by at least two people. 

• Ensure all expenditures have three (3) approval signatures (CAB officer, CAB advisor and administrator) 

• The Superintendent is ultimately responsible for all the above 

Fees and Donations 
 
Under the law (California Constitution 1879), public schools must provide a “free and equal public education.” 
This means that students enrolled in public school cannot be charged fees for participation in educational 
activities that are part of the core program of the school. Educational activities include field trips, athletics, and 
extracurricular on-campus activities such as student clubs. Schools must adhere to the law and ensure that 
student equity in the educational process is not compromised (AB-1575). 
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NORTH VALLEY MILITARY INSTITUTE 

Cadet Activities Board By-Laws 
 
 

I. The Cadet Activities Board, hereafter known as CAB, must abide by its published Constitution and 
comply with all rules and regulations set by the NVMI Superintendent and administration. 

II. CAB must hold official meetings at least once a month during the months of September through May.  

III. CAB must meet on the days set forth in the CAB constitution except in the event of a conflicting school 
or CAB event. All CAB meetings must be held on campus. CAB must take minutes at all meetings, have them 
approved, and submit a copy of the minutes to the battalion staff class.   

IV. CAB must have a minimum of twenty active members, excluding officers. A minimum of six cadets each 
from Alpha, Bravo, and Charlie companies (one each of platoons of grades 6, 7, 8, 9, 10, and a combined 11/12 
platoon) and two cadets from Music Company (one from the middle school platoon and one from the high 
school platoon) must be active members of CAB. This does not include CAB officers. Two-thirds of the 
membership must be present at 51% of all meetings. Attendance must be recorded at official meetings as a part 
of the CAB minutes.   

V. The CAB advisor must be a certificated staff member in the school. One or more assistant CAB 
advisors may be appointed from among certificated or classified staff. The CAB advisor must be present at all 
CAB meetings, CAB events, and CAB fundraisers. If the advisor cannot be present, another certificated staff 
member can be designated as a substitute, but classified staff assistant advisors may not be the sole adult(s) 
at such meetings, events, or fundraisers. 

 
VI. The five positions considered as CAB officers are CAB president (The Battalion S-7), CAB vice 
president (the senior ranking Battalion Assistant S-7), CAB secretary (a company S-7 elected by the CAB 
Committee of the Whole), CAB treasurer (another company S7 who is elected by the CAB Committee of the 
Whole), and Director of Publicity (another company S7 who is elected by the CAB Committee of the 
Whole).   

VII. When CAB holds an election for platoon representatives, the following must occur: 
 

A. Each active cadet or pledge or candidate enrolled in NVMI is allowed exactly one vote for any election of 
platoon representatives. 

B. Only cadets from a platoon may vote for platoon representatives from that platoon. A majority of votes 
cast is needed to win/pass and in the event of a   tie all individuals who tie are elected to the position; in 
other words, ties are not broken. 

 
VIII.  Whenever the CAB Committee of the Whole elects an officer, the results must be documented in the 
CAB minutes. 
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Cadet Activities Board Constitution 
North Valley Military Institute 

 
 
ARTICLE I – Name, Purpose and Goals 
 

I. The Cadet Activities Board, known by the acronym “CAB,” is responsible for promoting morale and 
esprit de corps within the North Valley Military Institute (NVMI) Corps of Cadets by planning and 
implementing activities which increase school spirit, encourage active participation by all cadets of 
all grade levels in morale-building activities, and allow cadets a creative and enjoyable outlet for 
expressing individual morale and company and battalion esprit de corps. 

II. The goals of CAB are: 
a. Plan and implement morale and esprit de corps within the NVMI Corps of Cadets. 
b. Increase school spirit. 
c. Encourage active participation by all cadets of all grade levels in morale-building activities. 
d. Allow cadets a creative and enjoyable outlet for expressing individual morale and company and 

battalion esprit de corps. 
e. Serve as a voice for cadets in each platoon to share suggestions, concerns, questions about NVMI 

with the cadet leadership and school administration. 
III. Annually, CAB will strive to implement, at minimum, the following events and activities. Nothing in 

this article shall be construed as limiting CAB to these activities: 
a. Lunchtime activities each Friday when cadets are wearing their Class A or B dress uniforms. 
b. A Four Pillars “spirit” week during the first academic quarter that celebrates all four NVMI 

pillars and how cadets can achieve success in each pillar. 
c. An interscholastic and intramurals athletics rally for each of the three sports seasons (fall, winter, 

spring)  
d. At least one middle school dance and one high school dance each semester. 
e. Homecoming Week activities that include NVMI alumni and current students and staff and 

families. 
f. Collaboration with the Parent Advisory Council on family events. 
g. Collaboration with the Expanded Learning Academy on after school events. 
h. A celebration of NVMI Founder’s Day on or about April 13 of each year. 
i. 8th grade commencement celebration activities as decided upon by the middle school CAB 

committee. 
j. 12th grade “senior” activities to include a Prom, Grad Nite, and other desired senior activities.
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ARTICLE II – Elections and Membership   
 

I. Each military platoon shall elect one Platoon Representative (PR), selected by a majority vote of the 
members of that platoon.  

II. The election shall take place within the first 10 school days each academic year.  
III. Platoons may choose to elect one or more alternate representatives (APRs) who may participate as non-

voting members of CAB meetings and perform proxy votes when the primary PR is not present in a 
meeting.  

IV. There will be at least 20 elected PRs – one for each of Alpha, Bravo, and Charlie company grade 6 platoon, 
grade 7 platoon, grade 8 platoon, grade 9 platoon, grade 10 platoon, and grades 11/12 platoon. The band 
shall have one middle school PR and one high school PR. At present, that constitutes 20 PRs.  

V. Should NVMI add additional companies (Delta, Echo, and so forth), additional grade level PRs would be 
added. 

VI. In addition to the PRs, CAB membership will include four officers as noted in Article IV. 

 
ARTICLE III – Meetings & Guidelines 
 

I. CAB shall generally meet at least once per week at lunch time.  
II. Roberts Rules of Order will be sued in operating meetings. 
III. CAB will have three standing committees: a “Committee of the Whole” and a “Middle School 

Committee” and a “High School Committee.” 
IV. Minutes of each meeting will be maintained in perpetuity in both printed and electronic format and 

posted to the school’s website and maintained in a physical file in the Battalion Headquarters. 
V. Middle school CAB members will bring lunch to the Middle School Committee meeting during their 

lunch period.  
VI. High school CAB members will bring lunch to the High School Committee meeting during their lunch 

period.  
VII. The four officers will be present for both meetings. 
VIII. A meeting of the Committee of the Whole will occur when both middle school and high school CAB 

PRs meet jointly for the entire lunch period or other scheduled meeting time. 
IX. Decisions made by CAB must have a majority vote of the members present after a proper motion, 

second, and discussion have taken place. 
X. Votes taken in all meetings will initially only include PRs. In the event of a tie, the officers present (less 

the President) will vote. In the event a tie still remains, the President will break the tie. 
XI. The number required for a middle school or high school quorum shall be six PRs (not counting 

officers). 
XII. The number required for a Committee of the Whole quorum shall be 11 PRs (not counting officers).  
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ARTICLE IV – Club Officers 
 

I. The five CAB officers will be selected by a panel of TAC Officers, TAC NCOs, the Commandant, and 
volunteer faculty and staff using the annual competitive Cadet Leadership Selection process outlined in 
the NVMI Cadet Leadership Selection Process Standard Operating Procedure. 

II. The cadet selected as the Battalion S-7 shall be the CAB President.  
III. The cadet selected as the Battalion S-8 shall be the CAB Treasurer. 
IV. Any Assistant Battalion S-7s who are not also Company S-7s will participate as non-voting members of 

CAB. 
V. The senior ranking company S-7 shall be appointed the Vice President. 
VI. The remaining cadets selected as company S-7s shall be elected by a majority vote of the full CAB board 

to the positions of Secretary and Publicity Director. 
VII. The duties of the five officers shall be: 

 
President (Battalion S-7) 

• Preside over all meetings. 
• Plan and prepare agenda for all meetings, working closely with the CAB advisor. 
• Know the basic rules of parliamentary procedure. 
• Facilitate group discussions by summarizing and clarifying. 
• Conduct himself/herself with academic integrity and in an exemplary manner. 

 
Vice President (the senior ranking company S-7) 

• Assist the president and serve in his/her absence. 
• Assist in planning meeting agendas. 
• Know the basic rules of parliamentary procedure. 
• Help facilitate group discussions. 
• Manage the completion and submission to the Superintendent of CAB Activity and 

Budget Plan forms for all planned events. 
• Conduct himself/herself with academic integrity and in an exemplary manner. 

 
Secretary (a Company S-7 selected by vote of the full CAB board) 

• Notify members of upcoming meetings. 
• Distribute meeting agendas. 
• Take attendance at meetings. 
• Keep accurate minutes of all meetings, attach the agenda and attendance report, 

and keep on file. 
• Publish all agendas and minutes to the NVMI website. 
• Report minutes of previous meetings. 
• Handle all CAB correspondence. 
• Conduct himself/herself with academic integrity and in an exemplary manner. 
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Publicity Director (a Company S-7 selected by majority vote of the full CAB Board) 
• Manage the annual CAB election process by soliciting cadets to run for PR form 

each platoon. 
• Publish CAB events on NVMI social media. 
• Publish CAB events in the Hawks Cast News. 
• Publish CAB events in the Hawk Weekly. 
• Publish CAB events on the NVMI website. 
• Announce CAB events at battalion formations. 
• Conduct himself/herself with academic integrity and in an exemplary manner. 

 
Treasurer (Battalion S-8) 

• Work closely with CAB officers and CAB advisor to prepare activity budgets. 
• Ensure all expenses are approved prior to purchasing. 
• Assist with fundraiser profit and loss analysis statements. 
• Maintain a complete and accurate record of all CAB receipts and disbursements. 
• Conduct himself/herself with academic integrity and in an exemplary manner. 

 
ARTICLE V – Financial Responsibility 
 

I. In accordance with Education Code Section 48932, all student groups that fundraise must define their 
needs and their plans for fundraising.  

II. For any events planned to raise monies for CAB activities and operations, the Committee of the Whole 
shall meet to discuss, complete, and by majority vote submit to the Superintendent a CAB Activity and 
Budget Plan Form, listing the purpose and logistical details of, as well as the expected revenue and 
expenses of the event. 

III. Only events previously approved by the Superintendent may be conducted by CAB. 
IV. CAB will only raise enough money to conduct its annual operations; CAB will not carry over funds in 

excess of $500 to the following school year. When CAB’s account balance exceeds $500 on May 15, the 
CAB Committee of the Whole will, by majority vote, decide on a way to expend the excess funds in a 
manner that benefits the entire Corps of Cadets.  

V. All fund-raising activities must benefit and be open to the entire Corps of Cadets, or all the middle 
school cadets or all the high school cadets. Separate middle or high school cadet events are allowed. 

VI. The exception to Article V-V above is that the senior class may engage in separate fund raising for 
senior-only activities such as prom, grad nite, etc., with the caveat that Article V-VIII below is 
followed.  

VII. No cadet will ever be denied access to a CAB event because of inability to pay. CAB members will 
incorporate to CAB Activity and Budget Plan forms allowances for cadets unable to pay. 

VIII. When a student group (athletic team, drill team, cheerleading, etc) wishes to raise money for the 
benefit of that group, such proposals must be presented to and approved by the CAB Committee of the 
Whole. 

IX. CAB will at all times comply with NVMI fiscal policies and procedures relative to cash management.  
 
ARTICLE VI – Amendments. Amendments to this Constitution may be proposed by any CAB member and 
brought to the Committee of the Whole for consideration. A two-thirds vote of the Committee of the Whole is 
required to enact an amendment to the Constitution. 
LAST ADOPTED BY CAB: (DATE)
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Meeting Protocol 

1. Call to Order: 

• President: "This meeting will now come to order" 

• Secretary: Records the time meeting was called to order for the minutes and takes attendance. 
 

2. Minutes of Previous Meeting Approval: 

• Secretary: Reads minutes of previous meeting and asks for a motion to approve and a second to the 
motion. If there is a correction to the minutes, the motion is to "approve the minutes as corrected." 
Names of the motion makers (those who make a First and a Second) must be documented in the 
minutes. 

 
3. Committee/Officer Reports: 

• President: Calls upon officers and/or committee chairs for updates or information. 

• Secretary: Documents the information in the minutes. 
 

4. Treasurer's Report: 

• Treasurer: Lists all CAB revenues, provides a list of approved expenditures and asks for any new 
requests for expenditures. The   requests are voted on by the club using the motion protocol. The new 
request(s) are submitted to the Superintendent for approval on a Request for Check/PO form. 

• Secretary: Documents expenditures, approved and new, for the minutes, noting the motion makers and 
the outcome of the vote. 

 
5. Old Business: 

• President: "Is there any old business to discuss?” This is the forum for following up on previous meeting 
issues or events. If voting is required, the motion protocol should be used. 

• Secretary: Documents the discussion in the minutes, noting the motion makers and outcome of the 
vote. 

 
6. New Business: 

• President: "Is there any new business to discuss?" This is the forum for new issues or events to be 
decided on. If voting is required, the motion protocol should be used. 

• Secretary: Documents the discussion in the minutes, noting the motion makers and the outcome of the 
vote. 

 
7. Announcements/Presentations: 

• President: Shares any announcements or introduces any presenters to the club. 

• Secretary: Takes notes and documents in the minutes. 
 

8. Adjournment: 

• President: "This meeting is now adjourned." 

• Secretary: Records the time of adjournment for the minutes. 
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9. Finalization: 

• Secretary: CAB minutes should be finalized on the CAB Minutes form with the sign-in sheet of 
members attached. A copy of CAB Minutes form and sign-in sheet should be forwarded to the 
battalion commander within a week of the meeting. A copy of the CAB Minutes form and sign-in 
sheet should also be retained on file for the school. 
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Cadet Activities Board Minutes 
 
 
Meeting Date: _ Meeting Time:   Meeting Place: _ 

The meeting was called to order by:    _  

Members present: (List Names here:) 

Officers present: (List Names here:)  

The minutes of the last meeting dated  were read and approved/corrected and approved. 

Motion to approve by:   Seconded by:     

Committee Reports: 
 
 
Treasurer's Report: 

CAB income report is as follows: 

The following expenditures were approved by administration: 
• 
• 
• 
The following new expenditures were submitted: 
• 
• 
• 

Motion to approve by: Seconded by:    

Old Business: 
 
 
New Business: 
 
 
CAB Secretary:   Date:    
(Signature) 

 
CAB Advisor: _ Date:    
(Signature) 
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CAB Donation Collection Procedure 
 
Procedure 

1. Any requests for donations should be made in the form of a letter or email that can be 
sent to families or local businesses explaining the reason for the request. 

a. Request should have a deadline for submission. 
b. All donations in cash or check must be turned into the NVMI Business Office. 
c. All donations by credit card must be made at the Main Office or Hawk Exchange. 
d. All donation requests must be approved by the Superintendent prior to being sent out. 

 
2. All donations must be documented on a spreadsheet. Donations should be balanced to the spreadsheet and 

(if collected at a CAB event) forwarded to the NVMI bookkeeper in a timely manner. 
 

3. Checks and cash collected at the donation events must be counted by at least two people. 
 

4. Cash Verification form must be completed, and cash/checks handed to bookkeeper on the same day. 
 

5. NVMI bookkeeper will deposit the donations into CAB’s student body account. 
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Fundraising Procedure 
 

Fundraising events must be approved by the CAB Committee of the Whole and then approved by the 
Superintendent and Superintendent’s Cabinet before they are held. Administrators will consider 
appropriateness, safety, and compliance with Education Code when reviewing and approving fundraisers. 
(Refer to the FCMAT Associated Student Body Accounting Manual, Fraud Prevention Guide, and Desk Reference for more 
detailed information) 
 
Typically Allowed Fundraising Events 
 

• Concession/Food Sales in compliance with the NVMI Wellness Policy 
• Entertainment 
• Advertising 
• Publications 
• School Logo items 
• Tournaments 
• Car Washes 
• Book Fairs 

 
Food sales must meet the NVMI Wellness Policy, Education Code Sections 49430 through 49436 and state 
published nutritional standards. Food and beverages are only permitted if (i) items are sold by students at the 
school, (ii) sales occur during a school sponsored event after the end of school day (iii) no later than half hour 
before start of school hours or no earlier than half hour after end of school hours 
 
Unallowable Fundraising Events 
 

• Raffles or any games of chance, which are disallowed by California law. 
• Activities that pose liability, safety or risk concerns such as, 

- Mechanical or animal rides 
- Use of darts or arrows, rockets, jet propelled items or objects thrown at people 
- Pogo sticks or pogo balls 
- Bonfires or fireworks 
- Skateboarding, roller-skating, roller, blading, or ice-skating 
- Auto racing 
- Dunk tanks 
- Powder puff football 

 
PROCEDURE 
CAB must have an approved budget that include fundraising. Complete a Fundraising Authorization Form 
and a Fundraising Revenue/Expense Statement. The form and statement must be signed by the CAB 
President or Vice President and the CAB advisor and approved in the CAB minutes. 

a. Forward the completed form and statement to the NVMI bookkeeper. 
b. After the fundraiser is reviewed by administration, the CAB advisor will be notified whether 

the event was approved or not. 
c. If the fundraiser is approved, the Cash Control for Fundraisers procedure (see below) must be 

followed. 
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CAB Annual Budget 
 

 

Part I: Revenues 
 

Revenue Source Amount Actual 
   
   
   
   
   
   
   
   
   
   
   
 Total:  

 
 

Part II: Expenses 
 

Expense Amount Actual 
   
   
   
   
   
   
   
   
   
   
 Total  

 
 Report Prepared by CAB Treasurer: 

Signature and Date 

 
Report Reviewed by CAB Advisor: 
 
 
Signature and Date 
 
Presented and Approved by the Superintendent 
 

  _ 
Signature, Title, Date 
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Fundraising Cash Control Procedures 

 
A cash box should be requested from the NVMI Business Office if cash will be accepted at a fundraiser, and it 
must be always under the supervision of a certificated staff member. Sound cash control procedures are essential 
from the time cash is collected until it is deposited in the bank. This not only deters fraud but protects all 
parties from accusations of wrongdoing. (Refer to the FCMAT Associated Student Body Accounting Manual, Fraud 
Prevention Guide, and Desk Reference for more detailed information) 
 
Procedure 

1.  Cash box request should be made to the NVMI bookkeeper at least three (3) days 
before a fundraising event: 
a. Request for Cash Box form is completed. 
b. Cash is verified by both the NVMI bookkeeper and the CAB advisor prior to releasing box. 
c. Copies of the form are placed in the cash box. 
d. A copy is retained by the NVMI bookkeeper. 

2.  During the event, at least two people should control cash sales using one of the 
following cash control documents: 
a. Tally Sheet 

- Tally items as they are sold. 
- Total sales on sheet. 
- Count cash and complete Request for Cash Box form. 
- Total sales and cash must balance. 

b. Ticket Sales Report 
- Write beginning and ending ticket number for each price level of tickets. 
- Calculate the total ticket sales on form. 
- Count cash (at least two people) and complete Request for Cash Box form 
- Total ticket sales and total profit cash must balance on the form. 

3. If the fundraiser is a multiple-day event, a Deposit Verification form must be used at the 
end of each day. The cash must be counted by two people at the end of each day, and then 

recounted at the beginning of the next day. The two totals should match. On the last day of the event, the 
Cash Box form should be used for the final count if one was used for the event. 

4. The cash box should be returned to the NVMI bookkeeper in a timely manner. 
- Cash should be verified by NVMI bookkeeper in the presence of depositor or an adult staff. 
- A receipt is given to the CAB advisor. 

- NVMI bookkeeper deposits money in the CAB student body account and post to ledger 
Cash box must never be taken home; an administrator should secure the cash in the school’s safe at the end of 
any evening event held at the school. 
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CAB Cash Box Request Form 
 
 

 
 
I am requesting a cash box to make change for the following event: 
 
Event:    
 

Date of Event:    
 

Sponsored by (CAB or Senior Class):    
 

Date & Time Cash Box Required:    
 

What cash change is required? 
 

$20 x = $   $10 x = $_   $5 x = $ _ $1 x = $   
 

25c x = $   10c x = $   5c x _ = $   1c x = $   
 
 

How much does this total? $   
 
 

Who is responsible for returning the cash box and money to the NVMI Bookkeeper? 
 
 
Name 
 
 
Position in CAB 
 

 
 

Cash/Check Counted Cash Box Received 
 

Counter 1:      Signature:   _ 
Print Name Sign & Date 

Counter 2: Signature:    
Print Name Sign & Date 
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CURRENT ACCOUNT BALANCE = $ _ 

TOTAL ALL COINS 

*TOTAL ALL COINS $ 

Deposit Verification Form 
 

Date: 
Cadet Activities Board Activity Name 

 

 

Persons Counting Money: Signature:    
(at least TWO PEOPLE are required to count money)    Signature:    
 

This form is for verification purposes only. Please complete the following information, using TOTAL AMOUNTS IN ALL 
AREAS. 

   x $100.00 = $   

   x $50.00 = $   

   x $20.00 = $   

   x $10.00 = $   

   x $5.00 = $   

   x $2.00 = $   

   x $1.00 = $   
 
Total All Coins* 

 
= 

 
$   

Total All Checks = $   

DEPOSIT TOTAL  $ ** 
 

Office Verification $ ** SHORT/BALANCED/OVER 
(circle one) 

Office Signature  Amount Short/Over: $   
 

Date Verified: Date Deposited:    
 

Notes/Remarks   
 
 

 
 

  Dollars x 1.00 = $  _ 
 Halves x 0.50 = $  _ 
 Quarters x 0.25 = $   
 Dimes x 0.10 = $  _ 

PREVIOUS ACCOUNT BALANCE  $ _  _  Nickels x 0.05 = $   

PLUS, DEPOSIT AMOUNT + $    Pennies x 0.01 = $  _ 
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Distribution: Originator/ Superintendent / CFO / Bookkeeper / CAB 
Advisor / CAB Treasurer (Cadet S-8) 

CAB Fundraising Authorization Form 
(This form must be submitted with the CAB Fundraising Revenue/Expense Statement) 

 
Complete and return to the Superintendent thirty (30) days prior to the date of planned activity for approval.   
 

1. Name of Fundraising Event (No raffles are allowed) 

2. Cadet Group: 

3. Purpose of fundraiser: 

4. List of all items to be sold: 

5. Date sale will take place: 

6. Time sale will take place: 

7. Location of sale: 

8. If sale item is food, who will be responsible for food safety? 

 
I request approval to organize the fundraiser.    
Signature (Advisor/Student Officer)            Date 
 
All Fundraisers require CAB Activities Director’s Approval    

Signature (CAB Advisor) Date 
Comments: 

    I approve disapprove this fundraiser. 

By:     
Superintendent Name (Please Print) Superintendent Signature          Date 
 
Reason for disapproval: 
 

* Raffles are prohibited by law under California Penal Code as “games of chance.” 
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Actual Net Profit for this Fundraiser: 

Part III (AFTER THE EVENT) 

CAB Fundraising Revenue/Expense Statement 
(This form must be submitted with the CAB Fundraising Authorization Form) 

 
 

CAB or other group?    
 
Name of Event:    

Event Date(s):    
 
CAB Account No.:    

 
Part I—Estimated and Actual Sales/Revenue 

Estimated Sales/Revenue (Complete Before Event) Actual Sales/Revenue (Complete 
After Event) 

Revenue Items Qty Unit Price Total Qty Unit Price Total 
Adult tickets       

Student tickets       

CAB tickets       

Other tickets       

% of Restaurant Proceeds       

Items Sold:       

1.       

2.       

3.       

4.       

5.       

 
TOTAL ESTIMATED PROJECTED INCOME: 

 
TOTAL INCOME: 

 

Part II—Estimated and Actual Expenses 
Estimated Expenses 

(Complete Before Event) 
Actual Expenses 

(Complete After Event) 
Expense Items Qty Unit Price Total Qty Unit Price Total 

Cost of items       

1.       

2.       

3.       

4.       

5.       

Supplies       

Advertising       

Custodial Overtime       

Equipment       

Fees       

Tickets       

DJ       

Security       

Other:       

TOTAL ESTIMATED EXPENSES: TOTAL EXPENSES: 
 

 

BEFORE EVENT APPROVALS AFTER EVENT APPROVALS 
Prepared by/Date:  Prepared by/Date:  

Club/CAB Advisor/Date:  Club/CAB Advisor/Date:  
Superintendent/Date:  Superintendent/Date:  
CFO/Date:  CFO/Date:  
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NORTH VALLEY MILITARY INSTITUTE 
 

Cadet Activities Board (CAB) Account (Organized) 
 

Request for Authorization & Payment of Expenditure 
 

SECTION 1: REQUEST FOR AUTHORIZATION (must be approved prior to purchase): 
 

CLUB/ACCOUNT:    Code:    Budget Item:    
 

We certify this request has been Approved and Recorded in the CAB Budget and CAB Minutes dated    
 

      $   
 

      $   
 

      $   
 

TOTAL ESTIMATED COSTS $   
 

CAB APPROVALS:        
CAB President CAB Advisor (Teacher) 
 

SECTION 2: PURCHASE INFORMATION 
 
How will these items be purchased? Purchase Order _          Private Purchase    

If Purchase Order Complete the following: Vendor Information (Attach Estimate or Quote) 

Company:________________________________ Contact Person: _ 

Address: City State    Zip             
 

Phone Number: Fax Number:    
 

Check to Vendor will be processed when Treasurer receives Invoice and Packing Slips 
 
 

SECTION 3: CAB APPROVALS 
 
This request has been Approved and Entered in CAB Committee of the Whole Minutes Dated:    
 

CAB APPROVALS:            _   
CAB Treasurer CAB Activities Director Superintendent or CFO 

 
SECTION 4: CHECK REQUEST: For Private Purchase: Original receipts and packing slips must be attached. 
 
PLEASE ISSUE A CHECK IN THE AMOUNT OF $ _ FROM THE ABOVE ACCOUNT. 

PAYABLE TO:   _ 

CAB Student Officer: Date: _   
 

CAB Activities Director: Date: _   
 

Superintendent/CFO: Date:   

Office Use Only 
DATE: _ _ CHECK # 

PO # 

Date: 
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