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3. FISCAL MANAGEMENT

3.1 FISCAL MANAGEMENT PRINCIPLES

To provide the best educational value for money spent at the American Cooperative
School, policies and procedures will ensure effective and efficient application of
financial resources, and will be consistent with the following broad principles of fiscal
management:

* Financial resources will be secured prior to commitment of expenditure.

*  Where financial resources are limited, a process of prioritizing expenditures will
be utilized to ensure maximum educational benefit.

* The Board will maintain a long-term (5-yr) financial plan projecting income and
expenditures. Projections will be based on but not limited to trends in: enrollment,
staffing, salaries, inflation, tuition/fees, operating expenses, and major building
expenses. The Superintendent, in consultation with the Treasurer, will reconcile
and update the plan with the audited accounts at the close of each fiscal year.



Association members will be kept informed of the school's current financial
condition as well as future projections. Any Association member may examine
the financial records upon request. (Records relating to procurement of goods and
services through competitive bids or quotes will be kept confidential unless the
Board authorizes access.)

Written procedures will be developed and utilized for all types of financial
transactions to ensure proper management control. The Superintendent will
ensure that fiscal management procedures are routinely reviewed and updated.

As a means of management control, financial transactions will involve the review,
endorsement, and/or approval of two or more people and a process for reporting
irregularities without fear of repercussion.

Financial transactions, such as ordering and receiving goods or services; control
of payment instruments; disbursement of funds; and recording disbursements in
the accounts will be segregated so no individual can execute transactions without
review and endorsement by other personnel.

For cash retained by AEA, whether short-term or long-term, security is the
primary consideration in deciding where to deposit funds. Deposits will be
diversified to ensure that the failure of a bank or financial institution will not
seriously jeopardize the continued operation of the school.

Financial obligations will be paid in a timely manner in accordance with agreed
terms.

Adopted: November 17, 2003

3.2

BUDGET

3.2.1 Annual Budget

Expenditures will be authorized, managed and controlled through an annual budget
process that will include an operations budget and a capital budget. Budget line items
will be consistent with financial records and correspond to one or more accounts of
similar types of expenditures. Sufficient information will be provided in the budget to
accomplish the following:

Monitor and control expenditures on an ongoing basis;
Forecast expenditures; and
Demonstrate that expenditures are consistent with Board policy.

Adopted: November 17, 2003

3.2.2 Fiscal Year

The fiscal year is from July 1 to June 30.



Adopted: November 17, 2003

3.2.3 Budget Deadlines and Schedules
The Superintendent will present a preliminary budget no later than January at the
Executive Board Session to plan and set overseas-hire staffing levels for the ensuing

school year.

The Superintendent will recommend and present the final operational and capital
budget no later than March at the regular Board meeting.

The budget shall be approved no later than April so that tuition and fee levels for the
ensuing school year can be set.

Adopted: November 17, 2003

3.2.4 Budget Adoption

The adoption of the operational and capital budget by the School Board authorizes the
Superintendent to expend and commit the resources provided.

Therefore, the adoption of the operational and capital budgets will be a formal act by
the Board.

Adopted: November 17, 2003

3.2.5 Authority

All financial authority is vested in the Board, and no financial transactions may be
executed on behalf of AEA unless approved by the Board or by an individual to
whom the Board has delegated authority.

The Superintendent may recommend for Board approval, the delegation of authority
to personnel in appropriate positions of responsibility.

A written "Delegation of Authority Guide" will be developed by the Superintendent
and approved by the Board to ensure appropriate financial management control.

Adopted: November 17, 2003

3.2.6 Line Item Transfer Authority

Annual operations and capital budgets approved by the Board provide the authority
for expenditure of funds up to, but not to exceed, the amounts allocated for each
budget line item. Changes in the allocation of line item expenditures within a budget
can only be made upon approval of the Board with the following exception:



* The Superintendent may reallocate funds budgeted for contingency to cover any
type of expenditure shortfall (per Policy 3.4.5 Contingency).

The Superintendent may reallocate expenditures from one budget line item to another
within an approved budget if the amount reallocated:

* does not exceed $1000 relative to the original approved budget; or

* s less than $5000 and less than 10% of the original approved budget line items
affected.

Any change in budget allocations made within the Superintendent's authority will be
reported to the Board at the following Board meeting.

Adopted: November 17, 2003
3.2.7 Reserve Utilization Authority

Expenditures from the Employee Indemnization and Capital Reserves will require
Board approval with the following exceptions:

* Indemnization Reserve - The Superintendent may authorize payments from the
Indemnization reserve only to those employees who are entitled to receive
indemnization benefits as defined by Board policy and applicable laws. Amounts
paid from the indemnization reserve will be determined in accordance with Board
policy and applicable laws.

Adopted: November 17, 2003

3.2.8 Disposal of Assets

The Superintendent may authorize the disposal of capital assets that have an original
cost of less than $15,000 and a book value of less than $2500. The Board must
approve all other disposals.

At least once every two years, an inventory of assets will be performed. The
inventory will be reconciled against the Capital Assets Register and a report on any
discrepancies will be provided to the Board.

Adopted: November 17, 2003
3.3 REVENUE

3.3.1 Tuition and Fee Levels

The Board will annually establish tuition and fees for the ensuing academic year at
the time of budget adoption. The Board must approve any change in tuition or fee
levels.

Tuition will reflect the actual costs of operating the school and will be the main
source of revenue for the operations budget.



Fees will be collected per policy to offset assessment/registration costs and to
maintain the capital reserve.

Cross-reference: Appendix 3A, Tuition and Fees
Adopted: November 17, 2003
3.3.2 Application Fee

An Application Fee will be charged to and collected from all new students at the time
of application to cover administrative costs. It is non-refundable. See Appendix 3A,
Tuition and Fees.

Adopted: November 17, 2003
3.3.3 One Time Capital Fee

A one time Capital Fee will be charged to and collected from all new students before
they begin school. This is a non-refundable and non-transferable fee. It will be
collected one time and will not be reapplied to students who have paid the capital fee,
withdrawn from school, and then re-enrolled. However, if there has been a change in
the capital fee from the time of the original payment, the difference between that fee
and the current fee, at the original level, will be due and payable before the student re-
enters school.

If a student applies for admission and is accepted on a temporary basis (one semester
or less) the One Time Capital Fee will not be due. However, if a student attending
school on a temporary basis decides to stay longer than one semester, he/she will not
be able to continue until the One Time Capital Fee is paid in full.

Cross-reference: Appendix 3A, Tuition and Fees

Adopted: November 17, 2003
Revised: February 2, 2004

3.3.3 Reservation Fee

Payable on March 15th each year, a non-refundable reservation fee will be charged
for each returning student for whom a seat is to be reserved until the first day of the
following school year. New students will also be charged the same fee payable within
seven (7) days of notice of acceptance. The fee is applicable towards amounts that
become due for the student’s annual tuition or fees. Failure to pay the reservation fee
when due will result in the loss of admissions priority for the student. If the fee is
paid after March 15, the student will be given the normal admissions priority of a new
student applying on that day.

Exceptions that qualify for refund are as follows:
Full refund will be granted upon written request received before 15 April.
Half (50%) refund will be granted upon written request received before the last

school day in April.

The reservation fee will be set at a level sufficient to accomplish the following:



1. Encourage students who do not expect to return for the following year to
release their seats to allow timely admission of new applicants.

2. Offset the average loss in revenue over time associated with students who
are admitted but who do not attend.

Cross-reference: Appendix 3A, Tuition and Fees
Appendix 3B, Reservation Fee

Adopted: November 17, 2003

3.3.4 Schedule of Payments

International organizations are responsible for full payment of tuition and capital fees
on or before the first day of the school year for the entire school year. Local
companies and individual parent payers must make payment of the One Time Capital
Fee on or before the first day of school, however tuition fees may be paid based on
the schedules in Policy 3.3.6 Monthly, Quarterly, and Semester Payments.

Each year’s published tuition fee will be based on 10 times the monthly tuition
payment. Quarterly, Semester and Yearly tuition fees paid by local companies and
individual parent payers will be discounted proportionally as follows:

Yearly — 5%

Semester — 2.5%

Quarterly — 1.25%

If tuition and capital fees are not received on time, the parents are personally
responsible for the payment of an administrative fee charged in accordance with
Policy 3.3.7 Administrative Fees.

Adopted: November 17, 2003

3.3.6 Monthly, Quarterly, or Semester Payments

Payment of tuition can be made by the month, the quarter, or the semester if so
desired, only by local companies and individual parent payers.

In cases of monthly payments, there shall be ten (10) equal payments to be made on
or before the 15" of each month from August through May.

In cases of quarterly payments, there shall be four (4) equal payments to be made on
or before the 15" of August and within 15 days after the beginning of each of the
following quarters as indicated in the official school calendar.

In cases of payment by the semester, there shall be two (2) equal payments to be made
on or before the 15" of August and 15 days after the beginning of the second semester
as indicated in the official calendar.

Adopted: November 17, 2003



3.3.7 Administrative Fees

If full payment is not received by the due dates as indicated in Policy 3.36 Monthly,
Quarterly, and Semester Payments, an administration fee will be charged as indicated
in Appendix 3-B Administrative Fees.

Parents who are assessed administrative fees and have not paid these fees by the end
of the school year should understand that their students will not be invited back to
AEA for the following school year.

Adopted: November 17, 2003
3.3.8 Refunds

In cases where the full annual tuition payment has been made (all international
organizations), upon request, a partial tuition refund will be made only under the
following conditions:

» full annual tuition was paid;

* a written request from the organization that made the original payment was
received by May 30™ of the school year in question;

» refunds will be given only for quarters in which there was no attendance at all;
and

» attendance will be counted up until five school days after written notice of
withdrawal is received or the actual last day attended, whichever date is later.

Basis for refund will be computed as follows:

1 quarter not attended 20% of annual tuition

2 quarters not attended 40% of annual tuition

3 quarters not attended 60% of annual tuition
Cross-reference: 3.3.6 Monthly or Quarterly Payments

3.3.9 Force Majeure

In the event of a force majeure, the fee already paid in full will not be refunded, or if
unpaid, will be due. The Board will adjudicate any appeals.

3.3.10 Payment and Refund Exceptions

All payment and refund exceptions require Board approval. A request must be
submitted in writing and will be given consideration by the Board in an executive
session.



3.3.2 Scholarships & Financial Aid

3.3.12 Income from Sources Other than Tuition

The Board will seek other sources of revenue to supplement the funds available
through tuition and fees. These sources of revenue and the means of obtaining them
must not interfere with or detract from the educational mission of AEA.



Contributions:

AEA will seek contributions from reputable individuals and organizations that have
an interest in the welfare of the school. Solicitation of contributions will be the
responsibility of the Superintendent, and will be conducted in a manner that maintains
a positive image of AEA in the community.

AEA will acknowledge contributions in a manner deemed appropriate by the
contributor and subject to the following limitations:

Acknowledgements will not include any kind of endorsement of the organization
or its products.

Contributors will not receive any favored treatment with respect to use of facilities
or enrollment of students unless the terms of such an arrangement are specifically
approved by the Board and agreed in writing between AEA and the contributor.
Acknowledgement of a very substantial contribution may be in the form of a
permanent display that acknowledges the contribution. This is the only instance
where permanent displays will be allowed.

Advertising:

Use of the school property or other resources for advertising will be subject to the
following limitations:

Use of AEA facilities or resources for advertising will be in compliance with
applicable governmental regulations or restrictions, as well as the AEA Statutes,
By-Laws, and policies.

Advertising will be limited to instances where it provides a means to acknowledge
a significant financial contribution.

Advertisements will be limited to company names, brand names, products or
services that are appropriate to display in an educational institution.
Advertisements will be temporary, in good taste, and will not detract from the
appearance of school facilities or the image of AEA.

No advertisements will be visible from outside the boundaries of AEA property.
No advertising will be displayed on AEA uniforms to be worn in interscholastic
competition.

The Superintendent will be responsible for reviewing and approving any advertising
for display of less than one year. Board approval will be required for any advertising
for display for a greater period of time.



U.S. Federal Grants or Other Government Sources:

AEA will participate in federal grant programs available to overseas schools offered
by the Office of Overseas Schools, Department of State, and will seek funding from
other similar government programs.

Adopted: November 17, 2003

3.4 OPERATING REVENUE AND EXPENSE
3.4.1 Operations Budget

The Operations Budget will be made up of estimated operating revenues and
estimated operating expenditures.

Estimated operating revenue will be based on:

* enrollment projections and recommended tuition levels;

* carry-over of any operating surplus from the previous year; and

* any other sources of operating revenue.

Estimated operating expenses by line item will include:

* line items for various types of recurring operating expenses;

* line items for recommended changes in the level of funding for Indemnization
Reserve; and

* aline item for contingency.

Adopted: November 17, 2003

3.4.2 Operational Reserves

An operational Reserve shall be maintained at a level sufficient to accommodate for
unforeseen operational events such as a sudden and unexpected enrollment decline or



the emergency closure of the school for any reason. This Fund will be maintained at a
level equivalent to the tuition costs of 40 students. Adjustments will be made on a
yearly basis at the close of the fiscal year in June. The Operational Reserve can only
be accessed with Board approval.

Adopted: January 30, 2006

3.4.3 Emergency Reserve

3.4.4 Indemnization Reserve

An Indemnization Reserve will be maintained at a level sufficient to meet all
obligations as required by law and by Board policy. Transfer of funds from the
Indemnization reserve into the Operations Budget will be made before the end of each
fiscal year based on the actual obligation incurred during the fiscal year.

In order to avoid excess liability, it shall be the practice of the school to pay
indemnization to employees every (5) five years according to Bolivian law.

Adopted: November 17, 2003
3.4.5 Contingency

The Operations Budget will include a line item for contingency to manage
unanticipated revenue shortfalls and/or unplanned, non-recurring expenses other than



major emergencies. Funds budgeted as contingency may be utilized for emergencies,
but the amount budgeted for contingency is not intended to be sufficient to cover the
cost of a major emergency. Funds not utilized in the current year will be carried over
to the following fiscal year.

Budgeting for contingency funds will take into account the potential for variation in
projected revenues and expenses including these factors:

* degree of uncertainty regarding enrollment and the corresponding projection of
operating revenue;

* historical data on the frequency and magnitude of unanticipated expenditures;

* condition of facilities and the potential for major repair costs;

* political and economic conditions that could result in significant changes in
revenues or costs.

Adopted: November 17, 2003

3.4.6 Surplus Operating Revenue

At the end of each fiscal year, the amount of surplus operating revenue will be
determined after taking into account:

* actual revenue received and any outstanding receivables;

* actual expense incurred including outstanding payables and any receivables
deemed unrecoverable;

» charges or credits associated with approved changes in the level of the Emergency
Reserve and the Indemnization Reserve.

At the end of the fiscal year, surplus operating revenue will be allocated as follows:

*  Surplus amounts up to 1% of actual operating expense for the fiscal year just
ended will be carried over as operating revenue for the subsequent fiscal year.

* Any surplus operating revenue in excess of 1% will be transferred to the Capital
Reserve.

Adopted: November 17, 2003
3.4.7 Petty Cash

The level of petty cash will be reviewed annually and kept to a minimum, not to
exceed the equivalent of $us. 260.00 in local currency.

A custodian, designated by the Superintendent, will be accountable for petty cash;
will sign a written statement verifying the amount of cash, stamps, and receipts in
petty cash; and will accept responsibility for that amount.

The Superintendent and Treasurer will each independently verify the amount of petty
cash through separate, random inspections at least once each quarter.



If, at any time, the total amount of cash, stamps, and receipts for payment is less than
the authorized amount of petty cash, the custodian shall be held responsible for
resolving the discrepancy or making up the difference.

All disbursements from petty cash must be documented with a written invoice or its
equivalent, and must be approved at the appropriate authority level.

Petty cash is to be utilized only for small expenditures for which it is not possible or
feasible to utilize checks or drafts. Petty cash is not to be used in situations where a
check or draft is acceptable but cash is more convenient.

No payments exceeding the equivalent of $us. 12.00 in bolivianos will be made out of
petty cash without the approval of the Superintendent or, in his absence, the person
delegated such authority.

Petty cash will be used to retain and control postage stamps or other such items that
have cash value and that are utilized in small increments.

Adopted: November 17, 2003

3.5 CAPITAL FUNDS

3.5.1 Capital Revenue and Expenditures

The Capital Budget will be made up of the estimated revenue, expenditures and
changes in reserves associated with capital investments.

Estimated revenue allocated for capital investment will be based on:

* enrollment projections and the recommended level of capital fees (one time
capital fee);

* new loans, if any;

» withdrawals from the capital reserve;

» contributions or any other sources of revenue allocated to the capital budget.

Capital expenditures by line item will include:

* loan repayment obligations;

* minor capital expenditures grouped by type of expenditure;

* any major projects, each of which will be a separate line item;

» allocation of funds to the capital reserve.

Any project that involves the commitment of funds for future fiscal years beyond the
approved capital budget will be considered a "major project." In addition, any project
involving expenditure of more than $50,000 will be considered a "major project."

Adopted: November 17, 2003

3.5.2 Funding of Capital Projects



All costs related to capital improvements, including loan repayment obligations and
capital expenditures, will be reflected in capital fees (after taking into account other
sources of capital such as contributions). Long-term capital expenditures and the
collection of fees will be planned to ensure a relatively uniform level of capital fees
over time.

Adopted: November 17, 2003

3.5.3 Capital Reserve

A Capital Reserve will be established and maintained at a level sufficient to provide
for a gradual, planned replacement and refurbishment of existing facilities.

Periodic assessments will be performed to determine the adequacy and useful life of
existing facilities. Based on the assessments, the schedule and cost for replacement
and refurbishment activities over at least the next five years will be developed and
maintained.

Taking into account other sources of capital, excluding loans, capital fees will be set
at a level sufficient to accumulate adequate capital reserves to carry out replacement
and refurbishment activities over the long term.

The Superintendent's recommendation on the level of capital fees will include a five-
year expenditure projections plan and an analysis of the Capital Reserve.

Adopted: November 17, 2003

3.5.4 Loans
Borrowing as a source of capital funds will be limited to funding:

» facilities expansion for which an increase in enrollment is anticipated;

» facilities enhancement for which an increase in revenue through capital fees is
anticipated;

* asset replacement due to an unanticipated catastrophic failure, the cost of which
exceeds capital reserves and insurance coverage;

* the purchase of property for the relocation of the school or for the purchase of
additional school property for which an increase in enrollment is anticipated;

 the purchase of property for housing for overseas hired professional staff or;

» purchases or payments caused by extraordinary circumstances.

Adopted: November 17, 2003

3.6 ACCOUNTING



3.6.1 Accounting Systems

The school will maintain a fiscal accounting system on a going concern basis under
generally accepted International/Local accounting principles. The Superintendent will
implement this under the direction of the Treasurer.

Books and ledgers will be maintained in US dollars and Bolivianos.
Adopted: November 17, 2003
3.6.2 Foreign Currency Conversions

The exchange rate to be used in converting foreign currency to US dollars for
transactions recorded in the books will be based on the exchange rates quoted by large
banks or financial institutions.

Any transactions that are made at a different exchange rate will result in a
corresponding entry in the books of a foreign exchange gain or loss. Monetary
transfers among AEA accounts will be managed to minimize the cost associated with
currency conversion. Unless required by other policy provisions, no account transfers
involving currency conversion will be made if the funds will need to be reconverted
to the original currency within six months or less.

Adopted: November 17, 2003

3.6.3 Financial Reports and Statements

The Superintendent will provide a monthly report on actual revenue, operating
expense, and capital expenditure to the Board Treasurer for review and distribution to

the Finance Committee.

A similar report, including a projection for the entire fiscal year's revenue and
expenditures, will be presented to the Board at least once per quarter.

Adopted: November 17, 2003
3.6.4 Capital Assets Register

The Superintendent will be responsible for establishing a Capital Assets Register and
a system of accountability for materials and equipment in the school.

The C.A.R. will include a record of all capital expenditure items. It will be
inventoried and updated annually to reflect book value and according to Bolivian law
for market value, to be used in an analysis of the next year's capital needs.

Disposal of assets will be recorded in the assets register at the time of disposal.

Any discrepancies between the register and the inventory will be reported to the
Board, prior to the adoption of the budget for the next fiscal year.



Adopted: November 17, 2003
3.6.5 Audits

The accounts and records of the school will be audited at the end of the fiscal year and
at the end of the tax year (Bolivian Tax Authority). At its May meeting, the Board
will approve an independent firm to perform the audits. The Superintendent and the
Treasurer will arrange for the audits of the school's accounts.

If considered necessary by the Board, a financial audit will be made of appropriate
accounts upon replacement of the Superintendent, custodian of the accounts, and
selected staff personnel. The audit will be made on all accounts for which the person
was accountable, and may be a cash or complete audit.

The Treasurer is responsible for bringing the audits to the Board for approval. The
audits are a part of the Association’s records and are open to inspection by any
interested member.

Adopted: November 17, 2003

3.7 DEPOSIT OF FUNDS
3.7.1 Accounts

With the exception of reserves and petty cash, operating and capital funds will be
maintained in bank accounts in the U.S. and/or Bolivia in US Dollar currency.

The Indemnization Reserve balances will be maintained in an interest bearing account
or accounts in Bolivia. In addition, Capital Reserve amounts in excess of near-term
obligations will be held outside of Bolivia.

Petty cash will be an imprest fund in the safekeeping of the custodian and separate
from other accounts.

Adopted: November 17, 2003

3.7.2 Banking Requirements

At the October Board meeting each year, the Board will approve a number of banks
or financial institutions and accounts at which the Superintendent is authorized to
open and maintain accounts. A list of authorized signatures will be prepared during
the meeting for presentation to the approved banks together with an extract of the
minutes of the meeting concerning the relevant institutions adopted.

Adopted: November 17, 2003

3.7.3 Investments



The Finance Committee will advise the Superintendent regarding the investment of
funds, whether surplus operating revenue or reserves kept on deposit for a particular

purpose.

Adopted: November 17, 2003

3.7.4 Security of Principle

Long-term deposits will be maintained in insured accounts. Deposits will be
diversified to ensure that the failure of a bank or financial institution will not seriously
jeopardize the continued operation of the school. For deposits backing specific
commitments such as Indemnization Reserve, the investment will not put the
principle amount at risk.

Adopted: November 17, 2003

3.7.5 Operating Liquidity

Operating revenue will be maintained in accounts that do not impair immediate access
to the funds.

Adopted: November 17, 2003

3.7.6 Service

Services provided by an institution will be a consideration when making investment
decisions, but will not take precedence over other factors unless the value of the
service can be quantified and shown to be a deciding factor.

Adopted: November 17, 2003

3.7.7 Disbursements

Payments shall be made by check, draft or electronic transfer of funds. No cash
payment will be made except from the petty cash fund.

Adopted: November 17, 2003

3.7.8 Signature Requirements
Signature requirements for any disbursement instrument are as follows:

Two signatures are necessary - Any administrator (Superintendent or principal) and/or
any executive Board member (Chair, Vice Chair, Treasurer or Secretary) may sign.

Adopted: November 17, 2003



3.8 PROCUREMENT
3.8.1 Purchasing and Contracts

Procedures and records for purchases of goods and procurement of services will be
adequate to ensure management control and to demonstrate prudent expenditure of
funds.

Purchases and services of more than $1500 will require three quotes. Purchases and
services of less than $1500 will require the same type of procurement practices as
larger expenditures except that more discretion is allowed by the person(s) authorized
to make such decisions.

Adopted: November 17, 2003

3.8.2 Vendor Selection

Selection of goods/services providers will be based on written quotes or bids from
qualified suppliers. The supplier list will be verified and reviewed by the
superintendent on an annual basis.

If only one supplier is deemed qualified, the person authorizing the purchase or
service will provide adequate justification for using a single source supplier.

Adopted: November 17, 2003

3.8.3 Documentation of Quotes

Documentation of quotes, bids or other information related to procurement of goods
or services will be maintained for a period of at least three years.

All information related to procurement of goods and services will be confidential to
preserve the integrity of the bidding and selection process. These records will not be
considered a part of financial records available to Association Members except as
specifically authorized by the Board.

Adopted: November 17, 2003

3.8.4 Purchase Orders

Purchases will require use of a purchase order or similar document signed by the
Superintendent or other authorized representative. The purchase order will specify
the material or equipment to be purchased as well as terms for delivery, inspection
and acceptance, and payment.



Adopted: November 17, 2003

3.8.5 Contracts

Services will require written agreements, whether a letter agreement or a contract,
which will include the following:

* Parties to the agreement

* Specific nature of the transaction

* Timing (start and end dates)

* Financial terms including payment terms

* Inspection and acceptance of completion of services
* Warranties or guarantees if applicable

* Liability and/or insurance provisions

* Remedy for non-performance

* Means of dispute resolution

Adopted: November 17, 2003

3.9 PAYROLL PROCEDURES

3.9.1 Payrolls

The Superintendent will prepare the payroll for payments of teachers and employees
as directed by the Board.

Payroll checks will be issued from operating accounts.

Adopted: November 17, 2003

3.9.2 Payday Schedules
The payroll will normally be issued on the last working Friday of the month.

Adopted: November 17, 2003

3.9.3 Documentation of Absence

A record showing the date(s) of absence and the reason(s) for absence of each
employee will be prepared by the Superintendent at the end of every month. All
employees will be required to sign an absence form immediately upon return from
their absence. This information is available in the employee's file.

Adopted: November 17, 2003



3.9.4 Expense Reimbursements

No expense incurred by AEA employees will be reimbursed without prior approval of
the Superintendent, or in his absence, the Chairman of the Board. Expenses will be
reimbursed based on the following conditions:

* only the actual expense of approved travel will be reimbursed;

* no one will be paid for travel to and from his residence;

* adetailed reimbursement form must be submitted to the Superintendent; and
» receipts for expenses incurred must accompany the reimbursement form.

Expenses incurred by the Superintendent are to be approved by the Chairman or
Treasurer of the Board.

Adopted: November 17, 2003

3.10 ETHICS
3.10.1 Ethical Standards

All Trustees, Officers, and employees of the Association are to maintain the highest
standards of honesty and integrity in the conduct of AEA activities and to comply
with all applicable laws, regulations and policies.

Employees will be informed by the administration periodically of expectations with
regard to:

* accurate recording of all transactions;

* complete and accurate disclosure of information;

* compliance with laws, regulations and policies; and
* reporting of any suspected violations.

All AEA activities should be conducted in such a manner as to be above reproach if
scrutinized by a third party.

Adopted: November 17, 2003

3.10.2 Contflict of Interest

No employee is authorized to approve any personnel actions or expenditures for the
employee’s spouse or relatives. The next higher level of authority will handle such
approval. The Board Chairman will make higher authority approvals when required
for a level above the Superintendent. In the Board Chairman’s absence, authority will
be passed by chain of command to the first available Board officer in the following
sequence: Vice Chairman, Treasurer or Secretary.

Adopted: November 17, 2003



