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/5“' ¢ The I1linois Geneial Aséemb1y'created{the-pOSition of treasukarétt serve as .
. 7 the custodiam of schodl district monies’.and investménts.. The intept of. this
/.. . - handbook is 'to assist treasurers if-Class I counties (all..counties except
- Cook) in performing their duties in inéfficient'and effective manner. -

i 4

. ‘ o . R . e _ L
With_ increasing demands for -dccountability by the .public, each school- /dis- |
trictwmust'haxe a proper check ‘on all operating monies, proper - security. for
its funds, . and 'convenient'-and,'adeduate-'aécesg to - financial information
-~ necessary ;to manage the “district properly. -This handbook is designed to
- . ~provide’ assistance to the treasurer :in -carrying out financial reporting and
) monitoring responsijbilities. This document is. consistent, with. the State

S . Bpard of Education..goa] ‘to provide adequate financing and, in every way pos-
C " sible, improve the?managemeht of the local, school .districts.: IR
; - "} . W o _ _\‘;} -. S p R : o
2 .. The .previous editiBn of thisjhandboo&_(Qctober'TQSO)‘whs a..product - of ‘ the
+ =+ I1linois Financial Accounting Committee, ‘an advisory committee to the State
o Superintendent of: Education.' 'This edition 'has ‘been updated to reflect leg-
" islative changes which. have occurred .since October 1980. - . ‘
AR . : ' R o : o 0‘." \ L [ ' .
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PROCEDURES FOR SCHOOL DISTRICT TREA RERSU'

‘ IN CLASS I COUNTIES - - ’J‘.'
(CTass I Count1es are all count1es except Co,ﬁ :

.""

Y ,
ﬂu - .,

I.i' The Schoo] Treasurer
A

3

Treasurer as Custod1an

' The treasurer is by law the off1c1a1 custod1an of &w

- joint agreemepts (Chapter 122, Sections 8-6 and 8-7). (C

monies, as- well as. all investments owned by the d1str1tt.

is more commonTy k as The SchooI Code of 1111no1s ) el

, AN
Except1ons to above Imprest Funds “including funds. for schuoI

‘cafeterias,-lunchrooms, athletics, petty cash, or’ s1m11ar purposes; xf; %

for which the district has named a Spec1a1 custod1an, as provided ' éf7v
by law, are not undéer the custody of the-school treasurer. Student .
Activity Funds, generally considered as funds which are voluntarily

‘aGquired by student clubs. and organizations, are to be safeguafded<

by such rules ‘ands regulations as . are .préscribed by the Board of
Educat1on A local Board may appoint. a custod1an for Student‘

'LACtTVTty Funds (Chapter 122 Sect1on 10-20. 19)

. Treasurer E11g1b111ty " . - " ,' . ) T<; . -

An appo1nte¢ treasurer shall be .at 1east 21 years of age “and .of

;approved integrity, but not a member of the county board of school .
. trustees (Chapter 122, Section 8-1). School treasurers appo1nted

after October 1, 1977, for their. first term must have a financial

: background or reTated exper1ence or 12 semester hours of- cred1t 1nv
r’coTTege -Tevel account1ng -

Treasurer s Term of Office ,".;u;

| Each school board shaTT either e]ect one of 1ts members to serve as-
- - tréasurer without salary for a period of ‘one year or ‘appoint some-'
one not a member of-the schooT board as its. treasurer,’ and the

board shall fix the compensation (Chapter 122, Section 8-1). Only

. one .treasurer.may, be “appointed to serve -a schooT district at a oo

given time. The treasurer serves at the  pleasure- of the Board of’.
Education. \u¢:_5 R ~ LV

L}

Treasuref's SaTary T - e

- Each $chool treasurer shaTT receive 1n full for. h1s/her serv1ces,
. -a compensation to bé fixed, prior to h1s/her appointment, and such .
“.compensation. shaTT not be decreased during his/her term of office
< {Chapter 122;. Sect1on 8-3). The treasurer, being an employee of
- the.. d1str1ct should . be paid in. the same manner 'as other em-'
.. ployees. H1s/her 'salary is subJect to w1thhoId1ng tax and other
‘fapp11cab1e payroTT deductions. .
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- " E., Treasurer's Bond ¢
. - . Y . . . . .
. ' R . " . L ' - ' P "_ l‘"\. “ N '
. " Before ‘assuming the Huties of the treasurer, each school treasurer

- : ~shall be bonded {Chapter 122, Sectigns,S-ngqd"19f§).;1 o

1. .Thé - bond shall be éxequted'”with'”tﬁdr.oﬁf more freeholders.

o " , (property owners) who “are- not' trustees, or a surety company
o _ which is’ authorized. to conduct business. in the State of
..‘»“‘ . .‘,' o I]]inqis. . R . o & » - S .

o T2, If 'individué1s act -+as sureties, the améﬁhf of -the"pena1ty
‘ ' ~ “.shall "be -at least twice. the amount of -all bonds, notes,

N 1
.

Tmortgages., ‘monies .and. effects of which the treasurer is to -
have custody. | ' S

,ﬂ'3.‘:'if a surety icbmpany provides thé.'surety;' thé ‘amount of . the
. pendlty-shall be at least egual to the samount of all bonds, -

<L " notes, mortgages, mopies and effects of which -the ‘treasurer is
** . to have custody. - . ¢ T ST

N ‘ - ;4.' Inqreasés or ‘décréaséé':iﬁ‘fthe amount gf tﬁe‘"pena1ty are <.
' L - subject to the direction of ‘the wregional superintendent of -
- “schools or the school board. AR T .

. . 5. The bond Shall ‘be approved by at least.a’ ﬁ§§3>iiy_ of gthé e

" school board. - | T .
, 6. The bond shall be filed with - the régiOna]VSuperinténdent of
AT schools who shall file with the State Board of Education- ..
_* ' “ubefore ‘Septembér 1 in each year an  affidavit- showing which '
- - treasurers of  school districtsuyndér%hjs/her»supervision and .
([ o control are_Proper1y'bonded. S Lo
, Iif ‘Duties of the Tt}psufér o §‘v g o o ‘ e t

~A. Record of Financidl Transactions

, . The treasurer isfréquired‘to,keep a record of the financial trans-
- actions ofv the district by fund which shows the amount received and -
' . .7. the® amoynt disbursed by order of the Board of Education.. At the
‘ end of the month,” he/shie shall extend -the balances, showin the
balance in theé bank account-as well as the balance in each furd and
reconcile such balances with the accounting or bookkeeping depart-
" ment of the district {(Chapter 122, Section 8-6). S

. B. Bond Registering: | . |
:.'1' ' Q It\sha11 be‘the'duty'of'the'ﬂistr35t treaéureﬁ tS‘register; numbef,-

“and countersign 'all bonds issued by the school “district. -It. is

" also thetreasurer's duty to maintain a register in which'shall be
“entered the .record of the -election authorizing - such issue;. the
number; date, to whom issued, amount, rate of .intkrest and due date

*‘(Chapter 122, Section 19-5). - .- S : o .

it

LI N
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C.. ' Orders =~ - . S s
B c L Y o c e

i-"A treasurer shall sign all lawful orders of the Board -of Educa-
. tion. If a treasurer can determine  that:an order - is. illegal,

either from previous "knowledge or by inspection, he or she shall

not affix his/her signature. It should be returned to the Board of

Education for correction. The treasurer has no authority to change

an order in any manner-.nor the fund on which it is drawn. .

AT withdfaﬂa1szr;paymenfs'from district bank_accouhtsrmust be by .
virtue.of the signature of the bonded school treasurer and only oh
orde; of the Board of Education (Chapter 122, Sections 8-7 and.
8-15). - ' _ Lo s .

R R & A £ unlawful for a,Board_of Education ' to issue an. order or ' -
. for a treasurer to sign-a check except when there is suffi- ..

cient cash in 'the fund against which the order or check is .

‘drawn.. Exception: Teachers' orders may be drawn against the

A '?( o ff Educational Fund even though there is no cash available to pay - o

Csame.. o

'2.. Should it.be necessary for the district to issuge teachers'

. orders which cannot be paid for want of funds, the treasurer.

shall follow, the procedure of Chapter 122, Section 8-16. .Such

orders shall be regarded as obligations outstanding against

. " the district until paid. A numerical ‘list of .such orders must
- : " 'be maintained by both the treasurer and the district, and such

o - . Tlist shall reflect the earliest order first and .then the most

' recent order last. -The order-shall thereafter bear.interest

_at a rate not ‘exceeding the greater of nine percent per annum .-
‘or 125 percent-of the 20-  General Obligation Bonds Index- of' - - .
average municipal bond yields as published in -the -most recent

-~

" the time the contract is made for.the;issuahce,bf.théSordérs
(Chapter 17, Section 6602), - Teachers' orders rot paid -for

e : ”;, o - edition of The Bond Buyer, published in New.York,; HNew York, at. RN

want of funds must be retired immediately as‘suffiCiEnt funds f,'f"'

‘are available in the Educational Fund.

g Wt

. D. Tax Distributions

The distribution of taxes, as‘a_resu1t,of\1evy: to funds shall be
made in accordance with the ratio (percentage) of each separate tax -
" extension” to the -total. extension. :The:Superintendent {or Clerk of-
the Board in certain instances) shall determine the proper percent-

age to be distributed to each fund and advise the treasurer accord~ - |

ingly. The taxes shall be ‘distributed to. funds according ‘to the’

~ . percentage, as established above, each time _any portion is

: réceived. Privilege taxes,-such as mobile homes, may be distrib-
uted to dﬁ&‘operatinglfund., ' ‘ o :

(4

N ' e o . . < )




E.. Corporate Persona1 Property Rep1acement Taxes

v+ In accordance with Chapter 85 paragﬁaph 616 of the I114inois
_ . Revised Statutes, monies rece1ved by " any: school. district Trom the-
. N Corporate Personal Property Tax Replacement Fund shall be first

T applied toward payment of the proportionate amount of debt service

which was previously levied and-collegted from extensions against
‘corporate personal property on bonds outstanding as of December 31,
1978, and next applied toward payment of the proportionate share of

the pension or retirement obligations of . the district which were .

. previously levied and co11ected from. extensions against . corporate‘

personal property. *.For each ’ such . ‘outstanding bond ‘issue, ' the

. . .County Clerk .shall determine the. percentage of .the debt service

< .. which was collected from extensfons against. real property in the
district for 1978 taxes payable in 1979, as related to the total

' amount of such levies and collections from extensions. against both” .

real . and corporate personal’ property. For 1979 and- subsequent .

years taxes, the County Clerk shall levy and .collect from exten-

sions taxes against the real ‘property of each district’ wh1ch will

y1e1d the said percentage or percentages of the debt service on

such outstanding bonds. The balance of' the amount necessary . to .

fully pay such debt service shall constitute a first and prior ‘lien

‘upon the monies réceived by each such school ‘district through the

Corporate Personal Property Tax Replacement Fund and shall be f1rst

applied or set as1de for- such purpose S

4

F » Disbursements

when d1sbursements are made, 1t is recommended that the order list
, procedure provided in Chapter 122, Section 10-20.19 be used provid-
. L ing cumulative totals for each fund -Such a procedure reduces the -
- record keeping cof the treasyrer and is better than the use of
individual orders signed by the’ president. and secretary 'If. the

1ist is not used, the treasurer must record each:individual check

~ signed in his or hér account book -or prepare his or.her own list. ..
" The treasurer should record disbursements when orders are drawn,
rather than after they have c1eared the bank '

-G Interfund Loans : T —

- Interfupd loans may be made on1y on an author1zat1on from the Bbard T
", of Education. Loans -made under the provisions of Chapter 122, .
- seéction 10-22.33 shall be - repa1d w1th1n one year Author1zed

" interfund Toans include: - .o

1..4_0perat1ons, Bu11d1ng and Ma1ntenance Fund to Educat1ona1 or
,_Transportat1on Funds (Sect1on 10= 22. 33) . v
02 Educat1oha1 Fund topOperat1ons, Bu11dmng and - Ma1ntenance or
Transportat1on Funds (Section 10-22. 33)

3.i Transportat1on Fund to Educational or. 0perat1ons, Bu11d1ng and'
Ma1ntenance Funds (Sect1on 10 22 33) :

[
1
NS
R
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v

4, 'Nork1ng Cash Fund to . Educat1ona1 0perat1ons, Building and

“ .. Maintenance or - Transportation Funds (Section - 20-4).  Such

- -~ ..~ " loans are_ to be repaid 1mmed1ate1¥ from the taxes received in

e .. . " anticipation of the.colTection w ereof mon1es of the work1ng
S Cash Fund have been 1oaned : : .

A

H. Commun1cat1on s E.,?~ :
_ . : D1str1ct off1ce personne1 “and the treasurer shou1d deve10p a system_" '
<. 5" . of remittance advice both to and from each office;so that both the
T .7~ district personnel and the treasurer have comp1ete information as
) -+ to the: Source and amount of each rece1pt ' _
2 f.:.Payment of Bonds and Interest - . e

_ - At the beg1nn1ng of each f1sca1 year each Board of Educat1on may, -
S . by resolution; authorize the treasurer to make scheduled payments -
... of bond principal and interest due during the year. Payments -of
bond principal and interest -due may be included with other b111s

payab]e approwed for payment by Boards of Education. .

7

In accordance wwth Chapter 122 Sect1ons 8- 6 and 8- 15 the treas-'
. 'Urer ' is required to prepare a month1y report to . the Board of Educa- .
tion ‘showing- the beginning balance, the’ to£:1 amount received, the - -

;J. Monthly Report to the Schoo] D1str1ct

» " totalamount disbursed,  including ordeis igsued but not c1eared at
~ the bank, and the end1ng balance 1n each fund as wel]uas in the
-bank - account »--; . .\\ ‘ R ’

'ff_1.'f_The rece1pts, d1sbursements and beg1nn1ng and end1ng ba]ances L
‘ must be reconciled with the’ records in the account1ng depart- '
‘._ment of the schoo1 district. ' : .

' v

BZ; ~ The month1y report must be reconc11ed y1th the ~afount on

depos1t in : the bank. This-is "done by adding to the amount -

. shown in’ the treasurer's books all orders 1ssued but unpa1d
as of the 1ast bus1ness day of the. month '

III Depos1tar1es and Investments jj..

i

A.~'Depos1tar1es - ‘"3---;j‘3”.

C _ - The Board of Educat1on shaH des1gnate the depos1tary or. depos1-v

. e ' taries of the district. These shall be banks, -savings and loan -

' - associations, ‘or credit unions situated- in the state of I1linois .

- (Chapter 122, Section 8-7).° The depositary or depositaries for
Imprest Funds must be ' approved by the treasurer (Chapter 122,
Section 10-20.19). -The designated depositaries must qualify in the

. - manner set forth inSection 8-7:" The Board of Education and the L
S treasurer must. be. -cognizant -of the-1imitation on deposits "which

'g. S per1des that they cannot exceed 75 percent of .the ¢ p1ta1 stock

2 .

Iir);..' B jj.: I
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and “surplus of any bank'or 75 percent of the net. worth of any Save

- -ings and Loan Associatjon as. indicated in Chapter 122, Section 8-7,

" Investments

. 'Investment'Of'Pub1iC Funds - . ' o »_.j* '

DR

Chapter 85, Sections 901 “through 904, of the Illinois Revised
- .Statutes contains the guidelines and requirements for the, invest-

~ except on an_assumption of personal 1iability on the part of the

treasurer.: The depositary or depositaries must furnish- school
boards a copy of all required sworn statements of resources -and
liabilities as reported to the Commissioner of Banks. and Trust
Companies  or -the Comptroller of .the Currency, or. the . Commissioner -
of Savings and Loan Associations, or the Federal Home Loan Bank.

It is. not necessary for districtf%fd keep separate bank accounts

. for éach'fqnd,L However, detailed records, by. fund, must be main-
- tained. . R ‘ - o 4 , : :

L}

-

_ The district. shall invest, within two working days, all funds not

needed ‘immediately ‘for . district operation (Chapter 102, Section
34).- The authority to make investments is vested in the “"Governing

Authority" - i.e., -the Board of Education -and not.the treasurer.

The securities so purchased 'shall be held for the benefit of the -
school district by the treasurer of the district. ' '

ment of public funds.: L

Treéasurers may combine funds and/or jointly.invest funds with. other

© districts in order to maximize 'sinvestment earninys. However, a -
- complete accounting of-all investments and earnings from invest- -
- ments shall be made for each:fund and. district “(Chapter 122,
Section 8-7). .' ' - s -

" Funds may be invested in several - different ‘types of securities |
- which assure low risk of investment. Alternative investments ‘as - .-
"‘authorized,by the IT]inois'Revised Statytes are: - o N

1. - Bonds, notes, Certificates;-fbeéSury bills, or other securi-

ties'guarahteed‘by'gye full faith of the United States Govern-: . 

ment as' to principal” and interest (Chapter 85, Section 902).

2. Certificates of -deposit or ‘time deposits which constitute
- direct obligations of any bank as' defined by the."Ilkinois -
Banking Act." The treasurer may require collateralization by

' securities’ or. mortgages held.by that depositary for'amounts

‘{nvested .in ‘excess of the 1limits insured by ’ﬁge;“Fedéra1 o

" Deposit Insurance- Corporation (Chapter 85, Sections 902 and
' 906 and Chapter 122, Section 8-7). - o .

3

3 Short-term discount obligations of thé Federal National Mort- .

gage Associatiqn (Chapter;85, Section 902). o

e

- . .
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treasurer. may require co]]ateralization by secur1t1es or mort-

22, Section 8-7).

. S .

- L. urer (Chapter 130, Section. 17)

I
.

6. Commerc1a1 paper'of United States corporations w1th more than -

.. $500 million in asSets. . However, :these obligations must be oL
~within the - three. highest cTassnfieations by.-at. Jeast. two: ' .-..
standard rating servigces at the time: of\purchase, must mature- - -
..not Tater than 180 days from the purchase date, must be .n¢:

. more than 25 percent: of. the: total . average - balances from all

. funds available at ‘the end*pof each month, and must not exceed

. ten percent--of the outstanding ob]igations of the corporation
(Chapter 85, Section 902) : _

P

be required for expenditure in the future and loss. coqu have

' disastrous consequences.” Safety . of interest and return on.‘_lf’ )

1nvestment shou]d aTso be scrutinized SR

».

: Secur1t1es nust’ be held for the benef1t of the agency If “f_.,_.
however, the monies used to- purchase an. investment are for aﬁ' \

. particular fund ‘then -the “investment is: part of ‘and "credited

to that fund. Therefore, any- financiaT statements of a. fundf_”ft
must ref]ect app]icab]e investments R qu R SO

The district plus the fund name, shaTT be the designated'7

Pub11c Treasurer S Investment PooTs ‘as’ created under Section
© 17 of an act to revise the Tay 1n reTation to the State Treas-‘

a . . . . . & . Sy o i

Shares and secur1ties TegaTTy 1ssuab1e by Sav1ngs and“Loén"'
- Associatiops 1ncorporated ‘under state- or- federal .Taw. - The:

- .gages held 'by that depositary fér amounts invested .in excess -
- of the. limits" 1nsured by the -Federal Savings and Loan Insur-- =~ .
"ance Corporation (Chapter 85, Sections 902 and 906 and Chaptervf Lo

In any of - these 1nvestments,_the governing body shaTT considerf..
. safety of principal first:since. it is assumed the funds will -

payee if -a security is reg1sterab1e - Securities. must be . held: -

. by the parties responsible . for the .fund they - are credited to‘fffﬁ;'

--and must. be held in a safe place to:show -proper responsibi11tyff*ufﬁ7f

by the age:;y (Chapter 85, Sections 901 through 905) .

. State Treasurer s Investment Pool gf ’

they were prev1ous]y unabTe to 1nvest due to t1me or. y1e1d

With the Investment PooT there is ' no minimum honing period funds

,"-Pub11c Act 79-1354_created the ITTinois Pubiic Treasurer S Inve t-::.Vﬁ,U:
- ment Pool which enables treasurers- to' invest short-term funds™'w ch,»fwm.«

‘may be ‘invested for terms as short as one day. The minimum initiat .

" investment is $10,000. Withdrawals shall be made in increments of.

$1,000. .-Any participating member of the Investment Pool - will

" receive daity ‘availability of funds; month-end.stdtements, aTong'l‘i AT

L




- with a_check: for earned interest, daily rate statements, and an

- State Treasurer. Income is earned . from date of receipt to date of
‘withdrawal and will-pe computed and ‘reinvested daily (includes

- interest accrued or discount earned, plus or minus market value

- changes, leéss fees). .Also; . the income is valued daily and ‘any

: .~ market value, change is *an .adjustment . to income earned. The
. - - . I1linois Hyblic- Treasurer's: Investment Pool will provide the going.
T L rate‘of,ihtgrest*and‘charge/a $5.00 fee for each transaction in

o "~ excess of:five per calendar month.. = - T |

. . v _ N . » B

The- Investment Pool is-designed to. provide economical -aid to public - -

treasurers whose funds- will mot be needed for several days for

expenditures. - S o A .

IV. Records

w

T A.."Records to Be Developed énd.Maihtained"Cdrréntiyv

f, be caused to be kept, by the Superintendent of Schools or the €lerk -
of the Board of Directors as provided in- Chapter 122, Sections 10-7
~gnd 10-21.4, SRR

‘Detailed financial records of the district shall be kept, or shall

S . 1: .The treasurer is- required to keep a record of the financial

A o -tfansactions_oﬁ the district by. funds, wherein is shown . the
) .+ - amount received and the amount disbursed by order of the Board
S ~ -of Education. At-the end. of each month the treasurer shall

'._-.. . ‘extend the balances showing the balance in the bank account as

-well as the balance in each fund (Chapter 122, Section 8-6).

annual _report which will have been audited in compliance with the -

Lt .5;1 2. It shall be the duty of the ‘district treasurer to register, ©.

~ number .and countersign all bonds issued by the school dis--
RPN - . trict. It is also his/her duty to maintain a register in
coe o0+ which shall be entered the record of the ‘election authorizing
Toow o ks 7 duch issue, the number, date, to whom issued, amount, rate of -
- interest and due date (Chapter 122, Section 19-5).

S 5;;?PUbiit'In$ﬁection of Récqrds.

T -Reports. and records of the obligation, receipt-and use of public
- ... -funds “of 'school districts are public ~records. As “Such, they are.
I ~.» .required to be made available for public inspection during regular
. officg hours of the district at the official place of business or a
desigifited .place: of business of ‘the school district. A written

£e specifying which records are to be inspected may be required
“be submitted 24 hours, prior to such inspection -(Chapter 116,
jon 43.103a). R e T ' '
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' Retent1on of Records ' . &

” - .

\ ‘ ' .
It is recommended that the office of the treasurer keep. the paid

orders or checks of the district and paid bonds and interest

: “‘coupons. Paid orders or checks should be held seven years after
-~ audit. The trtasurer- shall contact the.Local Records Unit office
- of the Secretary of State for further 1nformat1on on the retent1on,

m1crof11m1ng or destruct1on of records o~ \

o Loca1 Records Un1t
.. ~I1linois State Archives i
. Springfield, I1linois 62756
| Te1ephone' 217/782 7076 |

) Ahnua1 Audit..‘

_ An annua1 audit of all district accounts, which includes . treas-

urers' -records, is required by law (Chapter 122, Section 3-7). In
all cases the auditor shall be appointed by the Board of Education,

who shall arrange for payment of h1s or her fee and for the reason-

- able- ‘conduct of the audit itself. During the time of the annual

audit, thé ‘treasurer shall authorize that his or her records neces-
sary for the -audit shall be available at- the' school “district
office. If the treasurer does not choose to release them to some-

-one else, then he or she shall be there with them personally. No

. records may be removed from the district office un1ess specifically

mi 1009d

author1zed by the Board of Education.
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