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Purpose of Monthly Reports

Why Are These Reports Critical? 

● Financial Oversight: Provide a clear picture of the district’s financial health.

● Fiscal Responsibility: Enable the Board to fulfill its fiduciary duties.

● Transparency: Ensure accountability to the community and stakeholders.

● Informed Decision-Making: Provide data to support budgetary decisions, resource allocation, 
and strategic planning. 

● Compliance: Meet state and local regulatory requirements for financial reporting.



The Board Secretary’s Report: Your “Checkbook” Balance

● Prepared by the School Business Administrator/Board Secretary.

● Provides a comprehensive overview of all financial activity within the district’s budget.

● Focuses on the appropriations (money authorized to be spent) and expenditures (money actually 
spent or encumbered).

● Tracks the budget on an accrual basis - meaning it records expenses when they are incurred, not 
necessarily when cash leaves the bank. 



Key Components of The Board Secretary’s Report

1. Summary of Cash Balances: Shows the beginning and 
ending cash balances for various funds (e.g., General 
Fund, Capital Projects, Food Service).

2. Appropriations and Expenditures by Line Item:
a. Budget (Original/Revised): The amount allocated for 

a specific category.
b. Expenditures to Date: Actual money spent.
c. Encumbrances: Funds committed for future expenses 

(e.g., purchase orders issued but not yet paid).
d. Available Balance: The remaining funds that can still 

be spent.

3. Revenue Report: Tracks anticipated revenues versus 
actual revenues received (e.g., state aid, local taxes, 
grants).

4. Transfer Report: Documents any budget transfers 
approved by the Board.

5. Certification of Funds: A statement from the Board 
Secretary certifying that no major accounts are 
over-expended and sufficient funds are available.

Board Secretary's Report

https://drive.google.com/file/d/1hkkRWYEpbj2IebIALRMqofocEw5hk7Kv/view?usp=drive_link


Interpreting the Board Secretary’s Report: What to Look For

● "Available Balance" Column: Is there enough money remaining in each line item to cover projected 
expenses for the rest of the year?

● Large Variances: Are there significant differences between budgeted amounts and actual 
expenditures? (e.g., spending much more or much less than anticipated).

● Encumbrances: Are significant amounts encumbered? This shows future financial commitments.

● Revenue Tracking: Is the district receiving anticipated revenues on schedule?

● Over-Expenditures: Are any line items approaching or exceeding their budgeted amounts? 

● Overall Financial Health: Does the report indicate prudent financial management and a healthy fund 
balance?



The Treasurer of School Monies Report: Your Bank Statement

● Prepared by an independent Treasurer of School Monies (a separate appointment from the Board 
Secretary/Business Administrator).

● Focuses purely on the cash transactions – money coming in and money going out of the 
district's bank accounts.

● Reports on a cash basis, reflecting actual deposits and withdrawals.

● Provides a transparent, objective record of the district's banking activity.



Key Components: Treasurer of School Monies Report

1. Beginning Cash Balance: The amount of 
cash in the bank at the start of the reporting 
period.

2. Receipts (Deposits): All funds deposited into 
the district's bank accounts (e.g., state aid, tax 
collections, grant funds).

3. Disbursements (Checks/EFTs): All funds 
paid out from the district's bank accounts.

4. Ending Cash Balance: The amount of cash in 
the bank at the end of the reporting period.

5. Listing of Individual Checks/EFTs: Often 
includes a detailed list of all payments made 
during the month.



Interpreting the Treasurer of School Monies Report: What to Look For

● Cash Flow: Does the report show a consistent flow of funds? Are receipts covering disbursements?

● Ending Balance: Is there sufficient cash on hand to meet immediate obligations?

● Unusual Transactions: Are there any unexpected or unusually large deposits or withdrawals?

● Consistency with Expectations: Does the cash activity align with what you would expect given the 
district's operations?

● Verification of Payments: Provides an independent verification that payments were made and 
received.



The Reconciliation: Bridging the Gap

● The Crucial Link: The Board Secretary's Report (accrual) and the Treasurer of School Monies Report 
(cash) are reconciled monthly.

● Purpose: To ensure that the cash balance reported by the Treasurer matches the cash balance in the 
Board Secretary's books, after accounting for outstanding checks and deposits in transit.

● Why a Difference? The timing of transactions. The Board Secretary might have recorded an 
expenditure (or encumbrance) that hasn't yet resulted in a check being cashed by the Treasurer.

● Independent Verification: This reconciliation process acts as an important internal control, minimizing 
the risk of errors or discrepancies.

● What You'll See: A reconciliation statement usually appears on the Board Secretary's report, 
demonstrating how the two ending cash balances align.



Your Role as Board Members: Maximizing These Reports

● Review Regularly: Make reviewing these reports a priority each month.

● Ask Questions: Don't hesitate to ask for clarification on any line item or trend you don't understand. 

● Identify Trends: Look for patterns in spending and revenue over time.

● Connect to Goals: Relate the financial data back to the district's strategic goals and priorities. Are 
resources being allocated effectively?

● Monitor Budget Adherence: Ensure the district is operating within its approved budget.

● Transparency: Accountability for clear, concise, and accurate reporting.


