
OFFICE OF CHIEF OPERATONS OFFICER 
Summary of State Board of Education Agenda Items 

November 12, 2014 

OFFICE OF SCHOOL FINANCIAL SERVICES 

11 . Discussion to begin the Administrative Procedures Act process: To revise State 
Board Policy 3400 - Rules and Regulations Regarding the Administration of 
Funds Appropriated for Education Enhancement Funds for Classroom Supplies 
and Materials 

Executive Summary 

The Mississippi Code of 1972 Annotated Section 37-61-33, as amended, outlines 
the requirements for school districts to issue procurement cards to all eligible 
teachers in the state to expend the Education Enhancement Funds. The policy 
should reflect the new requirements. 

Recommendation: Approval 

Back-up material attached 
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DESCRIPTOR TERM: Education Enhancement Funds 
CODE: 3400 
ADOPTION DATE: August 22, 1997 
REVISION: J1:Jly 21, 2006 September 2014 

Rules and Regulations Regarding the Administration of Funds Appropriated for Education Enhancement 
Funds for Classroom Supplies and Materials 

Authorization and Dissemination 

Pursuant to Mississippi Code Section 37-61-33(3)(iii), As Amended, this policy provides rules and 
regulations for the administration of Education Enhancement Funds appropriated for classroom supplies, 
materials and equipment to be distributed to all eligible teachers within the state through the use of 
procurement cards. The intent of the policy is to allow individual teachers to expend such funds, as they 
deem appropriate, to support the overall goals of the school. Classroom supply funds may not be 
expended for administrative purposes. These funds may only be used to supplement, not replace, 
other local and state funds available for the same purpose. This policy will be distrib1:Jted to each 
school principal for their information and for posting in a common area easily-.aGGeS&ible to all teachers in 
the school bl:Jilding, or distribl:Jtion to each teacher in the bl:Jilding individ1:Jally. 

Allocation of Funds 

Classroom s1:Jpply fl:Jnds may not be expended for administrative p1:Jrposes. These f1:Jnds may only be 
1:Jsed to s1:Jpplement, not replace, other local and state f1:Jnds available for the same p1:Jrpose. Each local 
school district m1:Jst allocate classroom s1:Jpply f1:Jnds eq1:Jally among all classroom teachers in the school 
district. On or before September 1 of each year. local school districts shall determine and submit 
to the State Department of Education the number of teachers eligible to receive an allocation for 
the current year. The term "teacher" shall mean any employee of the school district who is required by 
law to obtain a teacher's license from the State Board of Education and is assigned to an instructional 
area of work, but shall not include a federally funded teacher. The term "teacher'' includes all licensed 
regular teachers and licensed state or locally funded special education teachers, vocational teachers, 
gifted teachers, counselors and librarians. Part time teachers may be allocated a proportional share of the 
amo1:Jnt allocated to other teachers based on time spent in an instructional area of v,iork. Procurement 
cards shall be issued with equal dollar amounts per teacher determined by the total number of 
qualifying personnel and the current state appropriation for classroom supplies with the 
Education Enhancement Fund combined with the total of any carryover amounts from the 
previous year's allocation. 

Spending Plan Development 

Teachers m1:Jst be given an Gf;>f*)rtunity to expend their allocation individl:Jally or to pool all or part of their 
allocation to s1:Jpport-tAe overall goals of the ssfleol. The prinsipal m1:Jst apprise teachers of their allocation 
amount and any other fl:Jnds-available for s1:Jpplies, ed1:1GatiGAal materials, eq1:Jipment, comp1:Jters or 
comp1:Jter software. A spending plan is req1:Jired '.vhen t\vo or more teachers choose to pool their allocation 
or if an indiv-id1:Jal teacher desires tG carry foN;ard their allocation for a specific expendit1:Jrefp1:Jrpose in 
~cceeding school year. This plan shall be sl:Jbmitted in writing ta the school principal for approval. A 
spending plan may be modified 1:Jpon req1:Jest-Gy-#le teacher(s) and appro•;al by the school principal. 

Any t¥:o (2) or more teachers may agree to pool all or part of their allocation to Sl:Jpport the overall goals 
ef..a-school within a school district. Teachers desiring to pool their f1:Jnds m1:Jst develop a spending plan 
tl=lat-supports the e-verall geals of the school. A school may accomplish this by approving one or more 
plans. Teachers who agree to pool their allocatien m1:Jst indicate their agreement by signat1:Jre. 

Approval of the Spending Plan and lndividl:Jal Teacher Expenditure Req1:Jests 

~ere is no mandated format for a spending plan; however, school districts may consider l:Jsing the 
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attached format. The plan must be submitted, in writing, to the-school principal for approval. Teachers, 
who do not pool their allocations nor wish to carry for1«ard their allocation for a specific 
expenditure/purpose in any succeeding school year, need only complete, sign and submit purchase 
requisitions or purchase requests to the school principal foi:-appro•Jal. A principal may disapprove a 
spending plan or a teacher's individual expenditure request-GA-fy• if the principal can demonstrate that: 

• the plan or expenditure request does not support the overall goals of the school; 

• the plan or expenditure request includes an unallowable item or items; and/or 

• the cost of supplies and materials exceeds the allocation and any carry for.vard funds available to 
participating teachers. 

Carry Forward of Funds 

School districts need not fully expend the funds allocated in the year in which they recei'le them, but they may carry 
forward such funds for expenditure in any succeeding school year. Howe'ler, districts Teachers are encouraged to 
expend their funds in the year in which they receive them. Procurement cards will expire on March 31 of each 
year. If a EHstFiGt teacher does not fully expend its the allocation, they must carry forward the unexpended balance 
will carry forward to the next school year, combine with added to the next school year's allocation and the total 
will be allocated equally to all teachers in the state. 

Any indi•.iidual teacher or group of teachers with an appro•Jeel SJ'l0AEling plan that has not been fully funEleEl neeEl not 
expend the funels allocateEl 1:1nder this s1:1bparagraph in the year in which s1o1ch funEls are receives. S1:1ch funels may be 
sarried forward for expenEliture in any subsequent school year in which the plan is fully funEleEl. Howe'ler, begiRAH:lg 
July 1, 2909 , any funds allocates under this subparagraph which are not reserved in an appro'leEI spending plan but 
remain unspent on March 31 of the fiscal year in which the fun Els were allotteel FAust be 1:1tilizeEI by the school, by the 
enel &f the current fiscal year, where the teacher is employee for instructional s1;1ppfy anEI ef!uipffi~l:lrposes . If a 
teacher(s) submits anEI the pAAGipal approves-&K:h spenEling f:llan, sl:lch carry foMar-0 funEls may not be adEleEI to the 
following school year's allocation and divideEI equally among all teachers. The school district may use the optiOF~al 
Tracking Format Elescrib·eG-i~G~n belo•N or a variation of that format to track the teacher's 
carry forward funels. 

Documentation 

School districts are required to maintain adequate documentation to demonstrate compliance with this policy the 
distribution of the procurement cards. At a minimum, each school principal district shall maintain a listing of all 
eligible teachers, the amount allocateel card number distributed to each teacher, and a copy of the signed 
Teacher Cardholder Agreement form. the carry forward amount for each teacher, a copy of each spending plan 
and a copy of all ref!uisitien&-ef..f.lurchase ref!l:lests s1;1bR=IUted by the teachers. As a teacher stl9rAAs ref!uisitions or 
Fef!uests for s1;1pplies, materials and/or equipment, the principal will reEluce the ineliviElual teacher's allocatlen-fer-tho 
appropriate amount and maintain a c1;1rrent balance. Att.acheEI is an optional fom:iat for tracking expenditures. 
Although the format is optional, the information on each teacher's allocatien, expendit1:JFes anEI balance must be 
maintained. 

Definitions 

Administrative Purposes - shall mean expenditures properly accounted for under expenditure function codes 2300, 
General Administration; 2400, Office of the Principal Services; and 2500, Business Services, as defined by the Office 
of the School Financial Services, in the Mississippi Department of Education in the Financial Accounting Manual for 
Mississippi Public School Districts. 

Classroom Teacher - shall mean any employee of the school district who is required by law to obtain a teacher's 
license from the State Board of Education and is assigned to an instructional area of work, but shall not include a 
federally funded teacher. The term "teacher" includes all licensed regular teachers and licensed state or locally 
funded special education teachers, vocational teachers, gifted teachers, counselors and librarians. Federally funded 
teacher is a teacher who is paid, in any part, with Federal funds. 

Classroom anEI Instructional Purposes shall mean e*pendlt1:1res pr-eperly-a™Ated-for under expenditure function 
codes 1110 11 QO, Re9ular Programs; 1219 12QO, Special Programs (ex:cluEling 1250, Title I of ESEllJ ; and 1400, 
Summer School PrograFRs, as ElefineG-ey-the Office of tho School Financial Services, in the Mississippi Department 
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of Education in the Financial Accounting Manual for Mississippi Public School Districts. 

EqtJipment shall mo.an purchases of pr~or 1:1nder expendittJre object codes 730 aflG-.74.Q., 
Gap+talized and ~Ion Capitaliz:eel Furniture anel Equipment, as defined t:.ly the State Auditor in the Financial 
Ascounting Manual for Mississippi Public School Districts. This-4GeS-flG~nch,1de land, buildings , and impro•JeFRents of 
grounds, and b1:1ildings. F"1:1mitme R'lay be purchased only when it aireotly relates to the equipment purchased or when 
there is a-&peGial-Ree4-+i:le-5Ghool district should purchase items that meet the basic needs of teachers or st1:1tfonts, 
such as student desks and teacher desks and chairs, with other appropriate funds. 

Instructional Area of Work - shall mean an area of work dealing directly with the provision of academic instruction, 
vocational instruction or guidance to students by an employee who is required by law to obtain a teacher's license 
from the State Board of Education. The instruction or guidance may be provided in the classroom or in another 
location, such as a library or a counselor's office. This definition applies to teachers, librarians and guidance 
counselors. 

~ng Plan shall-fReaR-a-0oGl:lffieffi-that rm.isl be de¥elop~ividual teacheF-OF-twG-Or moFe teacheF&; 
who elect to pool all or part of their allecation to purohase an allowaele item or items that sL1pport the overall goals of 
the school. The spending plan shoL1ld include the name-ef..tfle school district, the name of the school, the scheel-yeal:; 
tAe-al-!ocation aFRount per teacher(s), the amo1:1nt the indi•;id1:1al teacher is reservin~c &Xpendit1:1relpurpose 
or the amo_L1nt of the allocation being pooled by a group of teachers, the n1:1mber of participating teachers and tho tyf)e 
of.41effi-Or items to be p1:1rchased. Th~EUAg plan must also include the name and signat1:1re of each parti~ 
teacher. 

SUGGESTED SPENDING PLAN FORMAT 

CLASSROOM SUPPLIES, l~JSTRUCTIONAl MATERIAlS AND EQUIPME~IT 

( To be completed only when an-indi...-idual teacher is reserving for a specific e)ff0lenditl:Jro/131:1rpose OR two or more 
teachers pool their allocation to benefit the school ) 

School Distri 

School Year: 

AllGcatiGn-AffleuntPerTeacher: $ 

+otal-Amount De¥oted to this P-la : 

Number of Teachers Participating in the Plan: 

+,...:r-ea_chers: Briefly Elescribe the type of cla6s-Foom su13plies, instructional materials anEI eq1:1ipment, GOFRf'luters or 
computer softv,•are to be purshases. 
Note: The principal may require a detailed list of items for approval. Add 13ages as necessary. 

2. Principal: Complete the apwo•;al section below. 

Principal's A13proval: Yes __ No __ (Must be able to demonstrate reason) 

Reason for Disa13proval 
(Check the a1313ropriate res13onse and briefly explain if the plan is disapproved) 

a. Plan does not su13port the overall goals of the school 

b. Plan insludes unallo·nable items 
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c. Plan exceeel s total funds a"ailable t t • o eacher(s) 

PfiAGipal!s-Narne: 14ff:lcipal's Signa:t:ur:e:: ::::=============~D:a:te:: ==== 
WG~e-fellov·ing ""' ~:HPl*a1§ge-e-ffmwu1&1stLl:b""e'""""c~leteel to list the nam . es anel signatures ef partici . 

S1:1ggested Spending Plan G . pat1Ag teaGlle<& 
ont1n1:1ed 
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