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AGENDA
Welcome to the Financial Management
Introduction/Purpose
Resource Accounting Services & Reporting
How to report on budget usage/impact
 Accounts Payable
 Travel 
 Purchase Card
 Cash Management & Banking
 SABO & OSP
 General Ledger 
 Year End
 Reporting

Resource Planning
 Title I
Break
Resource Planning
How to plan your budget
 Budget Development 
 Position Control

Resource Payment Processing
How to pay for the resources 
 Payroll
 Benefits/Workers’ Compensation/Risk Management

Resource Acquisition
How to acquire resources (goods and services)
 Procurement

Wrap-Up and Closing 
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10 Minutes

55 Minutes

15 Minutes

5 Minutes

25 Minutes

25 Minutes

40 Minutes

5 Minutes
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Norms/Mission/Vision
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7 Core Norms of Central Administration

Put Students 
and Schools 

First

Commit to 
Teamwork

Focus on 
Communication
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Demonstrate 
Respect for 

Others

Be 
Accountable

Act with 
Integrity

Embrace 
and Drive 

Change1 2 4 5 6 7

In Support of the 7 Core Norms of Central Administration

District Mission

With a caring culture of trust and collaboration, every student will graduate 
ready for college and career.

District Vision

A high performing school district where students love to learn, educators inspire, 
families engage and the community trust the system.
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Introduction and Purpose
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Chief Financial Officer 

Mr. Robert Morales
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Accounting Services

We can help you get the expenditure to 
the right place, because having it in the 
right place is important for a lot of reasons

If, while managing your budget with  your 
GL 298, you determine that  expenditures
are in the wrong place……

5

5

• Accounts Payable
• Vendor Payments
• Purchasing Cards
• Travel

• Assets

• Cash Management & 
Banking

• Deposits
• Wires
• Account 

Setup/Termination

• SABO & OSP

• General Ledger
• General Fund
• Capital Projects/SPLOST
• Special Revenue

• Year End Meetings

• Annual Audits
• SPLOST
• Financial Audit
• Single Audit

• Financial Reporting
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• Jerry Hill
• Senior Analyst
• 404.802.2461
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Accounting Services

• Hong Kao
• Senior Analyst
• 404.802.2409 

• Dilip Mangalore
• Compliance 

Coordinator
• 404.802.2427

• Tanisha Oliver
• Assistant Director
• 404.802.2418

• Joycelyn Smith
• Assistant Director
• 404.802.2479

Accounts 
Payable, 

Pcard and 
Travel Cards

General 
Ledger

Audits
Assets
Cash

Compliance 
& Financial 
Reporting

• Crissi Calhoun
• Executive Director
• 404.802.2482

• Delissia 
Broadnax

• Administrative 
Assistant

• 404.802.2467
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Accounting Services

Accounts Payable, Purchase Card Services, and Travel Services

• Joycelyn Smith
• Assistant Director
• 404.802.2479

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Patricia Smith
• AP Associate
• 404.802.2447

• Robert Ryan
• P-Card Coordinator
• 404.802.2491

• Lynn Lewis
• AP Associate
• 404.802.2448

• Carlos Shannon
• AP Analyst
• 404.802.2443
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Accounting Services-Accounts Payable

Responsible for making timely and accurate payments to vendors for goods and services, and 
to employees for approved activities including travel and reimbursements.

All invoices must be mailed to the following address:
Atlanta Public Schools
c/o Accounts Payables Department
P. O. Box 4659
Atlanta, Georgia 30302

“Service” type invoices are 
for services that have been 
rendered.  
•All service invoices must have a valid 
purchase order and a signed 
authorization by the Budget Center 
Manager for payment to be processed.

“Special” type invoices are for
goods or products that have 
been received.  
•All special invoices must have a valid 
purchase order and receipt confirmation
in Lawson for payment to be processed.

Invoices are classified 
as “Service” or 

“Special” 

*If invoices are received at your location, please make a copy and forward the original invoice to the 
Accounts Payable Department located on the 4th floor of the CLL building.

8 
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Accounting Services-Accounts Payable

Formula for Timely Payments

Purchase 
order

Acknowledgement 
of receipt

Valid invoice Payment

It is imperative that receipts are entered in Lawson when requested goods have arrived at 
your location or when requested services have been completed. (Note: Services are not 

received in Lawson; invoices must be signed by the requesting owner to authorize 
payment then submit the invoice to Accounts Payable.)  

Without a receipt in Lawson, there will be no payment.

9 
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Accounting Services-Accounts Payable
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Expense Check Request

The “Expense Check Request” form is used to process reimbursement for services 
provided to APS or for miscellaneous expenses incurred.  

For example:

 Conference Registration
 Parent Involvement

In order to expedite reimbursement, all original receipts and related supporting 
documentation must be attached to the check request, along with an approved 
vendor number from Procurement Services.

 Field Trip
 External Interview Candidate
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Accounting Services - Travel 

Atlanta Public Schools employees who travel for business on behalf of the district are eligible to receive an 
APS Travel Card. To obtain a travel card, APS employees must submit both of the following within 30 to 
45 days prior to the initial trip.  Currently, all out of state travel must be approved by the division Chief and 
the Superintendent.  The Travel department will obtain the Superintendent’s approval.  

Original completed and approved Travel Card Request & Agreement Form and 
Original Travel Authorization Activation Form

Forms are in Lawson.  Go to “myAPS” (Employee Resource Center), under Travel Resources

 http://www.atlanta.k12.ga.us/site/default.aspx?PageID=1

All Travel Authorization Activation forms must have the following:

Very Important: You will be notified once the cards are loaded.  All travel cards have a $2,000 limit 
per transaction.  Budget Center Managers must ensure there are sufficient funds in the budget 
before approving the “Travel Authorization Activation” form. Supporting documentation is required if 
total estimated funds exceed $3,000.

Note: Ongoing training – My PLC

Under $1,000 

BCM/Principal/Supervisor/ 
Manager Approval

Over $1000

BCM/Principal/Supervisor/ 
Manager Approval AND 

Executive Director’s Approval

Title I Travel 

BCM/Principal/Supervisor, 
Executive Director AND Title 1 
Approval (if travel is funded by 

Admin Services)

ALWAYS REQUIRED

Valid 26 digit Account Number

With available Budget

http://www.atlanta.k12.ga.us/site/default.aspx?PageID=1
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Your travel card can be used for:

 Conference Registration Fees (travel related)
 Airfare
 Lodging
 Ground Transportation
 Parking
 Meals (per diem rate at http://www.gsa.gov/mie)

Your travel card can not be used for:

 Local Conference Registration Fees
 Gas or any transaction at a gas station
 Unauthorized car rental
 Entertainment
 Office supplies
 Personal expenses
 Tips
 In proxy of another employee
 Meals if your trip is funded by Title 1

Accounting Services - Travel 
 

NOTE: Travel cards are deactivated once travel is complete.

http://www.gsa.gov/mie
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Accounting Services - Travel 

 Expense reports should be approved and forwarded to Accounts Payable within 10 days 
after  travel.

 Title-I funded travel must be submitted to the Title I Department within two (2) business 
days of trip completion. 

 All travel and expense reports must be accompanied by a copy of the travel authorization 
activation form. 

Submitting an Expense Report

13 

Receipts required with Travel & Expense reports include but are not limited to:

 Airfare
 Boarding Pass
 Luggage
 Car rental
 Parking

 Ground transportation
 Conference registration fees
 Itemized hotel receipt with a $0 balance
 Travel Authorization Activation Form (Title I only)
 Proof of attendance*

* Ex: Conference badge, certificate of completion or certificate of attendance completed and signed by an authorized host of the event

It is the employee’s responsibility to ensure they obtain a receipt for all transactions. Employees 
failing to submit their expense report within 10 business days will lose their Travel Card privileges.
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Accounting Services – P-Card
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The Purchase Card (P-Card) program is a payment mechanism used to
obtain low dollar goods and services quickly in response to the needs of
Atlanta Public Schools.  Use of the card reduces processing time and cost
while enabling the cardholders to select contracted vendors that provide
the best value of goods and services to support school/department within
established guidelines. 

 To obtain a P-Card, contact the P-Card Administrator to request a copy of the
Purchase Card Application.  The budget center manager must complete the
form in its entirety and submit the form back to the P-Card Administrator for
processing.  Training is required before a card can be issued.  
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Accounting Services – P-Card

Process & Notifications

• To load funds to a purchase card, a requisition must be entered into Lawson

• A requisition must be entered to Load, Increase or Decrease a P-Card
• Once the requisition is completed, normal process flow takes place

• All errors will be emailed to the requester to make necessary adjustments from
process-flow (automated)

• Once all levels of process flow have completed, the requestor will receive a final email
from process-flow with their purchase order number

• The requestor should allow 2-3 business days for the funds to be loaded to the card

RESTRICTED P-CARD ACCOUNTS: 
3000- Purchased Professional and Technical Services
4420- Copier Contracts
5800- Travel
5950-Other Services

15 
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Accounting Services – P-Card

16 
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• APS purchase only

• $2,000.00 Transaction Limit – For Schools

• $3,000.00 Transaction Limit  (Title I) – 
      For Schools

• MCC (Merchant Category Codes) 
restrictions

• Do not split payments

• No Personal Use – results in 
reimbursement and disciplinary action
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Accounting Services – P-Card
P-Cards	are	not	allowed		for	any	of	the	
following	purchases:

• Food
• Water 
• Electronics, including iPads, iPods and 

iPhones
• Computers
• Cash Advances 
• Contracted Services
• A more complete list is available via the 

Atlanta Public Schools Purchase Card 
Manual 

17 
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Accounting Services – P-Card

18 
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http://www.wsbtv.com/news/news/local/dekalb-co-suspend-use-p-cards-following-allegation/nmYcP/

http://www.wsbtv.com/news/news/local/dekalb-co-suspend-use-p-cards-following-allegation/nmYcP/
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Accounting Services – P-Card

19 

Key	Reminders

Atlanta Public Schools Purchasing Card 

• Tasks to perform
https://payment2.works.com/works/wpm/bookmark

Cardholders will log into Bank of America Works each 
Tuesday by the close of business and sign off on transactions.

https://payment2.works.com/wpm/bookmark
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Accounting Services – P-Card
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Accounting Services – P-Card
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Accounting Services – P-Card
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Accounting Services – P-Card

23 

D
E
A
D
L
I
N
E Purchase Card Logs are due by the 15th of  each month
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QUESTIONS
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Accounting Services

Assets, Cash Management & Banking

• Jerry Hill
• Senior Analyst
• 404.802.2461

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Hong Kao
• Senior Analyst
• 404.802.2407
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Accounting Services - Assets

Capital 
Assets

Trackable 
Assets

Other 
Assets

 Tangible or intangible property with a useful life of more than one year
 Cost of at least $50,000 per unit (examples include land, buses and buildings)
 Recorded as assets in Lawson Asset Management System
 Depreciated periodically depending on type

 Tangible property with a useful life of more than one year
 Cost of at least $5,000 per unit, but less than $50,000 per unit (examples include smart boards 

and pianos)
 Recorded as assets in Lawson Asset Management System
 Not depreciated

 Cost of less than $5,000 per unit (examples include computers and software)
 Not recorded as assets in Lawson Asset Management System
 Managed by Departments and Schools
 Not depreciated

26

Regulation Reference: DC-R(1)
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Accounting Services – Cash Management

Deposits
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Accounting Services – Cash Management

Wire Transfers
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Accounting Services – Banking
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Accounting Services
School Funds Online SABO
• Official automated record-keeping system for all school activity funds

• Online access to student activity accounts 

• Principal and secretary can access data simultaneously for assigned school 

• System used to record funds received for deposit, issue receipts, print checks 

and run reports

• Transparency – more visibility

• Helps ensure compliance and financial controls

• Central Office Administrator can access all school accounts
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• School Cash Management Process Flow

• Do not collect any funds without issuing a receipt
o Generic – used by Sponsors when issuing receipts to students 

and/or parents
• Ensure all Sponsors are trained prior to collecting any funds (training 

will be provided by the school personnel)
• All funds should be delivered to the Secretary on a daily basis
• Designate a specific collection time

o “Official” SABO – this is the official receipt that’s generated when 
monies are recorded in the system   

• Verify accuracy of funds 
• Ensure a receipt is provided to all receiptees 

• Utilize Online School Payments System

Accounting Services
School Funds Online (SABO)-Receipting
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• Answer the four (4) important questions

• Receipt funds via SABO to the Donations or applicable activity account

• Maintain a copy of the check and all supporting documentation in the 
local school records

• Funds are available for use 

Accounting Services
School-based Grant or Donation
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• Secondary reviewer should be designated to review all deposits

• Validate of ALL receipts and amounts (currency, coins and 
checks) 

• Secretary and the secondary reviewer should sign the Deposit 
Analysis Report prior to sealing deposit bag

• Complete the deposit ticket in its entirety

• Store deposit bags in school safe/vault 

Accounting Services 
School Funds Online (SABO)-Preparing Deposits
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Dunbar Armored Car Services is the contracted provider for all schools and 
central offices.

Scheduled Pickup Day:

• Elementary Schools - Tuesday & Thursday

• Middle Schools - Wednesday & Friday

• High Schools - Monday, Wednesday & Friday

Important Note:  ONLY designated APS employees are allowed to deliver 
deposits to the bank and then under limited circumstances.

Accounting Services
School Funds Online (SABO)-Deposit Pickups
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• Conduct business with approved APS Vendors  

• All student activity fund purchases should be approved in advance by the 
Principal 

• An invoice is required for all vendor payment

• Original receipt/statement  showing amount paid and method of payment is 
required for all employee reimbursement
o The use of personal checks and cash is strongly discouraged as a method of payment.  

If a personal check is used, a copy of cancelled check must be provided with the 
reimbursement request form

• Disbursement Requests must be completed for all disbursements
o Requester/Payee completes the form for all reimbursements and refunds
o Secretary completes the form for all vendor payments

Accounting Services
School Funds Online (SABO)-Check Writing
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• All disbursement request forms must be signed by the principal or authorized 
signer

• Do not disburse cash for any disbursement

• Review your trial balance report before approving any disbursement request

• School Check Writing Limit: 

o Elementary Schools ($2,000)

o Middle Schools ($5,000)

o High Schools ($10,000)

• Amounts over these limits and reimbursements to the Principal must be sent to 
Accounting Services for approval

Important Note:   Principals, Secondary Signers and the CFO are the ONLY authorized signers. 

Accounting Services
Check Writing continued…
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Accounting Services
School Funds Online (SABO)-System Login
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Accounting Services 
School Funds Online (SABO)-Homepage 
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• Adding Vendors 

• Posting and Printing Receipts

• Posting Deposits

• Printing Deposit Analysis

• Writing and Printing Checks

• Transferring Funds 

• Posting OSP Payments

• Monthly Bank Reconciliations

Accounting Services
School Funds Online (SABO)-Functionality Overview
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Trial Balance – Displays balance in all activity accounts

Check Register – Displays all checks written from the schools bank account  

Receipt Register – Displays all receipts collected

Deposit Summary – Displays all deposits posted, which should match the deposits 
posted by Bank of America

Account History – Displays all activity per account 

Vendor History – Displays a listing of all vendors and the amount paid YTD 
Note:  The above reports can be found under the “Registers and/or Reports” tab in SABO

Accounting Services
School Funds Online (SABO)-Managerial Control Reports
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• Do business with approved APS vendors only

• Do not allow non-APS employees to handle school activity funds

• Do not collect any funds without issuing a generic and/or SABO receipt

• All funds should be collected from sponsors, recorded in SABO and stored in the 
safe on a daily basis

• Do not approve disbursement requests without adequate supporting 
documentation

• Do not pay employees out of school activity funds

• Do not take funds to the bank prior to them being deposited in SABO

• Follow all the processes outlined in the financial guidelines manual

Accounting Services 
School Funds Online (SABO)-Major Reminders
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QUESTIONS
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• Easy shopping experience for Parents

• Credit card payments are automatically deposited into your school’s bank 
account

• Available 24/7 – convenient way to pay student fees from home, office or 
on-the-go

• Reduces NSF Fees charged to your school’s bank account 

• School Secretaries can easily set up activities for purchases online

• Secretary/Sponsors receive timely notification of payments via email 

• Reduce the amount of cash in the local school 

Accounting Services
Online School Payments (OSP)-Benefits
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Online School Payments (OSP)-School’s Homepage
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Online School Payments (OSP)-Portal Access
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Online School Payments (OSP)- Parent’s Portal
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School Activity Banking Online (SABO)
https://apps.apsk12.org/SFO/Home.aspx  

Online School Payments (OSP) Management Portal 
https://osp.osmsinc.com/AtlantaPortal/default.aspx

OSP Training Videos
http://www.osmsinc.com/trainingvideos.html

School Based Manual – Financial Guidelines
https://my.apsk12.org/finance/sites/AnalyticsReports/School%20Based%20Manual.pdf

Vendor Registration Packet
http://www.atlanta.k12.ga.us/cms/lib/GA01000924/Centricity/Domain/28/Vendor%20Regis
tration%20Form_Complete%20102811.pdf

Key Websites to Bookmark

https://apps.apsk12.org/SFO/Home.aspx
https://osp.osmsinc.com/AtlantaPortal/default.aspx
https://my.apsk12.org/finance/sites/AnalyticsReports/School%20Based%20Manual.pdf
http://www.atlanta.k12.ga.us/cms/lib/GA01000924/Centricity/Domain/28/Vendor%20Registration%20Form_Complete%20102811.pdf
http://www.atlanta.k12.ga.us/cms/lib/GA01000924/Centricity/Domain/28/Vendor%20Registration%20Form_Complete%20102811.pdf
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QUESTIONS
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Accounting Services – General Ledger

General Fund * Capital Projects/SPLOST * Special Revenue/School Based

• Tanisha Oliver
• Assistant Director
• 404.802.2418

• Cynthia Howard
• Accountant
• 404.802.2441

• Yanden Stallings
• Accountant
• 404.802.1495

• Tulane Bates
• Accountant
• 404.802.2419

• Javonn Wright
• Accountant
• 404.802.2403

• Armoriana Brown
• Accountant
• 404.802.2409

• Demitriuss Dekle
• Accountant
• 404.802.2404

• Phyllis Graham
• Assistant SBBP
• 404.802.2422
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Accounting - Special Revenue

Responsible for the accounting and reporting of specific revenue sources from 
federal grants, state grants, private donations or locally funded programs that are 
restricted to expenditures for specific purposes

Reconcile all of the bank statements for each school activity bank accounts

Work with the Budget Center Managers (BCM) to ensure proper recording and 
reporting of expenditures for special revenue programs 

 Record revenue for reimbursable grants
 Research expenditures
 Prepare analysis of transactions
 Prepare journal entries when modifications are necessary
 Prepare drawdown requests and submit to grantors
 Submit financial reports, including completion reports
 Prepare reconciliations
 Prepare the Schedule of Federal Awards for the audit report
 Coordinate documents requested by the external auditors

50 

Based on 
spending 

recorded to the 
general 
ledger…
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Accounting Services 

The Budget Center Manager (BCM) of any Program is
responsible for spending the resources in a manner that is
allowable and appropriate within the prescribed
performance period. 

BCMs are accountable for the transactions reflected in the
general ledger and compliance with any program
specifications and guidelines as defined by the grantor or
donor, as applicable.

 

51 
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Accounting Services

Based on spending recorded to the general ledger…

Together let’s support accurate recording and reporting by: 

 Knowing that Lawson is the system of record

 Reviewing the transactions recorded regularly

 Understanding that BCMs are the most familiar with spending in the 
program and will be most likely to identify any problems

 Asking questions if transactions are unexpected or missing

 Allowing time to research questions and prepare modifications if needed

 Following up with appropriate departments to make changes to       
address future transactions

52 
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Accounting Services

Based on spending recorded to the general ledger…

Together let’s support accurate recording and reporting by:

 Allowing adequate time for goods and services to be delivered (goods and 
services must be received on or before the end date of the fiscal year and 
definitely before the end of the grant) 

 Knowing that purchase orders and requisitions are not expenditures

 Understanding that only expenditures (not purchase orders and requisitions) 
will be reported as spending (GL298 report)

53 
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Accounting Services

Manage your budget by running the Lawson GL Commitment Analysis Report (GL298 
Report) monthly.  This provides a detailed review of your budget activities:

54 
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Accounting Services

Based on spending recorded to the general ledger…

Together let’s support accurate recording and reporting by: 

 Planning ahead at the beginning and planning for the end

 Communicating with other divisions (Human Resources, Procurement, 
Operations) as necessary depending on the spending plan 

 Knowing that at the end of the day there will be others looking at the 
transactions, including auditors

55 



Strong Students I Strong Schools I Strong Staff  I Strong System 56 

All Grants and Donations must be reported to the Office of 
Administrative Services by completing a Grant Approval Form.
 

There are two types of Grant Approval forms:

• Awards that exceed $10,000
• Awards that are $10,000 or below 

The form supports the grant management process and should be
completed prior to grant submission.  In the event a school or
department receives a grant that requires only a letter of acceptance
from the district, these forms should still be submitted and sent to the
Grant Manager. 

Accounting Services-Process Overview 
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CONGRATULATIONS!!!

Your school or department has just been awarded a Grant or 
Donation…

What do you do NEXT?

Answer:

Determine where the funds should be held by answering FOUR (4)
basic questions.

 

Accounting Services 
Managing Special Revenue Funds
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1. Will this grant/donation be used to pay individuals through payroll?

2. Will this grant be used to pay employee travel? 

3. Will the total grant award or donation exceed $10,000?

4. Is the grant award or donation from a government agency?

If you answered YES to ANY of the FOUR 
questions, the FUNDS “must” be 

maintained centrally in the Lawson system.

’NOT’ in your School Activity Account 
(SABO)

Accounting Services
Special Revenue Questions to Answer
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• Send the check and all supporting documentation, including the award
letter to Finance located on the 4th floor of the CLL building:  

Attention:  Accounting Services

• Email a copy of the check and documentation to Budget

• An accounting string will be set up for your grant/donation 

• Budget department will send notification when process is complete

• Funds are available for use via Requisition or P-Card

Accounting Services 
Next Steps for Special Revenue
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• Review activity/transactions on a regular basis

• Review at least twice a month through available reports found in 
Lawson and SABO

• When reviewing your Lawson report, keep in mind that encumbered
funds are simply purchase orders and not expenditures, which 
means the funds have technically not been spent

• ‘Not’ an expenditure until items have been received in Lawson and 
paid by Accounts Payable

Accounting Services
Monitor Activity
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• Know when your grant period is closing

• Purchase orders are not expenditures

• Goods or services have to be received within the specified grant period

• Before submitting any financial documents to a grantor, work with Accounting Services 
to prepare and submit any required completion reports or other financial reports

• Financial reports/data must reflect expenditures recorded in the general ledger (Lawson)

• Schools may be required to submit additional programmatic or status documents in 
order to close a grant

• Grants may be on a reimbursable basis where the school must spend the money first and
Accounting Services will seek reimbursement from the grantor

Accounting Services
Helpful Reminders 
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Accounting Services – Financial Reporting
 

Monthly report of 
the District’s 
Revenues & 
Expenditures

Information is 
provided using 
Lawson Income 

Statements 
(GL293)

Year over year 
as well as 

budget to actual 
comparison

62
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Accounting Services – Financial Reporting

Strong Teams. Strong Schools.

Aug
15

 Annual Report of Salaries and Travel
 Includes all salary and travel expenses summarized by employee for the fiscal year

Sep
30

 Financial analysis report of account balances, utilizing fund, location, state program, function and object
 Submitted to the Georgia Department of Education
 Used for various calculations including maintenance of effort and indirect cost rate

Oct
1

 Annual report including names of each vendor that received payment from APS
 Includes all payments made to vendors for the purchase of goods and/or services during the Fiscal 

Year – also includes every transaction in the  General Ledger
 Used by Department of Audits and Accounts (DOAA) for the fiscal year audit

Nov
28

 Presentation of the District’s June 30th fiscal year-end financial statements
 Presented in accordance with the reporting adopted by the Governmental Accounting Standards Board 

(GASB) to fulfill the audit requirement prescribed by Georgia Statutes for local boards of education
 Contains the Introduction, Financial Statements, Notes, Supplementary Information and Statistical sections
 http://www.atlanta.k12.ga.us/Page/72

CS1

DE46

Transparency in 
Government Act 

(TIGA)

Comprehensive 
Annual Financial 

Report (CAFR)

Jul -
Mar

 Coordinate Prepared by Client (PBC) Lists with Auditors
 Prepare and monitor checklist on required documents, dates, responsible parties, and status
 Act as liaison between the auditors and the responsible departments
 Oversee final steps of the audit and any additional requests

Audit  
Coordination

Dec
5

Popular Annual 
Financial Report 

(PAFR)

 Presentation of the District’s June 30th fiscal year-end financial statements designed to be easily 
understandable to the general public and other interested parties without a background in public finance

 Information is extracted from the CAFR
 Unaudited

63

http://www.atlanta.k12.ga.us/Page/72
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Accounting Services - Year-End

Attend year-end 
meetings, which  
begin in January 

via Webinar

Communicate 
important dates and

deadlines

Discuss and 
resolve challenges
and opportunities

Utilize the 
checklist, which 

includes deadlines
for the audits and 
Comprehensive 
Annual Financial 
Report (CAFR)

Smooth and 
successful 

Audit & 
Reporting for 

FY ended 
June 30

Year-End Checklist
Year-End Important Dates https://portal.apsk12.org/sites/finance/Year_End/Shared%20Documents/

Forms/AllItems.aspx

64

https://portal.apsk12.org/sites/finance/Year_End/Shared%20Documents/Forms/AllItems.aspx
https://portal.apsk12.org/sites/finance/Year_End/Shared%20Documents/Forms/AllItems.aspx
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QUESTIONS
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Title I 
Director of Title I - Kathleen Yarbrough

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Lynn Lewis
• AP Associate
• 404.802.2448

• Carlos Shannon
• AP Analyst
• 404.802.2443

Title I Compliance Analysts
David Butler
Sherry Davis

Adrienne Johnson
Betty Jones 

LaDonna Jones
Janay Pulliam

Chadwick Robinson

Coordinators
Tracy Alladice 
 Karen Beadles

Dale Butler
Lyndsay (Moses) 

Evans

Fiscal Team 
Cyrus Tolbert, 

Manager
Viola Darrington
Adrienne Gomez
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Title I 

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Lynn Lewis
• AP Associate
• 404.802.2448

• Carlos Shannon
• AP Analyst
• 404.802.2443

Today we are going to review the Budget Report that you receive 
monthly from your Title I Compliance Analyst.  Although this Excel 
report has four tabs with information we are going to focus this training 
on the Journal and Dashboard tabs. 



Strong Students I Strong Schools I Strong Staff  I Strong System 68 

Title I Budget Dashboard

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Lynn Lewis
• AP Associate
• 404.802.2448

Title I Budget 
Dashboard sent via 
email monthly43
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Title I Budget Dashboard

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Patricia Smith
• AP Associate
• 404.802.2447

• Carlos Shannon
• AP Analyst
• 404.802.2443

School 
Information

Title I Total 
Budget 
Allocation
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Title I Budget Dashboard

• Patricia Smith
• AP Associate
• 404.802.2447

• Carlos Shannon
• AP Analyst
• 404.802.2443

Title I Total 
Budget 
Allocation

Title I Budget Balance
without Parental 
Involvement Funds

Parental 
Involvement 
Budget Balance
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Title I Budget Dashboard

• Carlos Shannon
• AP Analyst
• 404.802.2443

General Ledger
Budget Allocation-

Should Match 
Budget Allocation 

Paid
Expenses

Purchase
Orders

Lawson 
Requisitions

Funds 
Encumbered in 
the Journal but 

not in the 
General Ledger

Available 
Funds

Title I Total 
Budget 
Allocation   
(SWP budget)
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Title I Budget Dashboard

• Carlos Shannon
• AP Analyst
• 404.802.2443

General Ledger Budget 
Allocation

Should Match Budget Per GL

Paid
Expenses

Lawson 
Requisitions

Available 
Funds Per 

Line

Instruction (1000)
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Title I Budget Dashboard

• Carlos Shannon
• AP Analyst
• 404.802.2443

General Ledger Budget Allocation
Should Match Budget Per GL

Paid
Expenses

Funds Encumbered
in the Journal but 
not in the General 

Ledger

Available 
Funds Per 

Line

Improvement of Instruction (2210)
Student Transportation (2700)
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Title I Budget Dashboard

General Ledger Budget Allocation
Should Match Budget Per GL

Paid
Expenses

Available 
Funds Per 

Line

Parental Involvement (2100) Purchase
Orders
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Title I Budget Dashboard

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Lynn Lewis
• AP Associate
• 404.802.2448

Summary of Title I 
Budget
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Title I Budget Journal

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Lynn Lewis
• AP Associate
• 404.802.2448
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Title I Budget Journal

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Marcia Edmonson
• AP Associate
• 404.802.2441

• Lynn Lewis
• AP Associate
• 404.802.2448

Funds 
encumbered 
in the journal
that show-up
on the 
dashboard.

The Budget Journal page records all transactions to the budget.  The journal also 
encumbers funds that are not able to be encumbered in the General Ledger.

Changes to the budget are documented in red font.
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QUESTIONS
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Resource Planning
How to Plan and Manage your Budgets 

79 



Administration

Gene

Lisa

Jasmin

Departments, 
Capital, SNP, 

Special 
Revenue, 

Board

Wendy

Alisha

Shaquita

Special Projects, 
Position Control, 

Research and 
Compliance, 
Alliance for 
Excellence

Brian Kelly

School 
Allotments 

and 
Support

Alana

Eva

Rhonda

Budget Organizational Chart

67
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Why Budget?
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Budgeting is the process of using information to allocate finite resources to prioritize organizational needs. 
In school districts, budgeting requires using information about school staff, students, and facilities to meet 
student learning needs and goals. Districts ideally should use comprehensive information systems, including 
financial data and student performance measures, to develop data-driven budgets that help ensure the 
effective use of resources to support and align effective practice across programs and educational 
departments.

Budget
What is it and who’s it for?
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Budget Overview
MAJOR FUND CATEGORIES

General Fund
Used as the District’s 

primary operating fund. 
It accounts for all 

financial transactions of 
the District, except 

those required to be 
accounted for in 

another fund.

Special Revenue 
Fund

Used to account for the 
proceeds of specific 

revenue sources, other 
than capital projects or 
debt service, that are 

restricted or committed 
to expenditures for 
specific purposes. 

Capital Projects
Used to account for all 

resources used for 
acquiring capital sites, 

buildings, and 
equipment as specified 
by the related bond or 

debt issue.  Capital 
project funds are 

designated to account 
for acquisition or 

construction of capital 
outlay assets that are 

not acquired directly by 
the general fund, special

revenue funds, or 
enterprise funds.

Proprietary Fund
Used to account for 

activities that are 
financed and operated 

like private business 
enterprises. Proprietary 

funds distinguish 
operating revenues and 

expenses from non-
operating items. 

Debt Services
Used to finance and 

account for payment of 
principal and interest on

all long-term general 
obligation debts. Debt 
service funds are used 

to accumulate resources
over the outstanding life
of the bond issue in an 
amount equal to the 

maturity value.

83 
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FY2017 Budget Highlights 
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Budget

85 

Management

Development

Monitoring

Measures

ROLES & RESPONSIBILITES

(Planning, Autonomy, Flexibility)

Budget 
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Budget Development Process

Prepare initial 
draft of 

parameters & 
timelines

Senior Cabinet
discussion of 
parameters 
and timeline

Budget 
parameters 
and timeline 
finalized by 

Senior Cabinet

Present draft 
FY Budget 

Parameters 
and Timeline 

to Board 

Board 
approves 

parameters 
and timeline 

Creation of 
budget 

templates

Conduct 
training 

sessions with 
all BCMs

Advertise 
Public Hearing

for budget 
adoption

Advertise 
Community 

Meetings

Budget Dept. 
makes 

necessary 
changes to 

budget

Budget 
Planning 

Retreat with 
SELT

Draft budget 
prepared for 

Senior Cabinet

Review 
budget 

templates & 
discussions 
with BCM

Completed 
budget 

templates 
returned from

BCMs 

Conduct 
Public 

Hearing and 
Community 
Meetings

Tentative 
adoption of 

budget

Final 
adoption of 
FY budget

Budget Dept.
uploads file 
into Lawson

1 2 3 4 5 6 7

10 9 811121314

18171615

This process follows the District’s fiscal cycle.  
Proper planning enables effective resource acquisition and timely payment processing.

August through 
June

86 



Strong Students I Strong Schools I Strong Staff  I Strong System 87 

Budget Development Timeline (1 of 3)
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Budget Development Timeline (2 of 3)
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Budget Development Timeline (3 of 3)
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Cluster 
Funds

General 
Fund

Signature 
Funds

Flex
Funds

Budget 
School Allotments
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School and Cluster Flexibility Allocation
Total Resources: $ 363.6 million:
These funds represent dollars designed to allow flexibility in the management of 
school and cluster resources.
Allocation Strategy:
 General Fund Allocations ($344 million) – based on both an equal enrollment 

driven allocation and an equitable distribution to account for specific needs of a 
schools population.  The general fund allocation is formula driven. 

 School Flexibility ($9.1 million) - to allow clusters specific allocations to be 
used for flexibility in meeting the specific needs of individual schools
o The $9.1 million was distributed in two phases.  The original base amount of

$6.4 million was initially distributed to all schools with an additional $2.7 
million in flex funds allocated at a later date. 

o Funds are allocated to schools based on 50.0% straight line average and 
50.0% Free and Reduced Lunch status

o The floor of $84,143 has been set to ensure every school has the option to 
fund at the equivalent of one teacher 
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School and Cluster Flexibility Allocation

Allocation Strategy (continued):
 Cluster Flexibility Allocations ($2.5 million) - to allow clusters specific 

allocations to be used for flexibility in meeting the specific needs of individual 
clusters
o Allocations are based on even distribution

 Signature Flexibility Allocations ($7 million) - to allow clusters specific 
allocations to be used for flexibility in meeting the specific needs of the signature
programming (International Baccalaureate, STEM, and College and Career 
Prep) selected by each cluster.
o Allocations are based on the specific program selected the year of 

implementation
 Transition Allocations ($1 million) – to ease the transition year for schools 

impacted by closures and consolidations through the turnaround strategy. 
o Impacted three schools 
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FY17 School Budget Template

The purpose of this template is to support the budget development process. School templates are reviewed by the Associate 
Superintendents to assure that at a minimum, the Standards of Service are being met for all 

schools prior to final sign-off 

As you populate the FY2017 Request column the changes are reflected in the Budget Adjustment column and will affect your Unallocated 
Balance.  Changes can be made throughout the budgeting process as long as the budget balance is “0” when the final draft is submitted.  
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FY17 Department Budget Template
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Budget Reporting (BAR)
Manage your budget by reviewing the Budget Accountability Report (BAR) monthly.  This 
provides a detailed review of your spending trends, budget activities, number of transfers:

95 
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Budget Reporting (BAR)
Manage your budget by reviewing the Budget Accountability Report (BAR) monthly.  This 
provides a detailed review of your spending trends, budget activities, number of transfers:

96 
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Position Control
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Budget Change Request (What is it?)

• What is a Budget Change Request?

• When do I submit a Budget Change Request?

• Who can approve a Budget Change Request?

• How do I submit a Budget Change Request?
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Step 1:  Log into LAWSON Step 2:  Click “Dashboard” then 
              “Administrative Support” or 
               “Manager Self-Service BCM”.
               A new window will open. 

Budget Change Request

86
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Step 3:  Under Financial Management 
              Click “Budget Worksheet”

Budget Change Request

87 
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1. Fiscal Year 
(Currently 
2017)

2. Budget Number
(Always 1)

3. APS Program 
(GL298)

4. State Program 
(GL298)

5. School Location
Code (GL298)

Press Enter

Budget Change Request
Step 4:  Complete the Form with the Parameters:

88 
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Step 5:  LAWSON will process the request and when complete a new window will open

Budget Change Request

89 
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Step 6: Hold down the CTRL key
             and select the icon in
             the top left hand corner
             (circled above). When the 
             “Export” box opens, select
             Microsoft Excel (97-2003)
             Data Only (continue to hold
             the CTRL key) and the 
             Excel spreadsheet opens.
  

Budget Change Request

90 
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Step 7: Release the CTRL key and press “Open” to access the worksheet in Excel.
  

Budget Change Request

91 
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Budget Change Request

Step 8: Select “Enable Editing” to
             begin, then click the top left
             corner block (above the”1”
             and left of the “A”) so the 
             whole worksheet is 
             selected. Double-click any
             divider between two  
             columns. This will resize all
             of the columns according to
             the size of the data in each
             column and eliminate the 
             #### that are in the data
             fields.  

92 
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Step 9:  Use the “Change” Column (Column M” to indicate the amount you would like to move.  Use 
NEGATIVES where
                you wish to DECREASE the budget and POSITIVES where you wish to INCREASE the budget.  

                When you have indicated all of the changes you would like to have made, click the Column Letter 
“M” and review

                the total at the bottom of the Excel Program, to ensure that the budget is still in balance.  If it is not 
$0 continue to make changes until it is.  This is required to keep the budget in balance.  

 
 Step 10: Save and send completed Budget Change Request to your Budget Personnel in the Finance Dept. 

 

Budget Change Request

93 
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Account Structure
Most of the numbers which make up the accounting unit used by Atlanta Public Schools 
(APS) are those which are required by the State in reporting expenditures.  Understanding 
these numbers will aid in preparing your budget, submitting requisitions/purchase orders and 
charging expenditures to the proper account. 

                                                           State
   State        State                   State    Prog               Account          Sub-Account
Company    Fund  Program    Loc      Code          (State Function)     (State Object)
   761       100     1200      8010   9990             1000              6100

The above account number has 26 digits which is the maximum number for an account.

Accounting Unit

STRUCTURE DEFINITIONS
Company: State entity code assigned to APS (Company – 761)
Fund: The specific financing source;100 is General Fund, 300 is SPLOST, and 402 is Title I
Program: Assigned by the Budget Department to designate internal programs
Location:  Provides the physical location of the expenditure
State Program Code:  State component assigned to APS to denote specific program objectives

107 
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 1000 – Instruction - Activities dealing directly with the interaction between teachers and students 
 2100 - Pupil Services – Activities designed to assess and improve the well-being of students and to 

supplement the teaching process
 2210 - Improvement of Instructional Services – Activities which are designed primarily for assisting 

instructional staff in planning, developing, and evaluating the process of providing challenging learning
experiences for students

 2220 - Educational Media Services – Operating educational media centers 
 2230 – Federal Grant Administration - Activities concerned with the demands of Federal Programs 

grant management
 2300 - General Administration - Activities performed by superintendent, administrative support 

personnel and deputy having overall administrative responsibility
 2400 - School Administration – Activities concerned with overall administrative responsibility for 

school operations
 2500 - Support Services Business – Business activities concerned with the fiscal operation of the 

district
 2600 - Maintenance and Operations – Activities concerned with keeping the physical plant open, 

comfortable, and safe for use
 2700 - Student Transportation Service – Activities include supervision of student transportation, 

vehicle operation, servicing and maintenance, bus monitoring and traffic direction

108 

Account (State) Functions

* Source: Department of Education, State Chart of Accounts 

 2800 - Support Services Central – Central office activities other than general administration 
and business services

 2900 - All other support services not properly classified elsewhere in the 2000 series
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 1XXX – Salaries 
 2XXX – Benefits
 3XXX – Purchased Professional Services

o Services with specialization in skills or knowledge (i.e. consultants,
lawyers)

 4XXX – Purchased Property Services
o Expenditures related to property 

 5XXX – Other Purchased Services
o Includes student transportation, travel and communication costs

 6XXX – Supplies
 7XXX – Property

Sub-Accounts (State) Objects
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Budget Reporting (GL298)
Manage your budget by running the Lawson GL Commitment Analysis Report (GL298 
Report) monthly.  This provides a detailed review of your budget activities:

Commitments
Requisitions that have not 

turned into purchase orders

Total
Expenditures 

+Encumbrances 
+Commitments

Encumbrances
Unpaid /partially paid 

purchase orders

Expenditures
Resources that have been 
processed and received in 

the Lawson system Budget
Dollar amount approved to 

spend

Budget Balance
Budget minus Total

110 
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Benefits:

• Reduces time away from your school or office 

• Accessible from office, home or on the go

• Just in time training when you need it

*The course is accessible in MyPLC via Google Chrome (Course #157339)  

Online Training Available!

How to Run Your Budget Report (GL298)
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DEBRIEF SESSION
1. What went well? (green index cards!)
2. What didn’t go well? (pink index cards!)
3. How can we improve? (yellow index cards!)

112 

We want to hear from you…..
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QUESTIONS

Accounts 
Payable

Budget Procurement

Payroll

Finance

Hotline

Contact us with Questions

Call ext. 2458
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Saundra Burgess
Executive Director  
404.802.2212

 

Stephanie 
Armstrong
Payroll Analyst
404.802.2213

Londa Bowers
Payroll Associate
404.802.2217

Sheila Neal
Payroll Associate
404.802.2215

Payroll

Gladys Watkins
Assistant Director of Payroll
404.802.2219

Stacey Dodson
Payroll Analyst
404.802.2218

Monique Craft
Payroll Associate
404.802.2210



Strong Students I Strong Schools I Strong Staff  I Strong System

Payroll
Responsible for managing Atlanta Public School’s payroll system, to ensure timely payments 
to employees, liability payments* and to provide payroll information efficiently and accurately

CLOCK IN – CLOCK OUT = GET PAID!

 All employees must be registered on the Kronos clock
 Timekeeper must review and monitor timecards daily to manage incorrect punches or 

policy abuse
 BCMs must review timecards prior to mandatory signoff to ensure accuracy and timely 

paychecks
 Exception-based pay system

Payroll Cycle and Pay Date
 Pay Period Cycle (1st - 15th = Pay Date 30th or 31st) 

o Unless it falls on the weekend or holiday then pay date will be on the Friday before.

 Pay Period Cycle (16th - 31st = Pay Date 15th) 
o Unless it falls on the weekend or holiday then pay date will be on the Friday before.

115 

*An obligation that legally binds an individual or company to settle a debt.
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Payroll

KRONOS – Time and Attendance System
 Imperative to clock in and out daily

 View schedule on clock

 View  punches on clock

 View leave balances on clock

 Notify Client Support immediately of any clock problems

 Notify Payroll immediately of any system problems

 Training is required for all BCMs/Principals/Supervisors and 

Timekeepers

116 

Payroll Calendar – emailed and posted on Employee Resource under Finance – 
Payroll at https://my.apsk12.org/business

https://my.apsk12.org/business
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Payroll
Lawson Employee Self-Service (ESS)
Employee Self Service can be accessed via the Lawson portal using your employee number 
and password.  You have the ability to review, print and make changes, if applicable for the 
below items:
 Paystubs 
 Leave Balance
 Direct Deposit – Adds/Changes/Deletions 
 W4/G4 – Tax Withholding – Adds/Changes 
 W2

117 

Non-Annual Duty Employees
Last pay check for FY16 school year:  August 15, 2016

Non-Annual Duty Employees

First pay check for FY17 school year:  August 31, 2016
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Payroll

118 

One-Time Payments/Stipends

 Approved forms must be received in the Payroll 
Department by noon, two (2) days before the scheduled 
close of the pay period

 Excel spreadsheet must be sent to the Payroll 
Department via softcopy

 Employee should be paid no later than the next pay 
period once it has been received and processed in Payroll

 Payments for Professional Development and any other 
one-time service must be made upon the completion of 
service and should never be held as incentives.  
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One-Time Payment Form 
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Electronic Upload Spreadsheet
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QUESTIONS

For questions regarding Payroll, please contact
Gladys Watkins, Assistant Director of Payroll at (404) 802-2219

Saundra Burgess, Executive Director of Disbursements at (404) 802-2212
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Saundra Burgess
Executive Director  

404.802.2212

Jeff Thomas
Director

404.802.2323

• Lynn Lewis
• AP Associate
• 404.802.2448

Rose Jones
Assistant Director

404.802.2336

Benefits & Risk Management

Melanie Mabry
WC / Unemployment 

Specialist
404.802.2301

Jane Weir 
Health Benefits Specialist

404.802.2327

Sylethia Bryant
Health Benefits Specialist

404.802.2334

Mai-lan Williams
Retirement Specialist

404.802.2377

Dennis White
WC / Unemployment 

Manager
404.802.2335
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Benefits & Risk Management
Responsible for providing, maintaining, consulting, and administering benefits to Atlanta
Public School’s employees. We provide clear well-defined information to employees* to
manage their health and wellness.  The Risk Management (RM) unit maintains a balance in
keeping our employees, students, and the district whole.

Benefits Offered

123 

 Group Health Insurance
 Group Dental Insurance
 Group Vision Insurance
 Group Long-term Disability Insurance
 Group Life Insurance

 Group Cancer Insurance
 Group Short-term Disability Insurance
 Group Long-term Care Insurance
 Dependent Day Care
 Medical Spending 

* Employees” or “worker” shall include every person, including minors, working full-time or part-time under a contract of hire, written or implied.
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Benefits & Risk Management

124 

Pension 

Atlanta Public Schools does not participate in Social Security.  Participation in a pension plan 
is mandatory, which includes:

 Teacher Retirement System (TRS)
 General Employee Pension Plan (GEPP)
 Employee Retirement System of Georgia (ERS)

* Employees” or “worker” shall include every person, including minors, working full-time or part-time under a contract of hire, written or implied.

Annuities
Atlanta Public Schools offers a 403(b) tax sheltered annuity option and a 457 deferred 
compensation plan whereby earnings may be excluded from your taxable income up to limits
as set forth by the Internal Revenue Service.  These are voluntary plans and there are no 
employer contributions.
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Benefits & Risk Management

125 

Changes/Updates to Benefits

Requests for any change/update to a benefit due to a qualifying event must be submitted 
through the Employee Benefits Department.  Qualifying events are defined as follows:

To declare a qualifying event…
Log onto https://e-aps.apsk12.org/lawson/portal/index.htm
Click Employee Self-Service
Click Life Events

Spouse’s New / Loss of Job
Birth
Adoption

Marriage
Divorce
Death of Dependent
Dependent’s 26th birthday

Employee Self Service Portal

Documentation on all benefits offered with Atlanta Public Schools can be found in the Lawson 
Employee Self Service.
Log onto https://e-aps.apsk12.org/lawson/portal/index.htm
Click Employee Self-Service
Click Benefits
Click Benefit Plan Descriptions

https://e-aps.apsk12.org/lawson/portal/index.htm
https://e-aps.apsk12.org/lawson/portal/index.htm
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Benefits & Risk Management
Overview of Worker’s Compensation (WC)
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Claim Reporting (within 48 hours of the injury)
Claims should be reported to the Workers’ Compensation and Unemployment team on the 
day of the injury. A “First Report of Injury” must be completed by the Supervisor or Employee.
Some sections should be left blank for the WC team to complete.  We are always available to
help, just call Ext. 2301 or 2335 for all injuries.

Refer the employee to the panel of physicians to choose a physician
Employees have the right to make the first choice from the panel. If not satisfied with the first 
physician choice, refer them to RM so they can elect to use their free “one-time change”. 
Caduceus Occupational Medicine and U.S. Healthworks (formerly Choice Care) are available 
for walk-in visits. There are also six (6) specialty groups available for treatment beyond an 
occupational medicine clinic. 

Provide a copy to the employee
Once the “First Report of Injury” is completed and forwarded to RM via fax or mail, provide a 
copy to the employee. If sent via email, please be sure to copy the injured worker.  Once 
received, WC will prepare and mail a Claims Packet*.

* Claims Packet which contains the panel of physicians, bill of rights, WC-1, WC-207(Authorization and consent to release medical information), mileage form 
(currently  $.40/mi.), and Election of Salary or Workers’ Compensation Benefits form. 
(https://portal.apsk12.org/sites/hr/Workers%20Compensation%20%20Unemployment/ClaimsPacket.pdf)  

https://portal.apsk12.org/sites/hr/Workers%20Compensation%20%20Unemployment/ClaimsPacket.pdf
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Benefits & Risk Management
Overview of Worker’s Compensation (WC)
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Election of Salary or Workers’ Compensation Benefits Form

 Timekeeper’s should use Code 19 for Workers’ Compensation to record total disability 
and time away from work for scheduled medical appointments by the Authorized Treating 
Physician (ATP). If the ATP is unknown, call the WC team for assistance. Employees 
should make every effort to schedule appointments around their work day.

 Drug testing-3 hours for alcohol/8 hours drugs post-accident. 
 Employees released to return to work with restrictions may be assigned to other positions 

during the period of recuperation by the employee’s supervisor or the Human Resources 
Division if no appropriate positions are available within their department. 

 During an employee’s recuperation, keep the employee informed of regular school or 
department activities so that they can return to work with the knowledge of daily activities 
and events. Continuous interaction with our injured workers who remain a part of the 
integral core of our role in serving students is encouraged. 

 Employees released to regular or full duty work, are expected to return to their former 
position. In the event employees are released with permanent medical restrictions, WC 
will review for job placement in accordance with state and federal laws.
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QUESTIONS

For questions regarding Benefits, please contact
Jeff Thomas, Director of Benefits and Risk Management at (404) 802-2323
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Resource Acquisition
How to Acquire Resources (goods and services)

within the Allotted Budget

129 



Strong Students I Strong Schools I Strong Staff  I Strong System 130 

Randall Sellers
Director  
404.802.1568

 

Teresa Adams  – Procurement Officer  
West Region
404.802.2466

Cheryl Bullock – Procurement Officer 
North Region
404.802.2484

Jenel Mcmillian  – Procurement Officer
South Region 
404.802.2519

Joyce Carter – Senior Procurement Officer
South Region, Charters
404.802.2593

 

LaShon Hunt – Senior Contract Specialist
South Region, Charters
404.802.2531

Marki Dixon – Senior Procurement Officer
East Region
404.802.1564

 

Procurement
Crystal Moore
Administrative Assistant II/Surplus  
404.802.2532
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Procurement
HOW TO PROCURE GOODS AND SERVICES

Board Policy DJEA 

Vendor Management

Competitive Procedures

Board Action Items

Unauthorized Purchase

Contracts 

Lawson 

DJEA Purchasing Authority Board Policy
 
The Atlanta Public Schools (APS) must buy supplies, 
services, and construction from the business community to 
operate. The Atlanta Board of Education shall appropriate 
funds that will be used, pursuant to administrative regulations 
set forth by the Superintendent, to procure the required goods
and services.  

 Governs the District’s procurement of good and services
 Outlines the competitive procedures 
 Provides exceptions to the competitive process

131 
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Procurement

Board Policy DJEA

Vendor Management

Competitive Procedures

Board Action Items

Unauthorized Purchase

Contracts 

Lawson 

Vendor Management
 
In order to conduct business with APS a vendor must first 
register by submitting a completed application to 
Procurement Services. The application is available on the 
APS Procurement website.

Vendors are recognized by APS in the following categories:
 A registered vendor is one who has submitted a 

vendor application to Procurement Services and 
been assigned a vendor number. Once the vendor
has received a Lawson ID, they will be notified 
that they are an APS registered vendor.

 An awarded vendor is one who has been 
determined to be the lowest, responsive, 
responsible bidder or offers the best value to the 
District as the result of a formal solicitation (over 
$25k) or informal quote (under $25k). An awarded
vendor must also be a registered vendor.
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Procurement
Competitive Procedures
With the exception of a few categories*, all purchases and contracts for goods and services 
shall be made through the APS competitive process.

Board Policy DJEA

Vendor Management

Competitive Procedures

Board Action Items

Unauthorized Purchase

Contracts 

Lawson 

Under $2,000

One (1) Quote 
Required**

$2,001 - 
$24,999.99

Four (4) Quotes 
Required**

$25,000 and Over
STOP

Requires a formal 
solicitation 

conducted by 
Procurement 

Services**

Under $2,000.00
 Purchase may be made without getting competitive quotes

Between $2,001.00 and $24,999.99
 Requires at least four (4) written quotes
 Quotes may be obtained via fax, e-mail, catalog or website
 “No Quotes” may not be used as one of the four (4) required quotes
 Maintain copies of the quotes as they will be requested to support 

purchases
* See Section 4 of the Procurement Purchasing Policy (http://www.atlanta.k12.ga.us/page/250)
** Unless there is an existing or current APS contract
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http://www.atlanta.k12.ga.us/page/250
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Procurement

Board Policy DJEA

Vendor Management

Competitive Procedures

Board Action Items

Unauthorized Purchase

Contracts 

Lawson 

Under $2,000

One (1) Quote 
Required**

$2,001 - 
$24,999.99

Four (4) Quotes 
Required**

$25,000 and 
Over
STOP

Requires a 
formal 

solicitation 
conducted by 
Procurement 

Services**

OVER 25k - Six (6) stages are required to complete a formal solicitation process

 Discovery (meetings)   3 - 5 days
 Development (specifications, scope of work)   7-14 days
 Release (“on the street”, pre-bid, Q&A) 14-28 days
 Evaluation (administrative review, vendor presentation)   5-10 days
 Recommendation for Award (board approval not  required)   7-10 days
 Recommendation for Award (board approval required) 30-60 days
 Contract Administration 30-60 days
The number of days are estimates only and may vary by solicitation.

Competitive Procedures
With the exception of a few categories*, all purchases and contracts for goods and services 
shall be made through the APS competitive process.
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* See Section 4 of the Procurement Purchasing Policy (http://www.atlanta.k12.ga.us/page/250)
** Unless there is an existing or current APS contract

http://www.atlanta.k12.ga.us/page/250
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Procurement

Board Policy DJEA

Vendor Management

Competitive Procedures

Board Action Items

Unauthorized Purchase

Contracts 

Lawson 

135 

 Emergency - Threatens the health, welfare or safety of 
students/staff; Superintendent must declare

 Piggyback Agreement - State of Georgia, National Joint 
Powers Alliance (NJPA), US Communities

 Excludable - MARTA passes, Memberships

Exceptions to Competitive Procedures
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Procurement

Board Policy DJEA

Vendor Management

Competitive Procedures

Board Action Items

Unauthorized Purchase

Contracts 

Lawson 

Board Approval Required

136 

 Consultant contracts with a total annual value of $50,000
or greater

 Contracts with a total annual value of $100,000 or 
greater

 Capital projects contracts with a total annual value of 
$200,000 or greater

Board meetings are scheduled the first Monday of every 
month, therefore it is imperative that you work with the 
Procurement Department in advance (typically 3 months) to 
ensure timely acquisition of your resources (goods/services).

Working together to provide the necessary lead time to meet
your acquisition needs is key to meeting your deadlines and 
supporting the children in the District.  
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Procurement

Unauthorized Purchase

An unauthorized purchase is one that is made by an 
individual or individuals who lack the authority to do so, or 
made without following established District purchasing 
policies and procedures, resulting in a financial District 
commitment.

Disciplinary actions may be taken against the individual 
or individuals involved in the unauthorized purchase.

Ratification
An unauthorized purchase may be ratified by completing and
submitting an Unauthorized Purchase Ratification Request 
form to the Director of Procurement Services, which also 
must be signed by the Superintendent. 
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Procurement

Board Policy DJEA

Vendor Management

Competitive Procedures

Board Action Items

Unauthorized Purchase

Contracts 

Lawson 

Contract Administration 

There are three processes within Contract Administration:
 Contract negotiations, drafting and execution

 APS template contracts, vendors contracts, piggyback.
 Contract compliance and vendor performance management

 Monitors whether a vendor is providing the goods or 
services in accordance with the contract.  Enforcement 
mechanisms include performance improvement plans or 
possible contract termination.

 Contract renewals, terminations and close- outs
 Contracts can be terminated early.  Contracts may expire 

naturally which means vendors are no longer allowed to 
provide goods or services they originally contracted to 
provide.

Do not sign any contract yourself. Only the Superintendent or 
his/her designee may sign contracts.
No work can begin until a fully-executed contract is in place and/or a 
purchase order has been issued to the vendor.
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Purchase Orders 

139 

From a Request to an Actual Purchase 

 Requisition

A formal request in our Lawson system for the purchase of
goods and services.  At the school level, this is typically the
school principal or school secretary.  At central office, this is
typically the administrative assistant for the department.
Note: Requisitions in the amount of $100,000 and above
must include the Board Docs approval number.

 Purchase Order 

A legally binding document that authorizes a purchase
transaction.  The buyer (APS Procurement Officer) will
ensure that an executed contract is in place, or that our
purchasing policy has been followed, before issuing a
Purchase Order.
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Board Policy DJEA

Vendor Management

Competitive Procedures

Board Action Items

Unauthorized Purchase

Contracts

Lawson 

Procurement Notifications
Lawson Reports & Notifications
Aged Requisitions (Day 4, Day 7 and Day 10) Messages
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The following requisition(s) have been waiting for approval for 4 days.  This order
cannot be processed until all approval levels are obtained.  Please log into your
in basket to approve, reject or un-release this requisition.  Next reminder will be
generated in 3 days and will be routed to your supervisor.

 Day 4 – Recipients (Approver)

The following requisition(s) have been waiting for approval for 7 days.  This order
cannot be processed until all approval levels are obtained.  Please log into your
in basket to approve, reject or un-release this requisition.  This order will be
cancelled by the system 10 days after the requisition date.

 Day 7 – Recipients (Approver’s Supervisor, Approver, Requester)

The following requisition(s) have been awaiting approval for 10 days.  If not
approved today, they will be cancelled by the system at the end of the
business day.

 Day 10 – Recipients  (Approver’s Supervisor, Approver, Requester)
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Procurement Notifications

Board Policy DJEA

Vendor Management

Competitive Procedures

Board Action Items

Unauthorized Purchase

Contracts

Lawson 

Lawson Reports & Notifications
 
 Lawson Smart Notification – Invoiced Not Received

 Lawson Smart Notification – Daily PO’s by Requester

 Lawson Requester Reports – see Lawson dashboard

 PO’s over 30 days with no activity – Procurement Only
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Smart Notification – Aged Requisition
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Invoiced Not Received

Daily Purchase Orders by Requester

Procurement Notifications
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Requester Reports by Purchase Order or Requisition Number

Procurement Notifications

Go to “myAPS” and select Requestor Reports on the menu bar
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Lawson – Requester Reports
Purchase Order
View and/or print a purchase order by purchase order number.
Purchase Order by Requisition Number
View and/or print a purchase order by requisition number.
Purchasing History after a specific date to present
View a report of purchase orders issued after a specified date by requester ID, PO date range 
and vendor (optional).
Purchasing History Historical 
View a report of purchase orders issued before a specified date by requester ID, PO date 
range and vendor (optional).
Purchasing History Export
View a report of purchase orders issued by requester ID, PO date range and vendor (optional).
Open PO Balances (Co 761)
View a report by requesting location of remaining purchase order balances.
PO Clean Up – Closing Purchase Orders
Create report by requesting location and optional date range, PO number, accounting unit or 
vendor of open PO lines.
Information from this report may be sent to your assigned Procurement Officer when 
requesting that a PO be closed.
Requisition Approval Path
View requisition approval path by approver and date.
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Procurement

Board Policy DJEA

Vendor Management

Competitive Procedures

Board Action Items

Unauthorized Purchase

Contracts

Lawson 

Managing Open Purchase Orders
 You may be notified of any purchase orders that have gone 30 days (starting

with the PO issue date) and has no activity (received, invoiced, etc.).
 The purpose of this notification is to help ensure that goods/services are 

received in a timely manner.
 Goods must be received in Lawson. Services are not received in Lawson.
 Vendor must submit an invoice to the Accounts Payable department to be 

paid in a timely manner.
 When a PO is closed and has a remaining balance, the remaining funds will 

go back in the budget (refer to the open PO balance report).
 When a PO is cancelled, the funds will go back in the budget.

Helpful Tips

 District-wide contracts are available on www.atlanta.k12.ga.us, 
o Quick Links > Procurement > Contracted Vendors

 IT hardware/software requires IT approval

 

Note: Ongoing training – My PLC

http://www.atlanta.k12.ga.us/


Strong Students I Strong Schools I Strong Staff  I Strong System 147 

Lawson Access - Open PO Balance Report
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Open PO Balance Report
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• For small dollar purchases under $2,000 use your P-Card
o ($2,999 for Title I Purchases)

• District Contracts 
o Go to www.atlanta.k12.ga.us

o Quick Links, Procurement, Contracted Vendors

• IT hardware and Software (must be approved by IT, contact your IT 
integrator)

• Goods and Services not under contract – must be approved by the Associate 
Superintendent

Procurement-Reminders

http://www.atlantak12.ga.us/
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QUESTIONS

For questions regarding Procurement, please contact
Randall Sellers, Director of Procurement at (404) 802-1568
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Thank You!


