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1.
BUSINESS OPERATIONS

1.1
The business office will maintain the accounting records and meet the disbursement and collection responsibilities for the New Mexico School for the Blind & Visually Impaired (NMSBVI).  Operations will comply procedurally with generally accepted accounting principles and adhere to New Mexico Department of Finance and Administration policies and regulations.


1.2
The business office manages residual income from the school's annual distribution of state trust funds.  These funds will be invested, in accordance with Board direction within state policy and NMSBVI Board approved policies.

2.
DOCUMENTATION

2.1
Source documentation resulting in disbursement of NMSBVI funds must originate outside the business office.  Auditable records of all transactions will be maintained to support changes to the school's accountability.  Appropriate collection media are prepared within the business office to backup collections into the school's general funds.  Media to collect agency funds will be prepared by the activity making the deposit.

3.
CHECK PROCESSING

3.1
Checks processed for disbursement will be signed by the superintendent or designated alternate.  The designated alternate should be an employee whose job responsibilities are not related to the financial and accounting operations of the School.
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