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Colegio Franklin Delano Roosevelt                  H1.000 
 POLICY 

 
 
FISCAL MANAGEMENT  
 
 
An effective, efficient management of funds is essential to guarantee the financial 
stability, the future and the quality of the instructional program of the school of 
the Instituto Educacional Franklin Delano Roosevelt.  Therefore, in order to 
ensure appropriate fiscal management, the Board of Directors has established 
the following rules: 
 

1. To practice advance financial planning. 
2. To establish appropriate levels of funding to maintain the high 

quality educational programs. 
3. To have balanced operational and capital budgets and to maintain 

fiscal responsibility. 
4. To use the most effective procedures for all aspects of fiscal 

management. 
5. To provide timely and appropriate information to the Roosevelt 

community. 
6. To ensure the appropriateness and quality of fiscal operations 

through an annual external audit and any other special interim 
audits as necessary. 

7. To practice accrual fund accounting. 
8. To establish separate reserve funds for capital and operational 

necessities. 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: December 12, 2001; November 16, 2004 



 

 

Colegio Franklin Delano Roosevelt                   H2.010 
 POLICY 

 
 
 
 

 
BUDGET PURPOSE AND ADMINISTRATION  
 
The annual operational and capital budgets are controlled spending plans for the 
upcoming year, which should reflect the general philosophy and goals of the 
school.  They shall serve as the financial plan within which the school staff 
operates. 
 
The Superintendent is authorized to make expenditures and commitments within 
the approved budgets, in accordance with school policy.  The same will apply for 
expenditures that are not included in the original annual budgets, but are 
subsequently approved by the Board. 
 
The Superintendent and the Finance Manager are responsible for assuring that: 
 
1. All expenditures are recorded and accounted for according to current 

standard accounting principles. 
 
2. Funds are used only for those purposes for which they were budgeted. 
 
 
3. Financial obligations are paid in a timely manner. 
 

 

 

 

 

 

 

Adopted: June 19, 1979 
Revised: December 12, 2001 

 

 



 

Colegio Franklin Delano Roosevelt                   H2.020 
 POLICY 

 
 
BUDGET CALENDAR  
 
 
1. Fiscal Year :  In accordance with Peruvian Law, the fiscal year for legal 

and tax matters will run from January 1st to December 31st.  However, 
regarding school operations, the school budget year will run from August 
1st to July 31st. 

 
2. Calendar for Operational and Capital Budget Review and Approval :  

Every year, no later than September 1st, the Superintendent shall prepare 
a budget calendar for the following academic year specifying dates for 
review and approval.  The approval date should be scheduled for the 
regular Board Meeting in December.  In the following month of  
JuneSeptember, the budget should be updated with the latest available 
information and presented for review and approval by the Board.   

 
 
 
 
  
 
 
 
 
 
Adopted: June 19, 1979 
Revised: December 12, 2001; November 16, 2004; December 18, 2007 
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 POLICY 

 
 
 

 

BUDGETING SYSTEM 
 
 
FDR's budgeting system must express in financial terms the major programs to 
be carried out by the school. Programs are defined as established and 
operational sub-divisions within the school which are organized to meet stated 
goals and objectives. 
 
The approved operating and capital budgets will contain line items against which 
expenditures will be charged.  The Board of Directors and administration shall 
make every effort to ensure that actual requests and needs are accurately 
reflected. 
 
Allocations to a payroll reserve fund and an emergency operating reserve fund 
shall be included in the annual operating budget.  An allocation to a capital 
assets replacement reserve fund shall be included in the annual capital budget. 
 
All aspects of the budgeting process shall conform with requirements of Peruvian 
law, the Southern Association of Colleges and Schools regulations, GAAP 
guidelines for accrual fund accounting, and Board policies. 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: December 12, 2001; November 16, 2004 
 

 
 
 

 



 
 

Colegio Franklin Delano Roosevelt                  H2.040 
 POLICY 

 
 
 
 
 

BUDGET PROCESS 
 
 
 
(1) Preparation.  The Finance Manager, under the supervision of the Superintendent, and 

with input from all cost center supervisors, prepares the annual operating and capital 
budgets. 

 
(2) Presentation.  The Superintendent presents the proposed annual budgets to the 

Finance Committee.  The Superintendent is joined by the Finance Manager in 
explaining the rationale for the budget requests. 

 
 
(3) Review /Revision.  The Finance Committee reviews and revises the budget proposals 

and prepares balanced budgets for submission to the Board of Directors for approval. 
 
(4) Approval.  The Board Treasurer, as chair of the Finance Committee, submits the 

budgets to the Board of Directors for approval.  This is done in a general (not 
executive) meeting of the Board of Directors. 

 
 
 
See also:  H2.020 - Budget Calendar 
 
 
 
Adopted:  June 19, 1979 
Revised: October 16, 2001 
 



Colegio Franklin Delano Roosevelt                  H2.050 
 POLICY 

 
 
 

FINANCIAL REPORTS 
 
The Board of Directors shall receive comprehensive financial reports, showing 
the financial status of the school.  The reports will include at a minimum a) a 
statement by category of expected income and the percentage received to date 
based on the approved budget b) a statement by classification of appropriations 
and amounts and percentages of actual expenditures and accounts payable as 
compared to the approved budget and c) a balance statement. 
 
On an annual basis the Superintendent will propose to the Board for its review 
and approval the formats and schedule that administration will use to present all 
financial reports for the upcoming fiscal school year. The BoardÕs Finance 
Committee will also receive a copy of the proposal for their review and 
recommendations to the Board regarding the proposal.  Once the formats and 
schedule are approved by the Board, any changes to the reports during the fiscal 
school year must have majority Board approval prior to implementation. 
 
Such other financial records as may be determined necessary by either the 
Board of Directors or the Superintendent will be presented periodically. 
 
 
 
Adopted: June 19, 1979;  
Revised: May 18, 2004 



 

 

Colegio Franklin Delano Roosevelt                   H2.060 
 POLICY 

 
 
 
TRANSFER AUTHORITY 
 
 
 
The Superintendent, the AFM, a Principal, the Director of Advancement or the 
Facilities Manager may authorize transfer of budget line item expenditure limits 
from one budget line item to another budget line item within their respective 
budgets, so long as that transfer does not exceed 5% of the amount in the line 
item it is being transferred to.  Additionally, these transfers of expenditure 
amounts can be made only if the transfer is from an operating budget line item to 
another operating budget line item which is not a salary and benefits related line 
item or is not an established reserve fund line item, and it is reported in writing to 
the Superintendent and the AFM prior to making the transfer. 
 
All transfers following the guidelines stated above, but in excess of the 5% limit, 
require prior written approval by the Superintendent. 
 
Transfers of more than 10% following the guidelines as stated above, or a 
transfer that is associated with a salary and benefit line item, will require prior 
Board approval. 
 
Any transfer from a line item in the capital budget to the operating budget, from a 
line item in the operating budget to the capital budget, or from any reserve fund 
line item will require prior Board approval. 
 
Any transfer made must be reported in an adjusted budget line item column to be 
added to all reports provided to the Board of Directors and the Finance 
Committee. 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: April 16, 2002; November 16, 2004 
 



 

 

Colegio Franklin Delano Roosevelt                  H2.070 
 POLICY 

 
 
 
 
 

BUDGET EVALUATION 
 
 
Under the direction of the Finance Manager, a monthly budget report will be 
prepared.  This report will include all expenditures and encumbrances for each 
budget line item.  The Finance Manager will also prepare a monthly finance 
report to be reviewed by the Finance Committee and the Board of Directors. 
 
All financial statements are to be completed in accordance with Peruvian law and 
Peruvian accounting principles. 
 
 
 
 
 
 
 
 
 
 
 
 
See also: Policy H3.040 - Audits 
 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: April 16, 2002 



     

 

Colegio Franklin Delano Roosevelt                   H3.030 
 POLICY 

           
 
 
 
INVESTMENT OF FUNDS 
 
 
The Board directs that all operating and capital funds, including non – borrowed 
reserve funds  and any temporary cash balances that will remain unexpended for 
a reasonable period, are to be deposited in an interest bearing account or 
invested in order to earn the maximum yield available with a minimum of risk. 
 
 
The annual investment strategy for reserve accounts should be developed by the 
Finance Committee and approved by the Board of Trustees. 
 
The school maintains three major investment funds: 
 
1. Contingency fund is for emergencies or unplanned expenses, when this 
money is needed it must be approved by the board, and should include a 
repayment period of no more than 2 years. 
 
2.  Capital Fund is for major capital projects. Money donated for certain projects 
must be separated and used only for the assigned project. 
 
3.  Short-term operating reserves. 
 
 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: April 16, 2002; November 16, 2004, December 16, 2008  



 

 

Colegio Franklin Delano Roosevelt                   H3.06 
 POLICY 

 
 
 
 
 
AUTHORIZED SIGNATURES 
 
 
(1) Checks.  The Superintendent is authorized to sign checks, drafts, 
vouchers or other orders on funds deposited in designated banks or 
financial institutions. 
 
In the absence of the above the President of the Board of Directors, the 
secretary-treasurer of the Board of Directors and other officially designated 
Board members are so authorized. 
 
(2) Legal Documents.  All legal documents pertaining to financial 
obligations or transactions of the school or payroll shall be signed by the 
Director.  These documents shall include, but not be limited to the following: 
 

A. Documents related to sale of school property. 
B. Rental contracts. 
C. Contracts for goods and services. 
D. Official payroll sheets (ÒplanillasÓ). 
E. Employment contracts with the Ministry of Labor of Peru. 

 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
 



Colegio Franklin Delano Roosevelt                            H3.06R 
      PROCEDURE 

 
Disbursement of Funds - General  

 
All expenditures must be within budget and supported by a requisition, which 
should be approved by the department supervisor and countersigned by the 
business office.  Requisitions for capital expenditures will require the signature of 
the superintendent or his/her delegate.  All expenditures not in the budget will 
require Board approval.  
 
Approved requisitions will be reflected on a voucher.  When the voucher is 
drafted, it will be approved by the person making the requisition, the supervisor 
and a business office representative.  Before authorizing a voucher for any local 
purchase for material or services in excess of $500 in value, every effort should 
be made to obtain three competitive bids for review and approval of one by the 
superintendent or his delegate.  When three bids are not received, an 
explanatory note, approved by the  superintendent or his/her delegate, must be 
attached.  
 
(a) Vouchers for budgeted expenses under the U.S. equivalent of $200.00 or 

its local currency equivalent can be jointly approved by the business 
manager, the administrative manager, the superintendent and/or the 
assistant superintendent.  

 
(b) Routine vouchers for salaries, rent allowances and tax payments should be 

prepared by the business office, and approved by the business manager.  
The voucher will be reviewed by the administrative manager.  The two 
signatories will be the superintendent and the administrative manager.  In 
their absence, signatory power will be authorized for the deputy 
superintendent and business manager, respectively.  If one of these 
persons is not available, an authorized board member will be asked to 
provide the  missing signature.  

 
(c) Vouchers for budgeted expenses and petty cash replenishments of less 

than the local currency equivalent of $2,000 are authorized for the joint 
signature of the administrative manager and superintendent. Petty cash 
replenishment vouchers should be accompanied by the  receipts for the 
prior expenditures from the petty cash fund. 

 
more 
 
 
 



Instituto Educational Franklin Delano Roosevelt   H3.06R 
PROCEDURE  

Continued 
 
(d) Vouchers other than those specified in 3(b), which are above  $2,000, or 

its local currency equivalent, require the joint signature of an authorized 
member of the board and either the superintendent or the  administrative 
manager.  

 
(e) Vouchers for budgeted capital acquisitions, which will be amortized over 

two or more years, will require the joint signature of an authorized member 
of the board and either the superintendent or the  administrative manager. 

 
 
Only when vouchers are completed and approved, may a check be drafted   
for payment.  
 
Check Signing 
 
1. All checks must be supported by a voucher approved by the business 

manager and the administrative manager.  
 
2. All checks will require two signatures as described below:  
 

Type A  Board members and the Superintendent will have type A  
signature powers, 

 
Type B  A Manager and a Principal will have type B signature  powers, 
 
Type C  Empowered employees will have type C signature powers.  

 
3.  Signatures on checks will be authorized according to the following  limits: 
 
 Less than $200 signed by any two of the above  
 More than $200 but less then $500, signed by C + B  
 More than $500 but less than $1,000, signed by B + B  
 More than$1,000 but less than $2,000, signed by A + B  
 More than $2,000, signed by A + A 
  

In the absence of one signatory, his or her signature can be  substituted by a 
person with higher (A or B) authorization.  

 
Adopted:  May 9, 1991 
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 POLICY 

 
 
 
 
 

ACCOUNTING SYSTEM 
 
 
The Superintendent, through the Administrative and Finance Manager, shall 
maintain an accounting system which will combine the desirable features of 
public accounting with the features unique to school finance, as well as provide 
necessary information for efficient administration of all aspects of the school, 
including management and recording of all revenue, expenditures and financial 
transactions. 
 
All financial statements and accounting practices are to be completed in 
accordance accrual fund accounting as outlined by GAAP and in accordance 
with Peruvian law and applicable Peruvian accounting principles. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: December 12, 2001; November 16, 2004 



 
 

 

Colegio Franklin Delano Roosevelt                   H3.020 
 POLICY 

 
 
 
 
 
COMPENSATION OF LENGTH OF SERVICE 
 
 
Compensation for Length of Service (CTS) shall be calculated and deposited in a 
bank in accordance with Peruvian Labor Law. 
 
 
 
 
 
 
 
 
 
 
 
 
 
See also:  Policy H3.030 - Investment of Funds 
 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: April 16, 2002 
 
 



 

 
Colegio Franklin Delano Roosevelt                   H3.040 

 POLICY 
 
 
 
 
AUDITS 
 
 
An annual, comprehensive, independent audit of the accounts of the Instituto 
Educacional Franklin Delano Roosevelt, and any related entities as directed by 
the Board, shall be conducted by a recognized firm of certified public accountants 
in accordance with Peruvian and/or United States generally accepted accounting 
procedures, as applicable.  This firm shall be recommended to the Board by the 
Audit Committee.  Once approved by the Board the firm will be presented for 
ratification by the general Assembly of Associates of the Instituto Educacional 
Franklin Delano Roosevelt at its annual meeting. 
 
The auditing firm should be changed at least every five years following normal 
business practices. 
 
The Board of directors may direct an interim audit, whenever it deems necessary.  
The Audit Committee and the Finance Committee are responsible for making 
recommendations to the Board for their approval on any special interim audits to 
be conducted.  The Finance Committee is responsible for recommending the 
schedule to the Board for any audits to be performed. 
 
 
 
 
See also: A2.060  Board of Directors Ð Committees 
  A2.062  Board of Directors Ð Description of Committees 
  B5.000  Other Administrative Personnel 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: April 18, 2000; November 16, 2004 



Colegio Franklin Delano Roosevelt                  H3.050 
 POLICY 

 
 
 
 
 

INVENTORY 
 
 
 
A complete fixed assets inventory is to be done at least every five years.  The 
inventory register is to be updated and revised on an annual basis. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: December 12, 2001 



 

 

Colegio Franklin Delano Roosevelt                  H3.070 
 POLICY 

 
 
 
 
 

CASH IN SCHOOL BUILDINGS 
 
 
After regular school closing hours, no cash shall be kept in any school building 
except in the safe in the business office.  All funds, e.g. student activities funds, 
petty cash funds, shall be deposited with the cashier in the Business Office daily. 
 
Staff members designated as responsible for various funds, who keep cash in 
the buildings overnight, do so at their personal risk and assume responsibility for 
those funds.  
 
 
 
 
 
 
 
 
 
See also: Policy H5.030 - Petty Cash 
 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: December 12, 2001 



 

 

Colegio Franklin Delano Roosevelt                   H4.010 
 POLICY 

 
 
 
 
 
PAYROLL SCHEDULING AND REPORTING  
 
 
All regularly employed staff, whether full or part-time, with the exception of the 
workers, shall be paid on a monthly basis.  Workers will be paid weekly in 
accordance with employee agreements and Peruvian law. 
 
Staff are paid on the 15th of each month or the previous working day if the 15th 
falls on a holiday or weekend. 
 
Workers are paid each Friday or the previous working day if Friday is a holiday.  
Salary payments for all employees are made through an electronic deposit to the 
employee's bank account. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: December 12, 2001 
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 POLICY 

 
 
 
 
 
SALARY DEDUCTIONS  
 
 
 
The following salary deductions are allowed: 
 
1. Those required by Peruvian law; e.g. private or public retirement fund and 

income tax. 
 

No deductions for taxes of any other country will be made; these are the 
sole responsibility of the individual employee. 
 

2. Garnishments as established by appropriate judicial decree. 
 
3. Repayment of advances against salary, subject to conditions of Policy 

H4.030 - Advances and Loans to Staff. 
 
4. Certain miscellaneous deductions authorized by the employee such as 

taxes and charity deductions. 
 
5. Certain miscellaneous deductions which have been paid for with school 

funds and determined by the administration to be the sole responsibility of 
the employee such as personal phone calls, lost school materials or 
equipment, and damaged equipment due to negligence. 

 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: November 2001; June 25, 2002 
 
 



 

Colegio Franklin Delano Roosevelt                   H4.030 
 POLICY 

 
 
 
 
 
ADVANCES AND LOANS TO STAFF  
 
 
 
1.   Advances.  An advance of one salary payment may be made to a staff 

member if approved by the superintendent.  A salary payment advance will 
not be awarded more than one month in advance of the date that salary 
payment is due to be paid. 

 
2. Loans.  An emergency loan of up to two month's salary may be granted to an 

employee if approved by the superintendent.  There can only be one such 
loan in any twelve-month period.  Loans are to be repaid by salary deduction 
in no more than eight installments.  The repayment installments must begin 
no later than two months after the loan is granted. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: January, 1986; December 1986; April 1987, April 16, 2002; 
November 16, 2004 
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 POLICY 

 
 
 
GENERAL PURCHASING AUTHORITY  
 

The Superintendent shall be responsible through the Logistics Department for all 
purchasing functions and shall establish procedures governing this area. 
 
a. The Logistics Department under the supervision of the Logistics Officer, 

through whose office all purchasing transactions are conducted or 
supervised, is authorized to purchase all materials, goods and supplies for the 
school. 

 
b. Purchases with Petty Cash are the responsibility of the Cost Center 

Supervisor. 
 
c. The Logistics Department shall operate in accordance with good purchasing 

practices, legal requirements and regulations as prescribed by the Board of 
Directors. 

 
d. The Logistics Department shall cooperate with the Department or Subdivision 

that will use the supplies and equipment in determining the type, quality and 
quantity to be purchased, when required. 

 
e. Purchases shall be made at the lowest possible cost consistent with school 

specifications of quality and services. 
 
f. For local purchases over US$1,500.00, the Logistics Department shall ideally 

obtain three (03) quotes and will include them in a comparative chart, which 
shall be signed by the Logistics Officer.  Exceptions are to be justified and 
signed by the Logistics Officer and the final user. 

 
g. For any Purchase or Contract over US$10,000.00, the Logistics Department 

shall obtain a minimum of three (03) quotes from registered vendors; and 
shall request that a Bidding Committee, directed by the Superintendent, meet 
to determine which quote will be accepted.  In situations in which the Logistics 
Department cannot obtain three (03) quotes, this shall be justified and signed 
by the Bidding Committee. 

 
h. Purchases related to recurrent items for which three quotes have already 

been requested, can be purchased from the same supplier without again 
requesting three (03) quotes, provided the purchase is performed within a 
period of six (06) months with the same competitive prices. 

 Page 1 of 2  



 

 H5.010 
 Continued  
 
i. When possible, it is expected that orders for similar items that will be placed 

to the same type of vendors, will be consolidated.  Consolidation will provide 
better purchasing conditions. 

 
j. Overseas Purchases made through catalogues by teachers will be the 

responsibility of each School Principal.  These requisitions do not require a 
bidding process.  A written rationale should be sent to the logistics officer to 
support the purchasing process. 

 
k. Regulations will be implemented in accordance to legal and Board mandates. 
 
l. The Logistics Department is responsible for creating and updating all the 

forms required for purchasing procedures. 
 
m. The Logistics Department coordinates with the Business Office for payments 
of all purchases performed by the Logistics Department and is responsible for 
obtaining legal documentation for those purchases. 
 
See also: Policy E6.020 - Purchasing and Storage 
 
Adopted:   June 19, 1979 
Revised: December 12, 2001; December 16, 2008 
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PETTY CASH 
 
 
Petty cash funds for the purpose of making small expenditures for the operation 
of the school may be authorized by the Superintendent.  Each fund must be 
authorized by the Superintendent as to the amount and the specific person, by 
position, responsible for the fund.  The amount of a petty cash fund shall be 
commensurate with the volume and the purpose of transactions.  The specific 
person authorized by the superintendent is responsible for proper safe keeping 
and accounting of his/her petty cash fund. 
 
 
 
 
 
 
See also:  Policy H3.070 - Cash in School Buildings 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: December 12, 2001 
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 POLICY 

 
 
 
 
 

EXPENSE REIMBURSEMENT 
 
 
In general, personnel who incur authorized expenses in carrying out their duties 
shall be reimbursed upon the approval of the authorized supervisor, and 
submission of such supporting receipts as required by the Business Office.  
Unless prior approval is given to the employee, the school is under no obligation 
to reimburse the expenses. 
 
Reimbursable expenses incurred by the Superintendent shall be paid upon the 
authorization of the Chairperson of the Finance Committee or the President of 
the Board of Directors. 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: July 19, 1979 
Revised: December 12, 2001 
 
 


