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The Newark Public Schools
Office of the Business Administrator

2 Cedar Street 

Newark, New Jersey 07102-3091

Phone: 973- 733-8467 
Fax: 973-733-7161
Cami Anderson                                                                                                                                                           Christopher Cerf

State District Superintendent                                                                                                               Acting Commissioner of Education

Valerie V. Wilson

School Business Administrator


To:
School Administrators




From:
Valerie V. Wilson


School Business Administrator

RE:
DISCRETIONARY FUNDS POLICY
Discretionary Funds are to be used to purchase items which will supplement teacher instruction that directly affects his/her work with students.  The Executive Director of Human Resource Services will verify and approve the list of teachers from each school who are eligible for discretionary funds reimbursement.  Only instructional staffs with direct student contact on a daily basis are eligible for these Discretionary Funds.  Therefore, the following staff members are not eligible:
1. Resource Teacher Coordinators

2. Facilitators/Literacy Coaches

3. Child Study Team Members

4. Whole School Reform Social Workers

The following procedures must be followed to obtain Discretionary Funds:

1. The Principal must deposit the check received from the district into the school’s checking account.  Discretionary Funds must be recorded separately and in a district ledger in the same manner as all other designated funds.

2. The Principal must submit the names and titles of each Teacher/Nurse who qualifies for Discretionary Funds to the Executive Director of Human Resource Services.   Once Human Resource Services verifies the list, it will be forwarded to the Accounts Payable Department for processing, and the checks will be generated for each school.  The checks will be available for pick up from the school of the Teacher/Nurse.
3. To qualify for reimbursement, the Teachers/Nurses must submit their receipts to their Principal for reimbursement.  These receipts must be the original receipts with the company’s name, address, date of purchase and a detailed description of the purchase. Teachers/Nurses must fill out a Discretionary Fund Request Form and attach all receipts to the form for reimbursement.

4. Teachers/Nurses within the same school may pool their monies together to purchase items for a common subject matter.  If this occurs, the check would be payable to the vendor.  Documentation must be maintained and attached to the files to support the expenditure for all of the teachers involved in the purchase.

5. Discretionary Funds cannot be used to purchase: 

a. Textbooks that are a part of the district’s curriculum

b. Food

c. Replacement of personal property

d. Personal donations
Non-consumable items are the property of the Newark Public Schools and cannot be removed from the school without the Principal’s permission.

6. Request for Discretionary Funds reimbursement cannot be made more than two (2) times in a school year.  To accomplish this and where small items are involved, the Accounting Department will review the records of the school and supporting documentation to ensure that the Discretionary Funds reimbursements are being properly approved and utilized in accordance with district policy.

Lastly, if as of April 1st of each school year there shall remain any unexpended amount in the Discretionary Fund, the unexpended amounts shall be redistributed according to the guidelines developed by the Office of the State District Superintendent and then be implemented in each school by the Principal in cooperation with the Union building committee.   If there are any unused Discretionary Funds remaining at the end of the school year, same shall be returned to the Newark Public Schools.  
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