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Introduction 
 

The Board of Directors is accountable for establishing and maintaining a system of internal 
controls that when executed will ensure the practice of sound fiscal management practices and 
prevent the embezzlement, corruption, and mismanagement of funds.  The controls will comply 
with Generally Accepted Accounting Principles (GAAP) for non-profit corporations. Highpoint 
Virtual Academy of Michigan (HVAM) will ensure employees’ duties are so arranged and 
recorded and procedures are so designed as to make it possible to exercise effective accounting 
control over assets, liabilities, revenues, and expenditures. 

Whereas the Head   of   School (HOS) along with the Finance   Manager   will   have primary 
responsibility for managing the financial operations of the school and ensuring that all internal 
controls are clearly communicated, established, and upheld, the Board of Directors will have 
financial oversight. Every  School  Board  member  has  the  right to inspect and copy all books, 
records, and documents of every  kind  and  to  inspect  the  physical  properties of  the  
corporation, provided  that  such  inspection  is  conducted  at  a  reasonable  time  after  
reasonable  notice  and provided that such right of inspection and copying is subject    to the 
obligation to maintain the confidentiality  of  the  reviewed  information,  in  addition  to  any 
obligations imposed by any applicable federal, state or local  law.  All records and documents are 
to be retained in accordance with applicable federal, state, and local law. 

The financial policy and procedural guidelines contained in this manual are designed to comply 
with Federal Program Uniform Grant Guidance provisions. 
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Allowability of Costs– Federal Programs 
 
Expenditures must be aligned with approved budgeted items. Any changes or variations from 
the state-approved budget and grant application need prior approval from the state. 

 
When determining  how  HVAM  will  spend  its  grant  funds,  the  Program  Manager  will review 
the  proposed  cost  to  determine  whether  it  is  an  allowable  use  of  federal  grant   funds 
before obligating and spending those funds on the proposed good or service. All costs supported 
by federal education funds must meet the standards outlined in EDGAR, 2 Part 3474 and 2 C.F.R. 
Part 200, Subpart E, which are provided in the bulleted list below.    
 
The Program   Manager   must   consider   these   factors   when   making an allowability 
determination. Additional helpful questions to ask when making allowability determinations are 
located within this policy. 
 

• Be Necessary and Reasonable for the performance of the federal award. HVAM staff 
must consider these elements when determining the reasonableness of a cost. A cost is 
reasonable if, in its nature and amount, it does not exceed that which would be incurred 
by a prudent person under the circumstances prevailing at the time the decision to incur 
the cost was made. For example, reasonable means that sound business practices were 
followed, and purchases were comparable to market prices. When determining 
reasonableness of a cost, consideration must be given to: 

• Whether the cost is a type generally recognized as ordinary and necessary for the 
operation of HVAM or the proper and efficient performance of the federal award. 

• The restrains or requirements imposed by factors, such as: sound business 
practices; arm’s-length bargaining; federal, state, and other laws and regulations; 
and terms and conditions of the federal award. 

• Market prices for comparable goods or services for the geographic area. 
• Whether the individuals concerned acted with prudence in the circumstances 

considering their responsibilities to HVAM, its employees, its students, the public 
at large, and the federal government. 

• Whether HVAM significantly deviates from its established practices and policies 
regarding the incurrence of costs, which may unjustifiably increase the federal 
award’s cost. 2 C.F.R. §200.404 

 
While 2 C.F.R. §200.404 does not provide specific descriptions of what satisfies the 
“necessary” element beyond its inclusion in the reasonableness analysis above, 
necessary is determined based on the needs of the program. Specifically, the expenditure 
must be necessary to achieve an important program objective. A key aspect in 
determining whether a cost is necessary is whether HVAM can demonstrate that the cost 
addresses an existing need and can prove it.  For example, HVAM   may   deem   a   
language skills software program necessary for a limited English proficiency program. 
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When determining whether a cost is necessary, consideration may be given to: 

 
• Whether the cost is needed for the proper and efficient performance of the grant 

program.  

• Whether the cost is identified in the approved budget or application. 

• Whether there is an educational benefit associated with the cost. 
• Whether the cost aligns with identified needs based on results and findings from 

a needs assessment. 
• Whether the cost addresses program goals and objectives and is based on 

program data. 
• Allocable to the federal award. A cost is allocable to the federal award if the goods or 

services involved are chargeable or assignable to the federal award in accordance with 
the relative benefit received. This means that the federal grant program derived a benefit 
in proportion to the funds charged to the program. 2 C.F.R. §200.405. For example, if 
50% of a teacher’s salary is paid with grant funds, then that teacher must spend at least 
50% of his or her time on the grant program. 

 
• Consistent with policies and procedures that apply uniformly to both federally- financed 

and other activities of HVAM. 
 

• Conform to any limitations or exclusions set forth as cost principles in Part 200 or in the 
terms and conditions of the federal award. 

 
• Consistent treatment. A cost cannot be assigned to a federal award as a direct cost if 

any other cost incurred for the same purpose in like circumstances has been assigned as 
an indirect cost under another award. 

 
• Adequately documented. All expenditures must be properly documented. 

 
• Be determined in accordance with general accepted accounting principles (GAAP), 

unless provided otherwise in Part 200. 
 

• Not included as a match or cost-share unless the specific federal program authorizes 
federal costs to be treated as such. Some federal program statutes require the non-
federal entity to contribute a certain amount of non-federal resources to be eligible for 
the federal program. 

 
• Be the net of all applicable credits. The term “applicable credits” refers to those receipts 

or reduction of expenditures that operate to offset or reduce expense items allocable to 
the federal award. Typical examples of such transactions are: purchase discounts; 
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rebates or allowances; recoveries or indemnities on losses; and adjustments of 
overpayments or erroneous charges. To the extent that such credits accruing to or 
received by the state relate to the federal award, they shall be credited to the federal 
award, either as a cost reduction or a cash refund, as appropriate. 2 C.F.R. §200.406. 

Part 200’s cost guidelines must be considered when federal grant funds are expended. As 
provided above, federal rules  require  state-level  and  HVAM-level  requirements   and   
policies regarding expenditures to be followed as well. For example, state and/or  HVAM  
policies relating to travel or equipment may be narrower than the federal rules, and the 
stricter State and/or HVAM policies must be followed. Further, certain types of incentives are 
allowable under  federal law, but are not allowable under State law. 

 
Selected Items of Cost 
Part 200 examines the allowability of 55 specific cost items (commonly referred to as Selected 
Items of Cost) at 2 C.F.R. §§ 200.420-200.475. These cost items are listed in the chart below 
along with the citation where it is discussed whether the item is allowable. Please do not assume 
that an item is allowable because it is specifically listed in the regulation as it may be 
unallowable despite its inclusion in the selected items of cost section. The expenditure may be 
unallowable for a number of reasons, including: the express language of the regulation states the 
item is unallowable; the terms and conditions of the grant deem the item unallowable; or 
State/local restrictions dictate that the item is unallowable. The item may also be unallowable 
because it does not meet one of the cost principles, such as being reasonable because it is 
considered too expensive. If an item is unallowable for any of these reasons, federal funds 
cannot be used to purchase it. 

 
HVAM   personnel   responsible    for    spending federal grant funds and for determining 
allowability must be familiar with the Part 200 selected items of  cost  section.  HVAM must 
follow these rules when charging these specific expenditures to a federal grant.  When 
applicable, HVAM staff must check  costs  against  the  selected  items  of  cost requirements to 
ensure the  cost  is  allowable.  In  addition,  State,  HVAM  and  program-  specific  rules  may   
deem   a   cost   as   unallowable   and   HVAM  personnel  must  follow those non-federal rules as 
well. 

 
The selected item of cost addressed in Part 200 includes the following (in alphabetical order): 

Item of Cost Citation of Allowability Rule 
Advertising and public relations costs 2 CFR § 200.421 
Advisory councils 2 CFR § 200.422 
Alcoholic beverages 2 CFR § 200.423 
Alumni/ae activities 2 CFR § 200.424 
Audit services 2 CFR § 200.425 
Bad debts 2 CFR § 200.426 
Bonding costs 2 CFR § 200.427 
Collection of improper payments 2 CFR § 200.428 
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Commencement and convocation costs 2 CFR § 200.429 
Compensation – personal services 2 CFR § 200.430 
Compensation – fringe benefits 2 CFR § 200.431 
Conferences 2 CFR § 200.432 
Contingency provisions 2 CFR § 200.433 
Contributions and donations 2 CFR § 200.434 
Defense and prosecution of criminal and civil 
proceedings, claims, appeals and
 patent infringements 

 
2 CFR § 200.435 

Depreciation 2 CFR § 200.436 
Employee health and welfare costs 2 CFR § 200.437 
Entertainment costs 2 CFR § 200.438 
Equipment and other capital expenditures 2 CFR § 200.439 
Exchange rates 2 CFR § 200.440 
Fines, penalties, damages and other 
settlements 

2 CFR § 200.441 

Fund raising and investment management 
costs 

2 CFR § 200.442 

Gains and losses on disposition of depreciable 
assets 2 CFR § 200.443 

General costs of government 2 CFR § 200.444 
Goods and services for personal use 2 CFR § 200.445 
Idle facilities and idle capacity 2 CFR § 200.446 
Insurance and indemnification 2 CFR § 200.447 
Intellectual property 2 CFR § 200.448 
Interest 2 CFR § 200.449 
Lobbying 2 CFR § 200.450 
Losses on other awards or contracts 2 CFR § 200.451 
Maintenance and repair costs 2 CFR § 200.452 
Materials and supplies costs, including costs of 
computing devices 2 CFR § 200.453 

Memberships, subscriptions, and professional 
activity costs 

2 CFR § 200.454 

Organization costs 2 CFR § 200.455 
Participant support costs 2 CFR § 200.456 
Plant and security costs 2 CFR § 200.457 
Pre-award costs 2 CFR § 200.458 
Professional services costs 2 CFR § 200.459 
Proposal costs 2 CFR § 200.460 
Publication and printing costs 2 CFR § 200.461 
Rearrangement and reconversion costs 2 CFR § 200.462 
Recruiting costs 2 CFR § 200.463 
Relocation costs of employees 2 CFR § 200.464 
Rental costs of real property and equipment 2 CFR § 200.465 
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Scholarships and student aid costs 2 CFR § 200.466 
Selling and marketing costs 2 CFR § 200.467 
Specialized service facilities 2 CFR § 200.468 
Student activity costs 2 CFR § 200.469 
Taxes (including Value Added Tax) 2 CFR § 200.470 
Termination costs 2 CFR § 200.471 
Training and education costs 2 CFR § 200.472 
Transportation costs 2 CFR § 200.473 
Travel costs 2 CFR § 200.474 
School Board Members 2 CFR § 200.475 

 

Likewise, it is possible for the State and/or HVAM to put additional requirements on a specific item 
of cost.  Under such circumstances, the stricter requirements must be  met  for   a   cost   to be  
allowable. Accordingly, employees must consult federal, State and HVAM requirements when 
spending federal funds. For example, often the State’s travel rules are more restrictive than federal 
rules, which means the State’s policies must be followed. 

 
In order for a cost to be allowable, the expenditure must also be allowable under the applicable 
program statute (e.g., Title I of the Elementary and Secondary Education Act (ESEA), or the Carl 
D. Perkins Career and Technical Education Act (Perkins)), along with accompanying program 
regulations, non-regulatory guidance and grant award notifications. 

 
The  state  and/or  HVAM  rules  related  to  some  specific  cost  items  are  discussed   below.  
HVAM employees must be aware of these State and HVAM rules and ensure they are complying   
with these requirements. 

 
Helpful Questions for Determining Whether a Cost is Allowable 
In addition to the cost principles and standards described above, the Program Manager can refer 
to this section for a useful framework when performing an allowability analysis. In order to 
determine whether federal funds may be used to purchase a specific cost, it is helpful to ask the 
following questions: 

 
• Is the proposed cost allowable under the relevant program? 
• Is the proposed cost consistent with an approved program plan and budget? 
• Is the proposed cost consistent with program specific fiscal rules? 

o For example, HVAM may be required to use federal funds only to supplement 
the amount of funds available from nonfederal (and possibly other federal) 
sources. 

• Is the proposed cost consistent with EDGAR? 
• Is the proposed cost consistent with specific conditions imposed on the grant (if applicable)? 

 
As a practical matter, the Federal Programs Coordinator/Manager should also consider whether 
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the proposed cost is consistent with the underlying needs of the program.  For example, 
program funds must benefit the appropriate population of students for which they are allocated.  
This means that, for instance, funds allocated under Title III of the Elementary and Secondary 
Education Act (ESEA) governing language instruction programs for limited English proficient (LEP) 
students must only be spent on LEP students and cannot be used to benefit non-LEP students. 

 
Also,  funds  should  be  targeted  to  address  areas  of  weakness,  as  necessary.    To make this 
determination, the Federal Programs Coordinator/Manager  should  review  data  when  making 
purchases to ensure that federal funds to meet these areas of concern. 

 

Cash Management – Federal Programs 
 
HVAM will comply with applicable  methods  and  procedures  for  payment  that  minimize  the  
time  elapsing  between  the  transfer  of  funds  and  disbursement   by   HVAM,   in   accordance 
with  the Cash  Management  Improvement  Act  at  31  CFR  Part  205.  Generally,   HVAM receives  
payment  from  the  Michigan Department  of  Education  (MDE)   on   a   reimbursement basis. 2 C.F.R. 
§ 200.305. However, if HVAM  receives  an  advance  in  federal  grant  funds, HVAM will remit 
interest earned on the advanced payment quarterly to the  federal  agency  consistent with 2 C.F.R. 
§ 200.305(b)(9). 

According to guidance from the U.S. Department of Education (ED), when calculating the interest 
earned on ED grant funds, regardless of the date of obligation, interest is calculated from the 
date that the federal funds are drawn down from the MEGS+/CMS system until the date on 
which those funds are disbursed by the LEA. 

 
Interest would not accrue if the LEA uses nonfederal funds to pay the vendor and/or employees 
prior to the funds being drawn down from the MEGS+/CMS system, commonly known as a 
reimbursement. 

 
Payment Methods 

Reimbursements: HVAM will initially charge federal grant expenditures to nonfederal funds. 

HVAM’s  Program Manager will request reimbursement for actual expenditures incurred under the 
federal grants.  Reimbursement will be submitted to the MDE's Michigan Electronic Grant System 
(MEGS+) as well as their Cash Management System (CMS).  All reimbursements are based on 
actual disbursements, not on obligations. MDE will process reimbursement requests within the 
timeframe required for disbursement. Consistent with state and federal requirements,  HVAM will 
maintain source documentation supporting the federal expenditures (invoices, time sheets, payroll 
stubs, etc.) and will make such documentation available for MDE to review upon request.   
Reimbursements   of   actual   expenditures   do   not   involve    interest calculations.  Consistent     
with state  and federal requirements, HVAM  will maintain   source   documentation   supporting   the    
federal  expenditures   (invoices, time sheets, payroll stubs, etc.) and will make such documentation 
available for MDE review upon request. 

Reimbursements of actual expenditures do not require interest calculations. 

Advances:  To  the  extent  HVAM  receives  advance   payments   of   federal   grant   funds,   HVAM  
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will  strive   to   expend   the   federal   funds   on   allowable   expenditures   as expeditiously  as  
possible.  Specifically, HVAM  attempts  to  expend  all  drawn  downs  of   federal funds within 72 
hours of receipt. 

When applicable, HVAM   shall   use   existing   resources   available   within   a   program    before   
requesting   additional   advances.   Such   resources   include   program   income    (including 
repayments to a revolving fund), rebates, refunds,  contract  settlements,  audit  recoveries,  and  
interest  earned   on   such   funds.   (2   CFR   Sec.   305(b)(5))   HVAM   shall   hold   federal   
advance  payments   in   insured,    interest-bearing    accounts.    HVAM    is permitted   to   retain   
for administrative   expense    up    to    $500    per    year    of    interest earned  on   federal   grant   
cash  balances.   Regardless   of   the   federal   awarding   agency, interest earnings exceeding $500 
per year  shall  be  remitted  annually  to  the  Department  of  Health   and   Human  Services    
Payment   Management    System    (PMS)    through     an electronic   medium   using   either 
Automated   Clearing   House   (ACH)    network9    or   a   Fedwire Funds Service payment. (2 
CFR Sec. 200.305(b)(9)) 

Pursuant to federal guidelines, interest earnings shall be calculated from the date that the 
federal funds  are  drawn  down  from  the  MEGS+/CMS  system  until  the   date   on   which  
those funds  are  disbursed  by  HVAM.  Consistent  with   state   guidelines,   interest   accruing   
on total  federal  grant  cash  balances  shall  be  calculated  on  cash  balances  per  grant  and 
applying the actual or average interest rate earned. 

 
 

Conflict of Interest – Federal Programs 
 

Standards of Conduct 
In accordance with 2 C.F.R. §200.18(c)(1), HVAM maintains the following standards of conduct 
covering conflicts of interest and governing the actions of its employees engaged in the selection, 
award and administration of contracts. 

No employee, officer, or agent may participate in the selection, award, or administration of a 
contract supported by a federal award if he or she has a real or apparent conflict of interest. 
Such a conflict of interest would arise when the employee, officer, or agent, any member of his 
or her immediate family, his or her partner, or an organization which employs or is about to 
employ any of the parties indicated herein, has a financial or other interest in or a tangible 
personal benefit from a firm considered for a contract. 
The officers, employees, and agents of HVAM may neither solicit nor accept gratuities, favors, or 
anything of monetary value from contractors or parties to subcontracts, unless the gift is an 
unsolicited item of nominal value. 

Definitions 
• Confidential information shall mean information not obtainable from reviewing a public 

document or from making inquiry to a publicly available source of information. 
• Conflict or Conflict of interest shall mean use by a Board member or HVAM employee of 

the authority of his/her office or employment, or any confidential information received 
through his/her holding public office or employment, for the private pecuniary benefit of 
him/herself, a member of his/her immediate family or a business with which s/he or a 
member of his/her immediate family is associated. The term does not include an action 
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having a de minimis economic impact, or which affects to the same degree a class 
consisting of the general public or a subclass consisting of an industry, occupation or 
other group which includes the Board member or employee, a member of his/her 
immediate family or a business with which s/he or a member of his/her immediate 
family is associated. 

• De minimis economic impact shall mean an economic consequence which has an 
insignificant effect. 

• Financial interest shall mean any financial interest in a legal entity engaged in business 
for profit which comprises more than five percent (5%) of the equity of the business or 
more than five percent (5%) of the assets of the economic interest in indebtedness. 

• Honorarium shall mean payment made in recognition of published works, appearances, 
speeches and presentations, and which is not intended as consideration for the value of 
such services which are nonpublic occupational or professional in nature. The term does 
not include tokens presented or provided which are of de minimis economic impact. 

• Immediate family shall mean a parent, parent-in-law, spouse, child, spouse of a child, 
brother, brother-in-law, sister, sister-in-law, or the domestic partner of a parent, child, 
brother or sister. 

• Business partner shall mean a person who, along with another person, plays a significant 
role in owning, managing, or creating a company in which both individuals have a 
financial interest in the company. 

 
Disclosure of Financial Interests 
 
No Board member shall be allowed to take the oath of office or enter or continue upon his/her 
duties, nor shall s/he receive compensation from public funds, unless s/he has filed a statement of 
financial interests as required law. The HVAM solicitor and designated HVAM employees shall file 
a statement of financial interests as required by law and regulations. 

 
Standards of Conduct 
 
HVAM maintains the following standards of conduct covering conflicts of interest and governing 
the actions of its employees and Board members engaged in the selection, award and 
administration of contracts.  

• No employee or Board member may participate in the selection, award or administration 
of a contract supported by a federal award if s/he has a real or apparent conflict of 
interest as defined above, as well as any other circumstance in which the employee, 
Board member, any member of his/her immediate family, his/her business partner, or an 
organization which employs or is about to employ any of them, has a financial or other 
interest in or a tangible personal benefit from a firm considered for a contract. 

• HVAM shall not enter into any  contract  with  a  Board  member  or  employee,  or  
his/her  spouse  or child, or any business in which the person or his/her spouse or child is 
associated  valued at $500 or more, nor in which the person or spouse or child or 
business with which associated is a subcontractor. 

• Any Board member or employee who in the discharge of his/her official duties  would  be  
required to vote on a matter that would result  in  a  conflict  of  interest  shall  abstain  
from  voting and, prior to the vote being taken, publicly announce and disclose the 
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nature of his/her interest as a public record. 
• No public official or public employee shall accept an honorarium. 
• Board members and employees may neither solicit nor accept gratuities, favors or 

anything of monetary value from contractors or parties to subcontracts, unless the gift is 
an unsolicited item of nominal value. Gifts of a nominal value may be accepted in 
accordance with Board policy. 

 
Improper Influence 
 
No person shall offer or give to a Board member, employee or nominee or candidate for the 
Board, or a member of his/her immediate family or a business with which s/he is associated, 
anything of monetary value, including a  gift,  loan,  political  contribution,  reward  or promise 
of future employment based on the offeror's or donor's understanding that the vote, official 
action or judgment of the Board member, employee or nominee or candidate for the Board 
would be influenced thereby. 

 
No Board member, employee or nominee or candidate for the Board shall solicit or accept 
anything of monetary value, including a gift, loan, political contribution, reward or promise of 
future employment, based on any understanding of that Board member, employee or nominee 
or candidate that the vote, official action or judgment of the Board member, employee or 
nominee or candidate for the Board would be influenced thereby. 

 
Organizational Conflicts 
 
Organizational conflicts of interest may exist when due to HVAM’s relationship with a  
subsidiary, affiliated or parent organization that is a candidate for award of a contract in 
connection with federally funded activities, HVAM may be unable or appear to be unable to be 
impartial in conducting a procurement action involving a related organization. 

 
In the event of a potential organizational conflict, the potential conflict shall be reviewed by       
the HOS or designee to determine whether it is likely that HVAM would be unable or appear to 
be unable to be impartial in making the award. 
 
If such a likelihood exists, this shall not disqualify the related organization; however, the following 
measures shall be applied: 

1. The organizational relationship shall be disclosed as part of any notices to potential contractors; 
2. Any employees or officials directly involved in the activities of the related organization 
are excluded from the selection and award process; 
3. A competitive bid, quote or other basis of valuation is considered; and 
4. The Board has determined that contracting with the related organization is in the best 
interests of the program involved. 

 
Reporting 
 
Any perceived conflict of interest that is detected or suspected by any employee or third party 
shall be reported to the HOS. If the HOS is the subject of the perceived conflict of interest, the 
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employee or third party shall report the incident to the Board President. Any perceived conflict of 
interest of a Board member that is detected or suspected by any employee or third party shall 
be reported to the Board President. If the Board President is the subject of the perceived 
conflict of interest, the employee or third party shall report the incident to the HOS, who shall 
report the incident   to the solicitor. No reprisals or retaliation shall occur as a result of good faith 
reports of conflicts of interest. 

 
Investigation 
 
Investigations based on reports of perceived violations of this policy shall comply with state and 
federal laws and regulations. No person sharing in the potential conflict of interest being 
investigated shall be involved in conducting the investigation or reviewing its results. In the event 
an investigation determines that a violation of this policy has occurred, the violation shall be 
reported to the federal awarding agency in accordance with that agency’s policies. 

 
Disciplinary Actions 
 
If an investigation results in a finding that the complaint is factual and constitutes a violation of 
this policy, HVAM shall take prompt, corrective action to ensure that such conduct ceases and 
will not recur. HVAM staff shall document the corrective action taken and, when not prohibited 
by law, inform the complainant. Violations of this policy may result in disciplinary action up to 
and including discharge, fines and possible imprisonment. Disciplinary actions shall be 
consistent with Board policies, procedures, applicable collective bargaining agreements and 
state and federal laws. 

 
Procurement Policy – Federal Programs 

 
HVAM is committed to securing goods and services using grant funds from reputable and 
responsible suppliers in an equitable and competitive manner and in accordance with 
applicable federal and state laws, regulations and guidance. 

 
Reason for Policy 
2 CFR Part 200.317 requires that grantees and subgrantees will use their own procurement 
procedures which reflect applicable state (PA School Code Section 807.1) and local laws and 
regulations, provided that procurements conform to applicable federal law and other standards. 
In using federal funds for procurements, HVAM is bound to adhere to all of the procurement 
standards identified in 2 CFR Part 200.317 et. seq. If the Schools’s procurement policies and 
procedures are more restrictive than state or federal laws and regulations, school policies must 
be followed. 2 CFR Part 200.318 includes but is not limited to the following requirements: 

 
• HVAM will use its own procurement procedures which reflect applicable state and 

local laws and regulations, provided that the procurements conform to applicable 
Federal law and regulations 

• HVAM will have written selection procedures for procurement transactions 
• Any lists of prequalified persons, firms or products to be used by the School will be 

updated regularly and will ensure open and free competition 
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• Only responsible contractors that have the ability to successfully complete contract 
terms will be used 

• If available and applicable, excess federal property and equipment will be used 
before purchasing new equipment 

• HVAM will ensure no real or apparent conflicts of interest arise during 
procurement activities 

• All transactions will be conducted in a manner providing full and open competition (See 
34 CFR 80.36(c) for examples of restrictive procurement situations) 

• Unnecessary or duplicative purchases will be avoided 
• HVAM will perform a cost or price analysis in connection with every procurement 

action including contract modifications 
• Detailed records to substantiate procurement decisions, rationale and history will 

be maintained 
• HVAM will handle and resolve any contract or procurement disputes 
• HVAM will take all necessary affirmative steps to assure that minority firms, 

women’s business enterprises, and labor surplus area firms are used when possible 
o HVAM must make available, upon request of the awarding agency, technical 

specifications on proposed procurements where the awarding agency believes 
such review is needed to ensure that the item and/or service specified is the one 
being proposed for purchase 

• Any applicable bonding requirements will be followed 
• HVAM contracts must contain provisions of paragraph 2 CFR 200.326. 
• Contracting with faith-based organizations is allowed provided there is no discrimination 

for or against the organization and provided that the faith-based organization offers any 
religious worship, instruction or proselytization at a time and in a location separate from 
any programs or services provided to the School and any participation in such services by 
beneficiaries of grant programs is voluntary 

 
Policy Requirements 
 
Purchasing procedures using federal and non-federal grant funds will conform to applicable 
state, local and federal law and any regulations identified in 2 CFR. Procurements may be 
awarded through noncompetitive means under certain circumstances such as if the 
goods/services are only available from a single source, public exigency or emergency 
necessitates noncompetitive procurement, the awarding agency authorizes it, or if competition 
is deemed inadequate. See 2 CFR Part 200.320 for additional guidance on when noncompetitive 
procurement may be used. 

 
Documentation of procurement processes should be maintained. 
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Expenditures - Restricted Funds 

Authorization and Approval 

Expenditures for Restricted Funds follow the same policies for General Funds with the following 
exceptions: 

 
• The HOS and Operations Manager/Department Head must pre-approve all Restricted 

Fund employee expenses. 
• Purchase requisitions must be completed for all restricted fund purchases and other one-time 

purchases. All purchase requisitions must show the amount of the purchase, if known, or if 
not known an estimate must be made. Prior to approving grant expenditures, the HOS and 
Ops Manager/ Department Head must be certain that the expenditures are in accordance w it 
h federal or state requirements. Approvals must be secured. 

• Prior to purchase. Quotes and/or other backup information must be attached to the 
purchase requisition. Items requiring purchase requisitions include but are not limited to the 
following: technology purchases such as computers, printers and software, fixed assets, 
furniture and equipment such as file cabinets, memberships and training or professional 
development costs. 

• Compensation and any other payments for goods and services must not be paid in advance 
of receipt of goods or services 

• For payments to be processed, there must be a fully itemized invoice, invoice must be 
approved and coded to the proper restricted fund by the appropriate person and matched 
to a purchase requisition (if required). Once approved, scanned copies of the documents 
must be sent to MSA for payment {only for those schools that utilized the Shared Services 
Dept. for accounting/ reporting purposes). All technology purchases must be approved by 
the Regional Technology Manager and either the HOS or Ops Manager/ Department Head. 

• All special education provider payments must be approved by the designated SPED Manager. 
• All items (assets and inventory) purchased with restricted funds need to be tagged with an 

asset tag, tracked for physical location and inventoried annually. The tag must read 
"Purchased with XYZ funds for XXVA". Any item {asset or inventory) assigned to a student or 
teacher also needs to be tagged, tracked for physical location and inventoried annually 

• Gift cards may not be purchased with restricted funds. 
 
 

Payment Processing 
 

• MSA initiates the payment process in the Accounting System once all approvals have 
been received. 

• MSA will select invoices ready for payment, and will communicate with the school that 
checks are in the queue ready to be printed. Operations manager (or designee) will print 
checks using blank check stock and a MICR printer cartridge stored in a secure location. Once 
printed and confirmed, checks will bemailed to  vendors from the school location.  Should 
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support be required to be sent with the check, the vendor invoice is contained electronically 
in the system and can be viewed and printed as necessary. 

• The Ops Manager/ Department Head photocopies the signed checks and files them with their 
respective invoices. 

• In the event of overpayment to a vendor, a refund or credit must be obtained and recorded 
as such. 

 
Physical Assets Purchased with Restricted Funds 

• All items purchased with restricted funds need to be tracked and inventoried by the school. 
The information must be maintained in a secure environment (i.e. system or network) with 
restricted access. 

• All items (assets and inventory) purchased with restricted funds need to be tagged with an 
asset tag, tracked for physical location and inventoried annually. 

- The tag must read "Purchased with XYZ funds for XXVA". 
- Any item (asset or inventory) assigned to a student or teacher also needs to be 

tagged, tracked for physical location and inventoried annually 
- An annual inventory must be performed. The physical inventory must be performed 

for all restricted fund purchase to catalog for restricted fund audit purposes 

• Physical assets purchased with restricted funds meeting the following criteria must also follow 

the fixed asset policy identified in the HVAM Fiscal Policies.  

- All items the asset has a useful life of one (1) year or more 

- The cost of the asset is greater than $2,000.00 

Tracking and Reconciliation 

• A restricted fund fixed asset schedule must be maintained by the SPED /Ops 

Manager/ Department Head. 

• The restricted fund schedule must be updated monthly to include new purchases, 
retirements and/or transfers of assets. 

 

Travel Policy – Federal Programs 

Travel: Travel costs are the expenses for transportation, lodging, subsistence, and related items 
incurred by employees who are in travel status on official business of a grant recipient. Such 
costs may be charged on an actual cost basis, on a per diem or mileage basis in lieu of actual costs 
incurred, or on a combination of the two, provided the method used is applied to an entire trip 
and not selected days of the trip, and results in charges consistent with those normally allowed in 
like circumstances in the recipient’s non-federally funded activities and in accordance with the 
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recipient’s written travel reimbursement policies. 2 C.F.R §200.474(a). 
 

Costs incurred by employees and officers for travel, including costs of lodging, other subsistence, 
and incidental expenses, must be considered reasonable and otherwise allowable only to the 
extent such costs do not exceed charges  normally  allowed  by  HVAM  in  its  regular  operations  
as  the result of its written travel policy. In addition, if these costs  are  charged  directly  to  the 
federal award, documentation must be maintained that justifies that (1) participation of the 
individual is necessary to the federal award; and (2)  the  costs  are  reasonable  and  consistent 
with HVAM’s established policies. 2 C.F.R §200.474(b). 

 
Staff and Payroll Requirements: 
 

Highpoint Virtual Academy performs the following to meet federal timekeeping requirements: 
 Prior to Grant Reimbursement requests, the Head of School or Grant Coordinator reviews staff 

payroll to compare salary and time spent on grant related activities.  
 Hourly salaries are reviewed per pay period and approved by the Direct Supervisor and additional 

approvals as required.  
 Any employee whose time is split among more than one activity completes a Personnel Activity 

Report monthly or each pay period indicating how much time was spent performing each 
activity.   This report is reviewed and approved by the program director or principal. 

 Any employee whose time is funded by a federal source for a signal activity completes a Time 
Certification Form twice a year which is reviewed and approved by the program director or the 
principal. This form may be completed by the direct supervisor who has knowledge of tasks 
completed and can certify completion of related activities.  

 Any employee who is providing instructional support services to students and is funded by a 
federal grant, completes a log of the students he or she has worked with and what type of 
instructional support was provided. This may be done through live class tracking and labeling to 
identify in class reports.  
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