
Regulation 7412.1 
General Services 
October 8, 1993 

GENERAL SERVICES 

Purchasing and Supply 

Advanced Appropriated Funds Program 

This regulation supersedes Regulation 7412 and implements Policy 5150. 

I. 

II. 

III. 

IV. 

V. 

PURPOSE 

To provide principals with en effective means for acquiring materials and 
to establish procedures for administering the Advanced Appropriated Funds 
Program (AAFP). 

AUTHORITY 

The Code of Virginia, Section 22.1-122.1, grants a school board the 
authority to establish accounts in each of its schools committed solely 
for the purchase of instructional materials and office supplies that are 
not stocked or purchased directly by the school division. Items that are 
essential to meet immediate health, safety, or security needs may also be 
purchased from these accounts. A school board may authorize the transfer 
of a percentage of the funds budgeted for these items, not to exceed 35 
percent, into these accounts. 

PARTICIPATION 

All schools and centers are required to participate in the Advanced 
Appropriated Funds Program. 

RESPONSIBILITIES 

The Department of General Services, Office of Supply Operations, shall be 
responsible for the divisionwide coordination of the purchasing aspects of 
the program. The Department of Financial Services, Accounts Payable 
Section, shall be responsible for the divisionwide coordination of the 
financial aspects of the program. Principals shall be responsible for the 
administration of AAFP accounts established for support of their programs, 
and for ensuring compliance with the provisions of this regulation. 

PURCHASING PROCEDURES 

A. Purchasing Guidelines 

1. Principals may purchase supplies and materials using the funds 
deposited in a special account designated for making direct 
purchases with advanced appropriated funds. Instructions for 

receipt of, accounting for, and reporting the status of these AAFP 
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funds are included in Regulation 5810.2, School Activity Funds 
Management. 

2. AAFP funds may be used to acquire supplies and materials that are 
not stocked in the FCPS warehouse and that are not under county 
contract. 

3. The per order limits for purchases are as follows: 

Supplies and noncapitalized equipment--$1,000 

Administrative Software--$l,OOO 

Curriculum-Related Instructional Materials--$2,500 

Instructional Software--no limit 

Textbooks--no limit 

Postage--no limit 

4. Schools are encouraged to order basal textbooks through the Office 
of Supply Operations rather than directly using AAFP funds. 
Ordering through Supply Operations provides the opportunity to 
determine if the required textbooks are available from other FCPS 
schools through the Textbook Exchange program. 

5. Direct purchase of capitalized equipment, personnel services (such 
as consultants and guest speakers), and/or travel are not 
authorized under these procedures. 

6. All purchases shall be supported by a Manatee Accounting System 
generated purchase order or form FS-1'25, Purchase Requisition, 
Order, and Receiving Report. Form FS-125 shall be used in all 

instances to submit a written order to the vendor, to confirm a 
telephone order, or to confirm an order placed by means of a 
vendor's order form. 

7. Payment of vendors' invoices shall be made by the principal and 

the school finance officer or finance secretary from allocated 
funds in accordance with procedures outlined in the SAFM. All 

direct purchases shall be charged to the appropriate account under 
the control of the principal. 

8. Principals shall be responsible for the resolution of problems 
concerning direct purchases. 
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VI. FINANCIAL PROCEDURES 

A. Bank Accounts 

1. 

2. 

3. 

4. 

The Accounts Payable Section shall be responsible for coordinating 
the establishment of bank accounts. All AAFP funds must be 
maintained in a separate bank account that has been approved by 
the Fairfax County director of finance. 

The principal shall be responsible for appointing all people 
authorized to sign AAFP checks. Checks drawn on this account 
require the signature of the principal or designee and a second 
person designated by the principal. A copy of each appointment 

shall be maintained at the school. 

The principal shall be responsible for ensuring that bank 
signature cards are kept current. The principal shall forward two 
new signature cards to the Accounts Payable Section if a change is 
made. Cards may be obtained from the Accounts Payable Section. 
Instructions for completing signature cards are contained in 
Attachment A. 

The principal shall ensure that the bank account is reconciled on 
a monthly basis and that the account is not overdrawn. 

B. Advances or Return of Funds 

1. The Accounts Payable Section shall transmit AAFP request forms to 
all participants. 

2. Principals shall request an advance for any percentage, up to a 
maximum of 35 percent, for each subobject code identified by the 
Department of Financial Services for inclusion in the program. 

3. The Accounts Payable Section shall deposit funds into the school 
and center AAFP bank accounts at the beginning of the fiscal year 
and shall send a deposit notification to each principal. 

4. Principals may return a portion of advanced funds at any time 
during the year only if the funds are needed to place an order 
through the Office of Supply Operations or to eliminate a budget 
deficit. 

5. Unobligated funds remaining in the account at the close of each 
fiscal year shall be returned to the Department of Financial 
Services, Accounting Section. The due date for the return of these 
funds shall be published in Notice 6610. It is not necessary to 
return funds if the account balance is less than $10. 
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c. Accounting and Reporting 

1. 

2. 

3. 

4. 

AAFP accounts shall be maintained in accordance with the 

guidelines prescribed in Regulation 5810.2. 

Advances shall be recorded as expenditures against the school's or 
center's budget. Principals may reallocate these expenditures 

among school programs (e.g., general instructio~isv~h;ti;n;~ 
education) to meet their procurement needs. 

accomplished by submitting a transfer voucher to the Accounting 
Section. Instructions are contained in Attachment B. 

Monthly and annual reports shall be filed with the area 
superintendent. Reporting guidelines are contained in the School 
Activity Funds User's Guide. 

Records shall be retained in accordance with the "Regulations of 
the Board of Education," Virginia Department of Education. 

Retention requirements are contained in Regulation 5810.2. 
Consult the FCPS Records Management Manual for further guidance 
concerning records retention and disposition. 

See also: Policy 5150.1, Advancing Appropriated Funds to Schools 
Regulation 5810.2, School Activity Funds Management 
Regulation 7410.1, Purchasing--Goods and Services Acquisition 

Attachments FAIRFAX COUNTY PUBLIC SCHOOLS 
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TRANSFER VOUCHER 

A transfer voucher (TV) is used to move an exoenditure from one index or 
subobject account to another. This is accomplished by posting a credit to one 
account, which reverses (or offsets) the expenditure, and posting a charge, of 
the same amount, to another account. A TV may be used to move a charge from one 

account to another within a given school, or from a school account to an area or 
central office account, or from one office's account to another office's account. 
A TV should not be confused with a budget adjustment (BA), which is used to move 
appropriated funds (allocations) from one index or subobject account t0 another. 

Neither the TA nor the BA should be used to correct an error. All corrections 

must be requested using the FMR discrepancy report form. 

Steps to Process a Transfer Voucher 

The office or school desiring to receive the credit completes the following 
information: (Numbers refer to corresponding fields on the attached TV form.) 

1. 

2. 

3. 

4. 

5. 

6. 

To: Enter the name of the office or school or the account receiving the 
charge. 

From: Enter the name of the office or school or account receiving the 
credit. 

Charges for: Space is provided for a complete explanation of what the 
transfer is for. 

Document Number: Leave blank. 

Agency Credited: 

a. TC (transaction code): Enter 426. 

b. Index: Enter the b-digit index code to be credited. 

c. Subobject: Enter the 4-digit subobject code to be credited. 

d. Amount: Enter the amount to be credited. 

e. Description: Summarize in 40 characters or less the reason for the 
transfer. 

Agency Charged: 

a. TC (transaction code): Enter 425. 

b. Index: Enter the 6-digit index code to be charged. 
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c. Subobject: Enter the 4-digit subobject code to be charged. 

d. Amount : Enter the amount to be charged. 

e. Description: Summarize in 40 characters or less the reason for the 

transfer. 

7. Document Amount: Enter the total of & entries in the "amount" fields of 

both the "agency credited" and the "agency charged" sections. 

8. Number of Lines: Enter the total number of lines completed for both the 
"agency credited" and the "agency charged" sections. Note that each 

"line" is two-tiered, consisting of an unshaded and a shaded portion. 

9. TC Hash: Enter the total of all transaction codes in both the "agency 
credited" and the "agency charged" sections. For example, the TC Hash for 
a total of two transaction codes, 426 and 425, would be 851. 

10. Authorized Signature and Date: The authorized individual signs and dates 

on behalf of the office or school receiving the credit. 

The office or school desiring to receive the credit then forwards the document 
to the office or school receiving the charge. 

11. Authorized Signature and Date: The authorized individual for the office 
or school to be charged reviews the document, makes any necessary changes 

to the "Agency Charged" section, signs, and dates. 

The office or school receiving the charge then submits the transfer voucher to 
the Office of Finance and Accounting Services, Accounting Section, for 
processing. 
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TO: (1) 

FROM: (2) 

CHARGES FOR: (3) 

OTHER DOCUMENTS 

DOCUMENT NUMBER TV (4) 
DOCUMENT AMOUNT (7) #OFLlNES (8) TCHASH (9) 

AGENCY CREDITED (5) 

SFX TC DOC REF TREAS SUBSID INDEX SUBOBJ AMOUNT 

(IO) 
Authorned SIgnaWls Date 

AGENCY CHARGED (6 1 

I (11) 
Authortzed Signature 

F.w,ax County Public Schools 


