
Navigator Schools

Finance Committee

Date and Time

Friday August 13, 2021 at 1:00 PM PDT

Location

Zoom

This meeting will be held in compliance with modified Brown Act requirements as outlined in Executive Order N-
25-20. An archive of board meeting minutes is available for public view at the Navigator Schools, 650 San Benito
Street, Suite 230, Hollister CA 95023.

Individuals in need of a disability-related accommodation, modification, or auxiliary aid/service, should direct
requests to Sean Martin, Executive Assistant to the CEO. Contact: (831) 217-4894
smartin@navigatorschools.org

Agenda

I. Opening Items

Opening Items

A. Record Attendance and Guests

B. Call the Meeting to Order

C. Approve Minutes from Previous Meeting
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Approve minutes for Finance Committee Meeting on June 7, 2021

II. Business and Finance

A. Financials as of June 30, 2021

A.Ortiz will present financials as of June 30, 2021.

B. 2021-22 Finance Updates

A. Ortiz will share recent developments concerning finance and funding during the ongoing
response to COVID-19, including the topic of Independent Study.

C. Financial Policies

A. Ortiz will share information regarding proposed revisions to Navigator Schools' financial policies.

D. Facilities Update

K. Sved will share updates on facilities for Navigator school sites.

E. 2021-22 Finance Committee Meeting Schedule

Members will schedule committee meeting dates for the 2021-22 academic year.

III. Closing Items

A. Adjourn Meeting
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Coversheet

Approve Minutes from Previous Meeting

Section: I. Opening Items
Item: C. Approve Minutes from Previous Meeting
Purpose: Approve Minutes
Submitted by:
Related Material: Minutes for Finance Committee Meeting on June 7, 2021
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Navigator Schools

Minutes

Finance Committee Meeting

Date and Time
Monday June 7, 2021 at 3:00 PM

Location
Remote via Zoom

This meeting will be held in compliance with modified Brown Act requirements as outlined in
Executive Order N-25-20. An archive of board meeting minutes is available for public view at the
Navigator Schools, 650 San Benito Street, Suite 230, Hollister CA 95023.

Individuals in need of a disability-related accommodation, modification, or auxiliary aid/service,
should direct requests to Sean Martin, Executive Assistant to the CEO. Contact: (831) 217-4894
smartin@navigatorschools.org

Committee Members Present
Nora Crivello (remote), Victor Paredes-Colonia (remote)

Committee Members Absent
None

Guests Present
Ami Ortiz (remote), Dena Koren (remote), Emmanuel Villagomez (remote), Kevin Sved (remote),
Sean Martin (remote)

I. Opening Items
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Victor Paredes-Colonia called a meeting of the Finance Committee of Navigator Schools
to order on Monday Jun 7, 2021 at 3:01 PM.

Nora Crivello made a motion to approve the minutes from Finance Committee Meeting on
04-08-21.
Victor Paredes-Colonia seconded the motion.
The committee VOTED to approve the motion.

Roll Call

Victor Paredes-Colonia Aye

Nora Crivello Aye

II. Business and Finance

A. Ortiz introduced Emmanuel Villagomez, the new NS Finance Analyst. A. Ortiz elicited
questions from the committee about the budget. D. Koren expressed interest in exploring
alignment between budget development and organizational goals as expressed in the
strategic plan. Members also discussed the role of yearly budget reports versus three-
year budget reports, and they reviewed enrollment numbers in relation to the 2021-22
budget.

A. Ortiz reviewed the components of the LCAP and the latest requirements for state
reporting (including updates related to the 2019-20 school year). The committed
discussed synchronization between different budget templates and reports within the
LCAP. Members asked clarifying questions regarding LCAP goals and responses from
authorizers (if any). V. Paredes-Colonia thanked A. Ortiz for her work on the LCAP.

K. Sved provided updates on site construction and related timelines for Watsonville Prep
School, including potential building occupation dates. He also discussed plans for the
use of portables at the current WPS site. In addition, he shared upcoming dates and
times for tours of 407 Main Street. The committee discussed SB 740 reimbursements,
PCSGP funds, furnishings, and student technology.

III. Closing Items

Record Attendance and GuestsA.

Call the Meeting to OrderB.

Approve Minutes from Previous MeetingC.

Proposed 2021-22 Budget and ProjectionsA.

2021-22 LCAP UpdateB.

Watsonville Prep School Facilities UpdateC.

A.
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Nora Crivello made a motion to adjourn the meeting.
Victor Paredes-Colonia seconded the motion.
The committee VOTED unanimously to approve the motion.

Roll Call

Nora Crivello Aye

Victor Paredes-Colonia Aye

There being no further business to be transacted, and upon motion duly made, seconded
and approved, the meeting was adjourned at 3:42 PM.

Respectfully Submitted,
Sean Martin

Documents used during the meeting

• 2021-22 Proposed Budget.pdf

• 2021-22 3YR Projections.pdf

• 2021_22 Site LCAPs and Memo.pdf

• 2019-20 LCAP Update and 2020-21 LCA Update.pdf

Adjourn Meeting
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Coversheet

Financials as of June 30, 2021

Section: II. Business and Finance
Item: A. Financials as of June 30, 2021
Purpose: Discuss
Submitted by:
Related Material: June 30, 2021 Financials.pdf
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2020-21 Financials Narrative
June 30, 2021
Board of Directors Meeting
__________________________________________________________________________
2020-21 Net Income (GAAP)

Revised Budget
Net Income (GAAP)

Projected Net Income (GAAP)

Charter Management
Organization (CMO)

224K 1.8M

Gilroy Prep School (GPS) 552K 86K

Hollister Prep School (HPS) 500K 94K

Watsonville Prep School (WPS) 336K 463K

Total 1.6M 2.4M

● Charter Management Organization (CMO)
○ $1.7M favorable variance due to the PPP loan being forgiven

■ per the auditors guidance, the PPP grant gets booked at the CMO level
due to the original loan being held by the CMO

● Gilroy Prep School
○ $348k unfavorable variance in salaries due to returning to hybrid

■ summer school budgeted at $40k and coming in at $107k
■ $750 incentive to all staff who returned to in person totaling

approximately $53k
■ $750 longevity bonus for staff who have been with Navigator 5 years and

longer totaling approximately $16k
■ added additional staff members to accommodate learning loss mitigation

totaling approximately $175k
○ $38k unfavorable variance in benefits due to adding additional staff
○ $72k unfavorable variance in revenue due to timing and booking of federal and

state pandemic related grants
● Hollister Prep School

○ $325k unfavorable variance in salaries due to returning to hybrid
■ summer school budgeted at $40k and coming in at $108k
■ $750 incentive to all staff who returned to in person totaling

approximately $53k
■ $750 longevity bonus for staff who have been with Navigator 5 years and

longer totaling approximately $12k

8 of 20Powered by BoardOnTrack

Navigator Schools - Finance Committee - Agenda - Friday August 13, 2021 at 1:00 PM



■ added additional staff members to accommodate learning loss mitigation
totaling approximately $225k

○ $22k unfavorable variance in benefits due to adding additional staff
○ $93k unfavorable variance in revenue due to timing and booking of federal and

state pandemic related grants
● Watsonville Prep School

○ $70k unfavorable variance in salaries due to returning to hybrid
■ summer school budgeted at $20k and coming in at $71k
■ $750 incentive to all staff who returned to in person totaling

approximately $30k
■ $750 longevity bonus for staff who have been with Navigator 5 years and

longer totaling approximately $4k
○ $285k favorable variance in revenue due to the PCSGP grant ending and having

spent all reimbursable funds
○ $115K unfavorable in books and supplies due to technology being $65k over

budget and student food service being $45k over budget
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Navigator Schools
Consolidated Balance Sheet Comparison

June 30, 2021
6/30/21

Navigator 407 Main
Cash 3,869,882 3,883,835
Accounts Receivable 4,029,802 0
Prepaid Expense 505,787 0
Fixed Assets, net of depreciation 734,634 3,018,351
Other Assets 1,104 0
Total Assets 9,141,209 6,902,186

Accrued Liabilities 1,624,106 56,651
Loans Payable 428,704 7,049,211
Total Liabilities 2,052,810 7,105,863
Beginning Fund Balance 4,884,799 0
Net Income 2,203,601 -203,677
Ending Fund Balance 7,088,399 -203,677
Total Liabilities & Fund Balance 9,141,209 6,902,186

**Loans Payable
Watsonville Prep School $197,915 California Department of Education
Watsonville Prep School $230,789 Pacific Charter School Development
407 Main St $5,880,000 CIVIC
Navigator Schools (407 Main) $1,169,211 Pacific Charter School Development
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Navigator Schools - 2020-2021 Budget vs. Projection
Unaudited Actuals Total TOTAL Total Total GPS GPS GPS GPS HPS HPS HPS HPS WPS WPS WPS WPS CMO CMO CMO CMO

2020-21 2020-21 2020-21 Projection 2020-21 2020-21 2020-21 Projection 2020-21 2020-21 2020-21 Projection 2020-21 2020-21 2020-21 Projection 2020-21 2020-21 2020-21 Projection
BOD Approved Unaudited Variance BOD Approved Unaudited Variance BOD Approved Unaudited Variance BOD Approved Unaudited Variance BOD Approved Unaudited Variance 

Budget Actuals Projection to Budget Budget Actuals Projection to Budget Budget Actuals Projection to Budget Budget Actuals Projection to Budget Budget Actuals Projection to Budget
Enrollment 1358 1299 1080 565 539 540 565 539 540 228 221 225

REVENUE:
LCFF Revenue (11,994,140) (11,812,254) (11,812,254) (181,886) (4,725,123) (4,684,567) (4,684,567) (40,556) 4,907,676 (4,824,925) 4,824,925 (82,751) (2,361,341) (2,302,762) (2,302,762) (58,579) 0 0 0 0
Federal Revenue (3,118,314) (2,782,617) (2,782,617) (335,697) (1,124,870) (966,587) (966,587) (158,283) 913,600 (609,640) 609,640 (303,960) (1,079,844) (1,206,390) (1,206,390) 126,546 0 0 0 0
Other State Revenue (1,368,819) (1,920,948) (1,920,948) 552,129 (642,538) (751,069) (751,069) 108,531 508,169 (787,642) 787,642 279,473 (218,112) (382,237) (382,237) 164,125 0 0 0 0
Donations & Grants (1,265,000) (1,265,249) (1,265,249) 1,447 8,802 (401) (401) (8,402) 5,000 (10) 10 (4,990) (350,000) (386,394) (386,394) 36,394 900,000 878,445 878,445 (21,555)
Other Revenue (60,500) (1,870,221) (1,870,221) 1,809,721 (10,000) (36,582) (36,582) 26,582 7,500 (26,786) 26,786 19,286 (0) (16,494) (16,494) 16,494 43,000 1,790,360 1,790,360 1,747,360
CMO Management Fees (1,679,180) (1,679,180) (1,679,180) 0 1,679,180 1,679,180 1,679,180 0
REVENUE (19,484,755) (21,330,469) (21,330,469) 1,845,714 (6,511,333) (6,439,205) (6,439,205) (72,128) (6,341,945) (6,249,002) (6,249,002) (92,943) (4,009,297) (4,294,277) (4,294,277) 284,980 2,622,180 4,347,985 4,347,985 1,725,805

EXPENDITURES:
Salaries (9,561,101) (10,383,623) (10,383,623) 822,522 (3,126,997) (3,474,823) (3,474,823) 347,826 (3,128,756) (3,454,159) 3,454,159 325,403 (1,732,355) (1,802,076) (1,802,076) 69,721 1,572,993 1,652,565 1,652,565 79,572
Benefits & Taxes (2,421,145) (2,415,524) (2,415,524) (5,621) (767,965) (805,901) (805,901) 37,936 (771,502) (793,458) 793,458 21,956 (443,967) (455,347) (455,347) 11,380 437,711 360,818 360,818 (76,893)
Books & Supplies (1,868,729) (2,026,479) (2,026,479) 157,750 (750,816) (790,038) (790,038) 39,222 (425,001) (380,718) 380,718 (44,283) (659,012) (774,255) (774,255) 115,243 33,900 81,468 81,468 47,568
Services & Other Operating Expense (2,273,243) (2,273,915) (2,273,915) 672 (616,434) (586,159) (586,159) (30,275) (812,673) (822,724) 822,724 10,051 (490,704) (451,955) (451,955) (38,749) 353,432 413,077 413,077 59,645
CMO Management Fees (1,679,180) (1,679,180) (1,679,180) 0 (661,517) (661,517) (661,517) 0 (687,075) (687,075) 687,075 0 (330,588) (330,588) (330,588) 0 0
Capital Outlay (343,472) (348,147) (348,147) 4,675 (13,820) (27,899) (27,899) 14,079 (0) (13,440) 13,440 13,440 (329,652) (306,808) (306,808) (22,844) 0 0 0 0

EXPENDITURES (18,146,870) (19,126,868) (19,126,868) 979,998 (5,937,549) (6,346,338) (6,346,338) 408,789 (5,825,007) (6,151,574) (6,151,574) 326,567 (3,986,278) (4,121,029) (4,121,029) 134,751 2,398,036 2,507,928 2,507,928 109,892

REVENUE LESS EXPENDITURES 1,337,885 2,203,601 2,203,601 865,716 573,784 92,868 92,868 (480,916) 516,938 97,428 97,428 (419,510) 23,019 173,248 173,248 150,229 224,144 1,840,057 1,840,057 1,615,913

GAAP Adjustments:
Revenue Less Expenditures 1,337,885 2,203,601 2,203,601 865,716 573,784 92,868 (92,868) (480,916) 516,938 97,428 97,428 (419,510) 23,019 173,248 (173,248) 150,229 224,144 1,840,057 1,840,057 1,615,913
Add back Capita Outlay to Net income 343,472 348,147 348,147 4,675 13,820 27,899 (27,899) 14,079 0 13,440 13,440 13,440 329,652 306,808 (306,808) (22,844) 0 0 0 0
Subtract Depreciation Expense (69,000) (69,000) (69,000) 0 (35,000) (35,000) (35,000.00) 0 (17,000) (17,000) (17,000) 0 (17,000) (17,000) (17,000.00) 0 0 0 0 0
Net Income - GAAP Basis 2020-21 1,612,357 2,482,748 2,482,748 870,391 552,604 85,767 85,767 (466,837) 499,938 93,868 93,868 (406,070) 335,671 463,056 463,056 127,385 224,144 1,840,057 1,840,057 1,615,913

Beginning Net Assets @ 6/30/20 (4,963,222) (4,963,222) (4,963,222) 1,974,485 1,974,485 1,974,485 1,944,910 1,944,910 1,944,910 212,796 212,796 212,796 831,031 831,031 831,031
Net Income - GAAP Basis 2020-21 (1,612,357) 2,482,748 (2,482,748) 552,604 85,767 85,767 499,938 93,868 93,868 335,671 463,056 463,056 224,144 1,840,057 1,840,057
Ending Net Assets @ 6/30/21 (6,575,579) (7,445,970) (7,445,970) 2,527,089 2,060,252 2,060,252 2,444,848 2,038,778 2,038,778 548,467 675,852 675,852 1,055,175 2,671,088 2,671,088
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Navigator Schools - Financial Data
*Feb 29, 2020 was the P-2 ADA for the year

Attendance and Enrollment Data Total GPS HPS WPS
2020-21 ADA - Approved Budget 1250.8 518.4 518.4 214
2020-21 ADA 1238.4 524.9 502.2 211.32

2020-21 ADA  %- Approved Budget 95.6% 96.0% 96.0% 94%
2020-21 ADA % @ 4/9/21 94.9% 97.5% 93.0% 92%

2020-21 Enrollment - Approved Budget 1308.0 540.0 540.0 228
2020-21 Enrollment @ 4/9/21 1305.0 536.0 540.0 229

Actual
Cash balance as of 06/30/21 - 3,869,882-  
Projected Annual Expenditures (not including CMO Mgmt Fees) (17,447,688)
Number of Months Cash on Hand (2.66)
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Coversheet

Financial Policies

Section: II. Business and Finance
Item: C. Financial Policies
Purpose: Discuss
Submitted by:
Related Material: Financial Policies 2021.pdf
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Fiscal Policies and Procedures
=========================================================================================================

It is the intent of these Fiscal Policies and Procedures to implement both the letter and
spirit of all applicable State and Federal regulations regarding the expenditure of and
accounting for public funds.  These policies and procedures may need to be modified as the
School develops and regulations change.  The Board of Directors (“Board”) will approve
these financial policies, and revisit them periodically.

1. Purchasing:
1. The Chief Executive Officer and/or the Director of Business and Finance may
sign related contracts within the approved budget.
2. When approving purchases, the Director of Business and Finance must:

• Verify if the expenditure is budgeted
• Determine if funds are currently available for expenditures
• Determine if expenditure is allowable under the appropriate revenue

source
• Issue a purchase order number to vendor

3. Any individual making an authorized purchase on behalf of the school must
provide appropriate documentation of the purchase.
4. Individuals who use personal funds to make unauthorized purchases will not
be reimbursed.  Authorized purchases will be promptly reimbursed by a  bank
check or through Expensify upon receipt of appropriate documentation of the
purchase.
5. Teachers are allotted annually $600 for classroom purchases.
Paraprofessionals  and Small Group Instructors are allotted $100 annually.
Authorized  purchases will be promptly reimbursed by bank check upon receipt
of  appropriate documentation of the purchase.
6. Purchases requiring prepayment are allowed with prior written approval of
the Chief Executive Officer, Director of Business and Finance or his/her
designee.

2. Petty Cash:
1. Navigator Schools will not have a petty cash fund, but the Board may
authorize one in the future.

3. Contracts:
1. All professional consulting services shall be provided for under a contract.
2. Written contracts clearly defining work to be performed will be maintained
for all contract service providers.
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a. Contract service providers must show proof of being licensed and
bonded, if applicable and of having adequate liability insurance and

workers compensation insurance.  Navigator Schools may also require
the contract service provider list the school as an additional insured.
b. Contract service providers who work on the school sites must
complete a W-9 and be finger printed  and TB tested. The School must
receive the contract service provider  fingerprint and TB prior to the
start of work.

3. Contracts for other goods and services exceeding $50,000 on an annual basis
shall be presented to the Board or his/her designee for approval prior to
signing.  Length of contracts shall be at the discretion of the Board or his/her
designee.  In general, contracts exceeding $50,000 shall be reviewed after a
bidding process of sufficient duration to ensure competition. However, the
Board President or Chief Executive Officer may make a finding to the Board for
sole sourcing a contract exceeding $50,000.  In this case, the Board may
approve the contract in arrears at the time of contract execution.  The basis for
such a finding may include:  time/urgency issues, the absence of competitors
and/or high service/quality from a particular contractor.
4. Competitive bids will be obtained:

a. Where required by law and in the best interest of the school
b. Bid tabulations shall be presented to the Board along with

recommendation  for action
c. The Board reserves the right to select vendor it deems most prepared to

provide the required goods/services with regard to the low bidder
being  the automatic selection

d. Business office will keep and maintain contract file evidencing the
competitive bids obtained

5. Potential conflicts of interest will be disclosed upfront and the Board
and/or  Chief Executive Officer with the conflict will excuse themselves
from the  discussion and from voting on the contract.

4. Accounts Payable:
1. All original invoices will be forwarded to the business office for
processing.
2. All documentation (purchase order, packing slip) will be attached to the
invoice.
3. The invoice will be reviewed by the business office, coded for
accounting  purposes and entered into the accounting system for payment.
4. All documentation will be attached to the check and presented to the
Director  of Business and Finance for signature.
5. Checks (outside of payroll), over $10,000 must be signed by two
authorized  signers.
6. Check stubs will be attached to the invoice and filed by vendor.
7. Voided checks will be recorded in the accounting system, and have
‘VOID’  written across them in ink and maintained in a separate file.
8. Navigator cuts checks on a weekly basis.
9. Navigator’s terms for payment of invoices is net 30.
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5. Bank Checks:
1. The Board will approve, in advance, the list of authorized signers on the
school account.
2. The Board will authorize the opening and closing of all bank accounts.
3. The business office will be responsible for all blank checks and will keep
them in a locked secure place.
4. Under no circumstances will any individual sign a blank check.

6. Bank Reconciliation

1. Bank reconciliations will be done monthly by a business office staff member
that does not have the ability to approve expenses or disburse funds.

7. Accounts Receivable:
1. Receipt of cash and/or checks will be collected by the school office who will
account for the funds according to the event, tabulate the total and prepare  the
deposit slip.
2. The school office turns the deposit into the business office where the deposit
is recounted to verify the deposit total.
3. Funds are deposited as soon as practical, ideally the same day and in no case
later than three working days.
4. All cash is immediately put into a locked secure place.
5. Checks deposited are copied and attached to the duplicate deposit slip.
6. Documentation will be maintained for all deposits.

8. Returned Checks:
1. A returned-check processing fee will be charged for checks returned as non
sufficient funds (NSF).
2. In the event a second NSF check is received from any individual, in addition
to the processing fee, the individual will lose check-writing privileges.
Payment of the NSF check must be made by money order, certified check or
cash.
3. If unsuccessful in collecting funds owed, the school may initiate appropriate
collection and/or legal action at the discretion of the Director of Business and
Finance, Chief Executive Officer and/or the Board of Trustees.

9. Employee Reimbursements:
1. Employees will be reimbursed for expenditures within 10 days of presenting
appropriate documentation.
2. Receipts are required for all expenses to be reimbursed.
3. The employee and their supervisor must sign the expense reimbursement.
4. The Chief Executive Officer’s expense report should be approved by the
Director of Business and Finance.

10. Governing Board Expenses:
1. The individual incurring authorized expenses while carrying out the duties of
the organizationwill complete and sign an expense reimbursement form.
2. The Chief Executive Officer will approve and sign the expense
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reimbursement form and submit it for payment.

11. Credit Cards:
1. School credit cards shall only be allowed for school purchases.
2. Authorized cardholders are the Chief Executive Officer, Chief Academic
Officer, Directors, school Principals and other Support Office staff who are
authorized by the CEO.
3. Receipts are uploaded to Expensify and the business office will review and
reconcile statements.
4. Card holders will specify what the expense is for so it can be appropriately
accounted for in the accounting system.
5. Failure to turn in receipts in a timely manner may revoke the employee’s
charging privileges.

12. Other Electronic Payments:
1. Other electronic payments (wire, ACH, transfer between bank accounts, etc.)
shall not be permitted for payment of any expenses or reimbursements  without
written consent of the Chief Executive Officer or his/her designee.

13. Travel:
1. Employees shall abide by the travel and expense reimbursement policy as set
forth in the employee handbook.

14. Cell Phone:
1. Employees shall abide by the cell phone reimbursement policy as set forth
in the employee handbook.

15. Payroll:
1. All non-exempt employees will be responsible for completing a timesheet,
including vacation, sick and holiday time (if applicable). The employee and
the appropriate supervisor will sign the completed timesheet.
2. The completed timesheet will be submitted on the last  working day of the
designated payroll period.
3. Overtime only applies to classified non-exempt employees. Any hours
worked in excess of an employee’s regular work schedule must be pre
approved by the supervisor.
4. Overtime will not be granted on a routine basis and is only reserved for
extraordinary or unforeseen circumstances.
5. Hourly and salaried non-exempt employees are paid bi-weekly or twice a
month.
6. Certificated, exempt and administrators are paid by the 25th of the

month.

16. Financial Reporting:
1. In consultation with the Chief Executive Officer, the Director of Business and
Finance will prepare the annual financial budget for approval by the Board.
2. The budget shall be adopted by the Board no later than June 30 prior to the
start of the new fiscal school year and subsequent to the approval of the  Local
Control Accountability Plan (LCAP).
3. The annual budget will be amended to reflect changes in  revenue and
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expenditures as needed.
4. First interim budget revise is due to the authorizing entity by December 15.
5. Second interim budget revise is due to the authorizing entity by March 15.
6. Navigator Schools will hold regular finance committee meetings to review
budget revisions and financials.

17. Annual Financial Audit:
1. An annual audit by an outside firm shall be performed each year on the close
of the prior year’s books.
2. The annual audit will be performed in advance of the December 15 statutory
audit deadline.
3. The audit shall include, but not be limited to:

a. An audit of the accuracy of the financials statements
b. An audit of the attendance accounting and revenue accuracy practices
c. An audit of the internal control practices.

4. If the school receives over $750,000 from federal sources, the audit shall be
prepared in accordance with any relevant Office of Management and Budget
audit circulars.

18. Loans:
1. The Chief Executive Officer and the Board will approve all loans from third
parties.
2. Employee loans are not allowed.

19. Financial Institutions:
1. All funds will be maintained at a FDIC approved financial institution.
2. Physical evidence will be maintained on-site for all financial institution
transactions.

20. Retention of Records:
1. Financial records, such as attendance and entitlement records, payroll
records, canceled checks and transactions ledgers will be retained for seven  (7)
years.  At the discretion of the Board, certain documents may be maintained for
a longer period of time.
2. Records will be retained on site for a minimum of three (3) years after which
they may be stored off-site.
3. Financials records will be shredded at the end of their retention period.

21. Charter Management Organization (CMO) Services to School Sites:

1. The CMO management fee will be approved by the Board at the same
time the annual budget is approved.

22. Capitalization and Depreciation:
1. Navigator Schools will capitalize and depreciate all assets costing $5,000 or
more. All other assets not categorized below, are charged to expense in the
year incurred.
2. Capitalized assets are recorded at cost and depreciated under the straight
line method over the estimated useful life which can range from:

a. Leasehold Improvements: Lease term or five (5) ears, whichever is
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shorter.
b. Equipment:  3 years
c. Furniture: 5 years

3. Repairs and maintenance costs, which do not extend the useful lives of the
assets, are charged to expense.  The cost of assets sold or retired and related
amounts of accumulated depreciation are eliminated from the asset accounts,
and any resulting gain or loss is included in the earnings in the year.

23. Disposal of Surplus Property and Donations:
1. Surplus property means property that is no longer in use, is damaged beyond
repair, or that Navigator Schools deems has no future value to the school’s
program.
2. The Board or the CEO shall declare the property surplus and direct  staff on
the means of disposal of the property, such as sale, donation or  destruction and
disposal.
3. Should the school wish to sell equipment or other surplus property, the
Board or the CEO shall direct staff by giving specific guidance  regarding
the manner in which such property is to be sold.
4. Once equipment or other property has been declared surplus by the Board or
the CEO, requirements for potential donee organizations shall  include:

a. An organization which is fully independent of the school, with none of
the school’s Board members or key personnel involved in the donee
organization and;

b. A non-profit or governmental entity related to education.
5. Navigator Schools will receive a receipt from the donee organization for the
donated property.
6. The donated asset shall be removed from the school’s books and record the
donation as required by state and federal audit guidelines.
7. Before property acquired with federal grant funds (costing $3,000 or more)
are donated or disposed of, the school shall first notify the federal contract
administrator.

24. Insurance:
1. The Director of Business and Finance will work with the Chief Executive
Officer to ensure appropriate insurance is maintained at all times.
2. The business office will maintain the files of insurance policies, including up
to-date copies of all certificates of insurance, insurance policies and related
claim forms.
3. The Chief Executive Officer, Director of Business and Finance and the Human
Resource Manager will carefully review insurance policies on an annual  basis,
prior to renewal.
4. Insurance coverage will include but not be limited to general liability,  worker’s
compensation, student accident, professional liability and directors’  and officers’
coverage.
5. Coverage will be in line with the limits set forth in the school’s approved
charter petition.

Presented at the August 24, 2021 Navigator Schools Board Meeting.
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