Board Policy Update Instructions

Board policies need to be revised on a regular basis and presented to the Board so that policies are compliant
with changes in the law. CSBA provides policy updates quarterly and they will be sent out by Gloria for your
attention. Policy revisions, generally, take two meetings to accomplish. Prompt attention to updates will help
from keeping you buried.

What you need:

1) WORD copy of the current board policy
2) WORD copy of the CSBA updated version with notes

What you do:

1) Read the CSBA version, including the notes so that you can speak to changes at the board meeting if
called upon. Consider the “Optional” sections of board policy for how Parlier operates. These sections
can be omitted if we do not feel they are needed or if they conflict with how we operate. **Notes and
**Qptional section descriptions should never be included in board policy.

2) Open up Parlier version of existing policy in WORD. Immediately activate the Review function in Word
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The Governi izes its fiduciary responsibility to oversee the prudent expenditure
of district . In ordey/to best serve district interests. the Superintendent or designee shall
develop maintain efffctive purchasing procedures that are consistent with sound financial
controls e district receives maximum value for items purchased. He/she shall
ensure enditures and purchases are maintained in accordance with law.

3) Click Track Changes and select Track Changes
4) Click All Markup
5) Open up CSBA version in WORD next to the Parlier version



6) Inthe Parlier version delete sections that are no longer valid. Deleted sections will turn red and have a

line through them. Delete can be done by highlighting sections or by backspacing through the section.
Youyr document will look like this:
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Parlier US
Board Policy

Expenditures And Purchase

BP 3300
Business and Noninstructional Ojerations

The Governing Board recognizes itg fidueiary responsibility to oversee the prudent expenditure
of district funds. In order to best serve district interests, t.he Supermtendent or designee shall
develop and maintain effective purchasmg procedure" that are twith seund & 1al
mslemendlaes essitimesirend e "l, He/she shall
ensure that records of expenditures a.nd purchases are maintained in accordance with law.

7) From the CSBA version, copy and paste new sections into the Parlier version. New sections will be red
and underlined. Your document will look like this:
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Parlier USD

Board Policy

Expenditures And Purchases

BP 3300

Business and Noninstructional Operitions

The Governing Board recognizes its great emplovees fdueiarrresponsibilite-to oversee the

prudent expenditure of district funds. In order to best serve district mta(csts the Superintendent

or designee shall develop and maintain effective purchasmg procedures to enable the expeditious

acquisition of food and mcenn»e‘ ‘ ith seund financial lsand that

ansurs the district raceres m 1_13. for srems purel d. He/she shall ensure that

records of expenditures and purchases are maintained in accordance with law.

8) When the all revisions have been made save the Parlier version as BP 3300 1° reading, print in color for
the board.

9) After board meeting of 1* reading, incorporate any changes into the 1° reading version.



10) Open up the 1% Reading version, select Review and click Accept and Accept All Changes
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Parlier USD
Board Policy

Expenditures And Purchases

BP 3300
Business and Noninstructional Operations

The Governing Board recognizes its great employees fidues ponstbility to oversee the
prudent expenditure of district funds. In order to best serve district interests, the Superintendent
or designee shall develop and maintain effective purchasmg procedures to enable the expeditious
acquisition of food and incentiv es. s sehrzmasn smsmdes

the distriet recaives walue for siems purchased  He/she sha.ll ensure that
records of expenditures and purchases are mantained in accordance with law.

11) After clicking Accept All Changes the system will remove all deletions and change all additions to
standard black font. See below
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Parlier USD
Board Policy

Expenditures And Purchases

BP 3300
Business and Noninstructional Operations

The Governing Board recognizes its great employees to oversee the prudent expenditure of
district funds. In order to best serve district interests, the Superintendent or designee shall
develop and maintain effective purchasing procedures to enable the expeditious acquisition of
food and incentives. . He/she shall ensure that records of expenditures and purchases are
maintained in accordance with law.

12) Save document as BP 3300 2" Reading and send WORD version to Gloria.



