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MEMO and MEETING MINUTES  

MEETING MINUTES 1 BUDGET GUIDELINES: 1 AUDIT/MONITORING CONTROLS: 3 MUNIS 
5 CALENDAR OF QUARTERLY BUDGET REPORTS 6 DESIRED IMPROVEMENTS IN 

QUARTERLY REPORTS 6 DESIRED IMPROVEMENTS IN BUDGET DOCUMENT 6 PENDING 
INFORMATION REQUESTS 6 EXPLANATION OF COMMONLY OBSERVED DATA IN A 

WARRANT 7 REFLECTIONS (from DS only) 7 RESOURCES SHARED DURING THE 
MEETING: 8 AGENDA MEETING 1 FINANCE SUB COMMITTEE : 8  

The Finance Sub Committee met on the 28th September, for the following Agenda given 
below  

Meeting participants:  

Mr. Coelho, Ms. Laura Reinholm, Sara Cuthbertson, Deepika Sawhney 

Meeting start and end time:  

The meeting began at 3.55 pm and concluded at 5.08 pm in Mr. Coelho’s office  

BUDGET GUIDELINES:  

The gist of the discussions is given below:  

Draft goals for LPS budget for School Committee consideration  

Two goals were edited substantially and one new goal was added. The final language 
will be presented at the school committee meeting, meanwhile the draft edited goals 
now read 
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Logic for requested change:  

We have been working on DEI for about five years now the LPS community has 
understood and embraced these values. The community has made much progress in 
changing hearts and minds while educators and administration continue to evolve their 
instructional and curriculum practices. However, the educational outcomes of many of 
our students from historically marginalized communities are not doing as well as could 
be hoped for with such a multi year focus. The pandemic has slowed down the 
beneficial impacts of these efforts on academic outcomes. We need to directly focus on 
improving these through budget and time investments by focusing on measurable 
outcomes.*  
*addition from community member  

Logic for requested change:  

There are two types of scheduling and space challenges for the highschool classes and 
programs.  
1) the current pressure of high enrollment  
2) the impact of construction (future)  
However, these are operational, while graduation requirements are aspirational and 
inspirational in nature.  

To have the graduation requirements be guided by scheduling or personnel issues and 
not what student needs are or the tools they need to be equipped for at graduation, is 
not ideal. Our operational issues can not limit the goals of an LPS education. An LPS 
education equips our students for a future that is informed by the world they will be 
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stepping into, not the world they are stepping out of. The motivation for the continued 
emphasis on focus on science subjects only while other subjects too may require 
efficiencies in scope and sequence is not clear.  

Logic for requested change:  

The goal is to identify which students are not doing as well as their peers, two-three 
years past the pandemic. The current 3rd graders (2023-24) were in preKindergarten in 
2019-2020. Therefore next year LPS would have at the last 4 years of data to see how 
the cohort-year is doing. Once students have been identified, LPS can then look to see 
how they can be supported more to bring their outcomes to the same level as their 
typical peers. It's basically pandemic effect mitigation so that no child falls through the 
cracks because on aggregate we seem to be bouncing back ok.  

In addition there was some discussion on how the guideline 4 on identifying cost 
savings could be operationalized and resultant savings highlighted through SC 
meetings. This is especially important as the school budget increases year after year 
and the new high school will require significant outlay of funds raised through taxes.  

AUDIT/MONITORING CONTROLS:  
(Based on discussion at meeting)  

Major audit points during a school year are the following  
1. Most specific - invoices are reviewed in MUNIS by finance depts, gathered in 

30/40 groupings before a batch report is generated and sent to us for review and 
approval  

2. End of the year report (EOR) is sent to DESE every year by June 30th every 
fiscal year  

3. In Feb/March DESE has an independent auditor come in who looks at all the 
entries and trace back expenses in the MUNIS system to ensure that they have 
been recorded correctly. The job of this auditor is to ensure that the right items 
are in the right lines in the system and overall the expenses were within budget. 
Not to flag any questionable items.  

4. Single MUNIS audit to ensure that the government grant money received for our 
SPED students needs is correctly accounted for.  



Lexington public schools have departmental, school building and central office 
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mechanisms which are facilitated by the MUNIS platform for assessing the spend in any 
individual bucket.  

Department heads, building heads etc are the budget managers and are allocated a 
certain sum every year which they use to buy materials, software licenses etc. These 
are depleted as the academic year progresses. Within each school building the 
purchase orders generated are reviewed by the person who is in charge of the building 
budget. The Central Office finance department monitors any unusual invoices (those 
that do not fall in the pattern by amount, or goods bought etc.)  

Typically an expense will go through the following steps  

->Identified Need  
- >generate Purchase Order (PO)  
-> review by supervisor or building head  

-> review by Central office staff if over a certain $ limit  
-> generation of invoice by vendor  
-> shows up in MUNIS  
-> cleared for payment by staff  
-> gathered into warrants which are mostly organized by date, or by type of expense 
->approved by Mr. Coelho and me  
-> approved by SC at a meeting  
-> Municipal finance department pays it  

For the purchase orders there is an approval threshold set up in the central office 
finance department.  

>$2500 Mr. Coelho approves it (checks that the dept. account still has allocation left and 
the item is being purchased from the right account, expense is legitimate etc 
>$200-2490 Ms. Laura checks it  
<$200 checked by Accounts payable clerks in the finance office  

This prevents a building manager contracting with a vendor for an expense which is 
very large or not a valid expense. However, given that small dollar amounts can add up 
quickly these are monitored carefully too.  

For most things the state has an approved list of vendors which the school department 
has to purchase from. Therefore these are known vendors for the most part and are set 
up in MUNIS as such.  

Budget managers such as school building heads have a MUNIS view which allows them 
to track how much of their funds they have spent and how much is left. In addition if a 



manager goes over budget in one line (Supply line, equipment line, contracted services, 
dues, memberships etc) then the central office finance dept can work with them to 
switch funds around within their bucket. 
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FYI - most software licenses are bought at the building level. Only large system wide 
software licenses are consolidated under Mr. Martellone’s department.  

Additional monitoring processes are that every month - over ages are monitored across 
the system. Sometimes the municipal side can also flag an expense and refuse to clear 
it till the school side has reviewed it. The School dept would look at descriptions, 
vendors chosen etc.  

At present most of the invoices are electronic and come directly into the system so the 
big binders of yesteryear are a thing of the past.  

Additional questions asked are at the front of this document  
compliance-supp From MASS DESE.docx  

MUNIS  
The MUNIS platform is owned by the Company https://www.tylertech.com/. There are a 
number of training resources and guides available on the web. Like every other 
enterprise software it too has a number of available reports which can be generated 
periodically or with some customization can be generated to suit our needs. For 
example this consolidated balance sheet for a different municipality 



Therefore if the School Committee so choses, generation of certain report types 
periodically should be easy, especially if they are made available in the baseline 
implementation of the Enterprise Resource Planning (ERP) system. 
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CALENDAR OF QUARTERLY BUDGET REPORTS  

From FY 2025 Budget Guidelines and Calendar  

December 12 FY 2024 First Quarter Financial Report & FY 2023 EOY Report Update 
February 27 School Committee: FY 2024 Second Quarter Financial Report May 7 
School Committee FY 2024 Third Quarter Financial Report  

DESIRED IMPROVEMENTS IN QUARTERLY REPORTS  
Have a section on the accumulated expended totals to date also. It could be included in 
the summary section. These can be generated from the summary reports available 
through MINUS. Some examples from screen shot from a web search 



 

DESIRED IMPROVEMENTS IN BUDGET DOCUMENT  
The finance department is looking into reformatting the information provided to make it 
more easily accessible for town residents. Suggested that a 1-2 page summary 
document highlighting key points would be very helpful. 
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PENDING INFORMATION REQUESTS  

● Impact of the LEA unit A contract at a summary level, so that the amounts 
encountered in salary warrants payable are understandable. If a forward looking 
(over the three years of the contract) can be provided that would be very helpful. ● 
Also increases for other finalized contracts.  

EXPLANATION OF COMMONLY OBSERVED DATA IN A WARRANT  
This is a sample warrant page that has been taken from a recent set of warrants 
received for approval. Here is an explanation of the various data units see here.  

A number of MUNIS training resources are available on the web. For e.g. 
https://www.framinghamma.gov/DocumentCenter/View/44397/Accounts-Payable  



 
REFLECTIONS (from DS only)  
In order to make the task of the warrant reviewer designated from the SC much easier, some 
steps can be followed.  

● Run a ‘training session’ to explain the process to all new SC members elected 
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● It may be useful for the School Committee to look into what kinds of periodic reports could 
be added to the quarterly summaries or evenly weekly consent agendas ● Create a guide to 
the annual ebbs and flows of expenses, a form of trend analysis which reassures the SC 
about unusual spikes or troughs in the total warrant fund amounts. For example: 
compensation varies across the summer months, or that the expenses for goods may seem 
higher in late June due to the various budget managers putting in their orders for next year,  
● Create a policy or a practice or guideline for evalauting expenses that come before us for 

approval: ‘must haves’ vs the ‘nice to haves’  

RESOURCES SHARED DURING THE MEETING:  

The attached links were also shared which are to do with terms used in MUNIS for the 
municipal-school operations:  

Chart of accounts  
https://drive.google.com/file/d/1eGFGD6lliWQeW-28PLU27IlzJoW9x7DN/view?usp=sha 
re_link  



Abbreviations list  
https://docs.google.com/spreadsheets/d/1vNXiDUa08TO6_VGLvllpifRGbn63o38L0j1aP 
dWtahc/edit?usp=sharing  
and this  
https://docs.google.com/spreadsheets/d/1WWbIGxkqhbVpl1JnIUf70xKCmpuS_WK6/ed
i t?usp=sharing&ouid=106106275678882487224&rtpof=true&sd=true and this  
https://docs.google.com/spreadsheets/d/1WWbIGxkqhbVpl1JnIUf70xKCmpuS_WK6/ed
i t?usp=sharing&ouid=106106275678882487224&rtpof=true&sd=true  

AGENDA MEETING 1 FINANCE SUB COMMITTEE : 
28th September 2023 3.30 pm. Central Office Finance Department 
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 Finance sub committee for Lexington School Committee  
28th September 3.45-5.45 pm This meeting will be conducted in person at the LPS Central Office  

Anticipated Attendees: Deepika Sawhney, Sara Cuthbertson, Mr. Coelho, Finance Department 
staff as needed.  

Anticipated/desired Outcomes  
● Draft goals for LPS budget for School Committee consideration  
● Draft Memo on audit controls for fund balances over the fiscal year to share with 

School Committee  
● Draft calendar of budget quarterly reports for school committee meetings ● Checklist of 
desired improvements in communication of budget related details for regular School 
Committee meetings  

Key topics  

I. Preliminary Budget Priorities for 2024-2025 year. Previous year’s priorities linked here (for 
reference)  

II. Discussion on funds, expenses and balances through the fiscal year  

○ Current procedures for monitoring expenses and balances  
○ Procedures for new expenses, or unusually increased expenses  
○ Known budget increases due to finalized union contracts, any 

anticipated/unknown increases for remaining contracts  
○ Audit mechanisms and auditing entities at the dept., school, district level  

III. Calendar for quarterly reports for School Committee presentation  

○ Sequence of reports and what will be covered  
○ Any additional information to be incorporated  
○ Previous years quarterly reports (for reference)  

IV. Ideas for improving the financial communications for greater transparency 

○ Warrant approval documents  

○ Reports to the School Committee  

○ Budget document  

○ Budget communications to community  

V. To be done in future meetings  

○ Any discussion needed on 24-25 draft budget 
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