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Instructions to submit the “Bond of Depository” through the SEEK Web Base Form 
Kentucky Department of Education

Office of Finance and Operations
Division of District Support
District Financial Management Branch
Dated: 1/15/14
Bond of Depository Web Base Form Submission Instructions
1) The Bond of Depository requirements are summarized in KRS 160.570. Each board of education shall appoint a bank, trust company, or savings and loan association to serve as its depository.  According to the administrative regulation, by July 1 of each year the depository selected shall, before entering upon its duties, execute bond for the faithful performance of its duties, to be approved by the local board of education and the Commissioner of Education. Security for the bond shall be deposited with an escrow agent in an amount equal to the penal sum of the bond. Per KRS 41.240 (4) and (5) the securities and obligations shall consist of United States Government Bonds, Kentucky School Revenue Bonds, or Federal Government Agency Obligations, including obligations listed in KRS 66.480 (1) (c).
2) Per 702 KAR 3:090 (1), accordingly, it shall be the duty of each local board of education, on the advice of the Superintendent, to determine the amount of the penal sum of the Bond of Depository, at least thirty (30) days prior to the depository entering upon its duties and by July 1st of each fiscal year thereafter. 
a) The penal sum of the depository bond shall be at least equal to either (1) 103 percent of the current daily balances in each account as they may fluctuate throughout the life of the bond; or (2) the highest balance in each account in each month, for all accounts in the previous year.
b) The penal sum of the depository bond shall be adjusted to reflect expected increases in the highest daily balances due to anticipated changes of deposit amounts in the current year.  
c) No Bond of Depository shall be approved which, in the opinion of the Commissioner of Education, is inadequate to insure the deposits of the local board of education. 
d) To reduce the penal sum of a collateral bond, the local board of education shall submit a notice, with reasons for the reduction, to the Commissioner of Education. A local board of education shall not permit a reduction of the collateral of a bond without execution of a new bond with prior approval of the Commissioner of Education.
3) Action to be taken according to the Method that was selected for the districts bond:

a) Method 1: If the district chose, 103% of the current daily balance, then the appointed bank will need to send the district a new “Pledged Collateral Listing with Current Market Values” according to the new FY Penal Sum Calculation which is figure each year. 
b) Method 2: If the district chose, the highest balance in each account, then a new bond will need to be submitted each year along with the “Pledged Collateral Listing with Current Market Values” according to the new FY Penal Sum Calculation which is figure each year.
NOTE: All hard copy documentation is to be maintained at the local school board. No hard copy documents are to be sent to KDE. Any documents received will be mailed back to the district.

4) The FDIC amount is $250,000, so if the account has less than $250,000 then a Bond of Depository is NOT required for that account because it is FULLY covered under the FDIC insurance.

5) On June 1, KDE will open the window in the SEEK application to allow the districts to update, delete and/or add their bond information through the “Bond of Depository” Web Form.

6) In order to utilize the new web form, the district user must have a KDE Web Applications login ID and associated permissions.  The login ID is the same ID utilized to submit SEEK data like the Fidelity Bond and Staff data to KDE.
7) If the district user does not have a KDE Web Applications login ID, then they will need to register for an account at this link https://applications.education.ky.gov/Login/. 
8) Once they have registered they will need to contact the districts WAPPOC or the KETS Service Desk to be granted access to the SEEK Application.

9) [image: image36.wmf]Go to the “SEEK District Data Submission” login screen located at https://opsupport.education.ky.gov/webforms/Login.aspx NOTE: The district must use Internet Explorer web browser in order for the web form to work properly.
10) Enter “User Name” and “Password” and then click the “Submit” button.  
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11) Once logged in the SEEK District Data Submission Home page will appear. Click the Other Forms link on the left side of the screen.  
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12) Click on the Depository Bonds link.
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13) The District field will automatically be populated with the district name that you have permissions to enter the Depository Bond data for.  If you have more than one district that you are entering data for please use the drop down arrow key to select the proper district.
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14) In the Form History field: 
· “NEW” will automatically display in the box if this is a new FY and the district has not yet submitted any information. 
· “SAVED” will appear when the district has started entering information and they had clicked on the save button before closing the form without submitting the information to KDE. 
· “PENDING” will appear if the form is waiting for approval from KDE
· “APPROVED” will appear when approved by KDE
· “DECLINED” will appear if KDE has denied the Depository Bond for some reason. This will reopen the window for the district to correct and resubmit. This will remove the new information that the district submitted and will default back to last approved information.
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15) The SEEK District Data Submission – Depository Bond Screen will automatically populate the following fields’ information: 
· School Year – The current Fiscal Year will show by default.
· Submitted By – This is the person that logged in and submitted the districts information to KDE.
· Group – User Group, which would say ODSS – District User
· Submitted Date – Date bond information was submitted to KDE
· Status – New, Pending, Denied or Approved
16) In the top right corner of the “Depository Bond” web form is a link to the Web Form Instructions. 

UPDATING, DELETING AND/OR ADDING A BOND
1) Scroll down to see the section called “Bonds”. This is a list of previously approved “Bonds” that the district has submitted to KDE.  
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2) The district will have to do something with the current bond records every year. Whether it is to UPDATE the information or DELETE the record.

3) For the districts convenience we have put brief instructions above the current bond records. It states “To edit an entry, click on the corresponding bond detail”, so click on the bond record and it will populate the Bond Details for editing. The statement “For new fiscal year submissions, start and end dates must be updated” this only applies when editing a record.
4) To UPDATE a bond record click on the “Bank Name” that is listed under “Bonds”. This will populate the “Bond Details” for you.  (NOTE: Remember to use Internet Explorer browser or the web form will NOT appear correctly.)
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5) Once the Bond Details have been populated go to the “Penal Sum” amount if the district has chosen the Highest Daily Balance and enter the new Penal Sum amount for this FY.  (NOTE: The district can change to the 103% option at this time if they choose.) 

[image: image8.png]Bonds
To edit an entry, dlick on the corresponding bond deta
For new fiscal year submissions, start and end dates must be updated.

Collateral
Market
Bank Name Penal Sum
Central Bank & Trust Co. 103% 07/01/2012 | 06/30/2013 |$3,524,360
Fifth Third Bank 103% 07/01/2012 | 06/30/2013 | 182,571,485
New
Bond Details
Bank =
neank | Central Bank & Trust Co.
Penal
am: Check if 103%

Start Date: 7/1/2012 |
End Date: |6/30/2013 |

Collateral: [ select All or check all that apply

[l Federal Government Agency Obligations

Collateral
Market $3,524,350.97
Value:
* [_update] [ Delete] [ cancel

Please remember to 'Save' or 'Submit' your form when you are finished adding or editing all bond information.




6) If the district has chosen the 103% then move on to the next cell.

7) If the bond expires 6/30/2013 and the bank is the same then change the Start Date to 7/1/2013 and the End Date to 6/30/2014 to follow the FY. If forgotten an error message will appear. 
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8) The web form has been set to a 1 year period, which must follow the FY2014 dates of 7/1/2013 and 6/30/2014. This rule will apply to each FY.

9) Next is the “Collateral”, if updating the bond record then more than likely this has not changed but verify that with the bank or if they filled out a new form then it would be listed on the form. (See step # 27 under NEW on where to find the Collateral.)
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10) Next is the “Collateral Market Value”. On this bond that amount is $3,524,359.97. NOTE: The “Collateral Market Value” should be equal to or greater than the “Penal Sum” or the system will NOT let you submit the bond. In this case the “Penal Sum” is 103% so the “Collateral Market Value” is sufficient.  (See step # 29 under NEW on where to find the Collateral Market Value.)
11) Once all of the information has been entered click on the “Update” button. This will populate the “Bonds” information table. The only thing that will not appear here is the “Collateral”. If there were any errors a message would appear in red above the “Bond Details” or at the very top of the screen so please be sure to check there if the “Bond” information does NOT reflect the changes.
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12) If there is more than one bond record complete steps # 2 – 10 to UPDATE the bond record or follow steps # 13 - 14 to DELETE a bond record.

13) Once all bond information has been verified and updated go to step # 32 to complete the bond submission process.
14) To DELETE one of the Bonds click on the “Bank Name” that needs to be removed that is listed under “Bonds”. This will populate the “Bond Details”, then click on the “DELETE” button. This will remove that bond from the web form. 
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15) This will remove the bond record from the table.
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16) Now that the current bond record(s) have been UPDATED or DELETED go to step # 32 to complete the bond submission process. If there is a NEW bond to add then continue to the next step.
17) A NEW bond can only be added if you have UPDATED or DELETED the current bond records.
18) There can only be 1 record per bank.

19) To add a NEW bond click the “New” button under “Bonds”. This will give blank fields under the “Bond Details” to enter all of the bond information.  
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20) For a NEW bond it automatically populates the Start Date and End date to follow the fiscal year. Again this is only for a 1 year period.
21) On the NEW bond enter the “Bank Name”. This information is found on the “Bond of Depository” form that the bank filled out. It is located at the bottom of the form beside “Name of Bank” (See example below)
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22) To select the bank click on the drop down box next to the “Bank Name” and find the Springfield State Bank and select it. NOTE: If the bank is NOT listed contact KDE.
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23) Next type in the “Penal Sum” amount from the “Bond of Depository” form. If using the 103% method, then put a check mark in the box beside of “Check if 103%”. For this bond they used the actual Penal Sum amount.
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24) The “Penal Sum” is found on the “Bond of Depository” form at the top in the first paragraph.
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25) Next is the “Start Date” this is set by default to the beginning of the FY (Example: 7/1/2013). This date can be changed to any date in the current FY. The “End Date” is automatically populated to 1 year from the “Start Date” (Example: 6/30/2014). This date can be changed to a date before the 1 year period according to the start date.
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26) The “Start Date” is found on the “Bond of Depository” form at the end of the first paragraph. (Example: Beginning July 1, 2012). This district has chosen option 2 the Highest Daily Balance so they will need to fill out a new form each year if their Penal Sum has changed for this FY. (NOTE: The web form is on a yearly basis, so you have to use the FY dates according to the web form.)
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27) Next is the “Collateral”, which is found in the second paragraph on the “Bond of Depository” form or listed on the “Listing of Pledged Collateral” that the bank is required to provide to the district. In the web form check the individual boxes or if all apply check the “Select All” box. This will put a check mark in all the boxes. On this bond they have listed “US Government & KY School Revenue Bonds” as collateral check those 2. (NOTE: There must be at least 1 checked.)
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28) Next is the “Collateral Market Value”. On this bond that amount is $13,900,243.95. (NOTE: The “Collateral Market Value” should be equal to or greater than the “Penal Sum” or the system will NOT allow submission of the bond.) In this case the “Penal Sum” is $10,325,170 so the “Collateral Market Value” is sufficient.
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29) The “Collateral Market Value” is found on the “Listing of Collateral with Current Market Value”. This total would be found at the end of the report labeled “Market” or “Market Value” and would be the total amount of the collateral listed on the report. If this column is not totaled then total it or have the bank send a listing with the columns totaled.  (NOTE: The “Collateral Market Value” should be equal to or greater than the “Penal Sum”.)
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30) Once all of the information is entered click on the “Update” button. This also SAVES the information.
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31) This will populate the “Bonds” information table. The only thing that does not appear here is the “Collateral”. If there were errors there would be a error message in red above the “Bond Details” or at the very top of the screen so please be sure to check there if the “Bonds” information does NOT populate.
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32) If there is more than one NEW bond complete steps # 17 – 30.

33) If there are errors there will be an error message in red above the Bond Details or at the top of your screen, so if the bond information does NOT change then please check the top of the screen for any error messages. Correct all errors before proceeding.

34) The next step would be to affirm that the information reported is true and accurate and has been approved by the local board of education. As long as the board has approved the bond(s) the district can still affirm the information and submit the bond information to KDE. The required signatures and dates on the original copies are for the local board of education’s documentation only. Once approval has been verified put a check mark in the box below this statement.
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35) Once this box has been checked the “Submit” button will highlight which will allow submission of the “Bonds” information to KDE. The district does NOT need to click on SAVE. When the district clicked on UPDATE it saved the information. The SAVE button is for when the district needs to exit the program without submitting to KDE.
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36) Once the “Submit” button has been clicked on the bonds information has been submitted to KDE and a “Confirmation” message will appear on the screen. If there is not a confirmation then there is a problem with the bond so go back into the Depository Bond and check.
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37) Once the bond information has been completed and submitted go back into the web form and click on the “Report” button. 
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38) It will open the “Reports Manager” window. 
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39) Click on the dropdown button beside Report: and click on “Depository Bond”. 
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40) The current “Fiscal Year” should show automatically. The report can be saved in a different format by clicking on the dropdown box beside “Save As”. Click on the “Run” button to generate the report. 
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41) Below is an example of the report. Print the report and retain for the districts records.
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42) If the “Depository Bond” web form is NOT completely filled out and the district need to close the form, then click on the “SAVE” button. This will save the information so that the district can log back into SEEK at a later date and complete the process.  (NOTE: Saving the Depository Bond does NOT submit it to KDE.)
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43) Once the Depository Bond(s) has been approved by the Commissioner of Education the district will receive an email stating that, along with a link to the list of approved Depository Bonds. This is usually communicated in August.
44) If the Depository Bond has not been approved yet but it has been reported with incorrect information or if the district needs to make a change to the bond, then contact KDE so that the Depository Bond window can be re-opened for updating and resubmission of the bond.
45) If the Depository Bond has been approved and the district needs to make a change to the bond information, then contact KDE so that the window can be opened for changes. Resubmission the districts bond will need to go through the approval process again.
All Depository Bonds that have been approved by the Kentucky Department of Education’s Commissioner will be posted to the following KDE “Bonds” web site under “Bond of Depository”: http://education.ky.gov/districts/FinRept/Pages/Bonds.aspx
Any questions pertaining to the “Bond of Depository” can be directed to Gail Cox at 502-564-3846 extension # 4462 or Gail.Cox@education.ky.gov.
QUICK REFERENCE GUIDE TO ENTER THE DEPOSITORY BOND INFORMATION

1) The current bond record MUST be UPDATED or DELETED. The following descriptions will assist in determining which box to click during different stages of the updating, deleting and/or adding process.

· UPDATE - To UPDATE the current bond record click on the name of the bank under Bank Name to be updated from the table under “Bonds”.  This will populate the “Bond Detail” with the bond information for that bank. Once the bond details are populated click in the cell beside the information that needs to be changed and make the changes. When updating the Start Date and the End Date must be changed to follow the FY. The web form will only allow a 1 year period, dates must follow FY. Once all changes have been made to the “Bond Detail” click on the “Update” button. This SAVES the information, so the changes should appear in the table under “Bonds”. If the changes did NOT appear in the table then scroll up to make sure there are no ERROR messages at the top of the screen in red.
· DELETE - To DELETE a current bond record click on the bank under Bank Name to be removed from the table under “Bonds”. This will populate the “Bond Detail” with the bond information for that bank. Once the bond details are populated click on the “Delete” button to remove that bank bond record from the list. This SAVES the changes and the record should be removed from the table under “Bonds”.
· NEW – To add a NEW bank that is not listed in the table under “Bonds” click on the “New” button located above the “Bond Detail” section. This highlights the “Bond Detail” so that the new bond information can be entered. It automatically populates the “Start Date” and “End Date”. Once all the information has been entered click on the “Update” button. This SAVES the information, so the changes should appear in the table under “Bonds”. If the changes did NOT appear in the table then scroll up to make sure there are no ERROR messages at the top of the screen in red. (NOTE: There can only be 1 record per bank)
· CANCEL – To CANCEL the previous action performed click on the “Cancel” button.

NOTE: After all bond information has been UPDATED, DELETED and/or ADDED put a check in the box. Once checked the submit button will highlight. Click the “SUBMIT” button in order for the bond information to be submitted to KDE.
2) Bank Name: This is a drop down list of banks that are used by districts. (NOTE: If the bank name is NOT listed then contact KDE so that it can be added.)
3) Penal Sum: There are 2 options, the actual Penal Sum (Highest Daily Balance) or the 103% of the current daily balance. (NOTE: Per 702 KAR 3:090 section 1.)
4) Start Date: This must be the first day of the Fiscal Year (Example - 7/1/20xx). This can only be changed to a date that falls within the current fiscal year but before the end of the FY.
5) End Date: This is the end of the Fiscal Year (Example - 6/30/20xx). This date can be changed but cannot be before the current fiscal year start date. The web form is set to only allow a 1 year period.
6) Collateral: This is a list of securities and obligations that can be used as collateral per KRS 41.240 (4), and (5). 
7) Collateral Market Value: This is the total market value that is listed on the listing of Pledged Collateral that the bank must provide to the district. The Collateral Market Value must be equal to or greater than the Penal Sum.
8) Check Box: There is a check box above the SAVE button that has to be checked before it will allow you to SUBMIT. The district must agree to the statement above the check box. It states that: “By checking the box you are affirming that the information reported above is true and accurate and has been approved by the local board of education.” This means that the district has made sure that the bond has been approved by the local board and has been signed and dated by the bank. The bond does NOT have to be signed and dated by the local board chairperson and the secretary in order to check this box. The district can check this box then get it signed as long as the bond has been approved in advance. The signatures are for the districts records.
9) After all the bond information has been entered decide what action will need to be taken next.
· SAVE - Click on the “SAVE” button if the Depository Bond web form information is NOT ready to be submitted to KDE. The district will be able to come back to this record at a later date to make any changes or updates as needed.

· SUBMIT - Once all the bond information has been updated, deleted and/or added click the “SUBMIT” button to upload the districts Depository Bond information to KDE. If there are no errors within the bond information being submitted, then the information will submit to KDE successfully and the submitter will receive an e-mail notification stating that the bond information has been received by KDE. (NOTE: If there are any errors in the bond information an error message(s) will display on the screen at the top of the screen or above the “Bond Detail” in red font type. The district must correct the information prior to submitting the information to KDE.)
· REPORT - Click on the “REPORT” button to review and/or print the district’s “Depository Bond Report” that lists the banks and the bond information that have been entered by your district. The district can’t generate this report until the bond information has been submitted to KDE.
· CANCEL – When clicking on the “CANCEL” button it will go back to the “SEEK District Data Submission Home page”. It will NOT save any information that has NOT saved.
All Depository Bonds that have been approved by the Kentucky Department of Education’s Commissioner will be posted to the following KDE “Bonds” web site under “Bond of Depository”: http://education.ky.gov/districts/FinRept/Pages/Bonds.aspx
Please forward questions relating to the Depository Bond to Gail Cox at gail.cox@education,ky,gov  or 502-564-3846 extension # 4462.
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