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BUDGET DEVELOPMENT




QUPERINTENDEMND BOARDROLESRE BUDGET

C Thesuperintendentpreparesthe budget for review and approval b
the boardand PED.

C Thefinance subcommitteenakes recommendations to the board
regarding annual budget preparation and oversight.

C Theboardreviews and approves the annual school district budge

*SeeNMSA19788 22-5-4 (2005). Local school boards; powers; dulti

*SeeNMSA 1978 22-5-14 (2003). Local superintendent; powers and dulti

*SeeNMSA 1978 22-8-12.3 (2010)Local school board finance subcommittee; audit committee; membership; du
*See als®.29.1.9NMAC Proceduralequirements.



MAKINGTHEHARDDECISIONG WHATDRIVESHE

PROCESS

C The boardeviews, approveandsupportsii KS RA & i NA O
each school sitéevel EPSS.

C G9RdAzOF GA2Y It LI Iy F 20ND&&ESiegizR S
plan written by all districts and schools to improve student
performanceb €

C Thesuperintendent is thehief executive officeof the district.

C The boarcemploysandevaluatesghe localsuperintendent.

*See6.29.1.9 (A) NMAC. Procedural Requiremel
*Seeals06.29.1.7(AN)NMAC Definitions.
*See alstNMSA19788 22-5-14 (2003). Local superintendent; powers and dulti



MAKINGTHEHARDDECISIONSPERSONNEL

C Thesuperintendentemploys, fixes the salaries of, assigns,
terminates or discharges all employees of the sclustrict.

C Theboarddischarge®r terminateslicensed school personnel whe
a reduction inforce (RIF) Bl | dzZA NB R al a | Nb:
enrolilmentor a decrease or revision of educatiopabgramsor

Insufficient legislativappropriationor authorization being made b
the state and/or federaB 2 IS NY Y Sy (I ®¢

*SeeNMSA 1978 22-5-14 (2003). Local superintendent; powers and dulti
*See als®.67.3 NMACTermination or Discharge of Licensed School Personnel when Reduction in PersBeqeirnsd.



REDUCTIONN FORCHRIF)

C Requirements:

A.

B.

localschool boards have a reduction in personnel policy in pl
and comply with thos@rocedures;

the discharge or termination is made in accordance with the

School Personnel Act (Chapter 22, Article 10A NMSA 1978),
applicable rules and regulations of the department and local
board of education, and any applicable collective bargaining
agreementsand

. alocal school board has considered placement of the license

school employee in another position, and there is no other
position for which that individual is qualified, consistent with t
academic necessities of the district

*6.67.3 NMACTermination or Discharge of Licensed School Personnel when Reduction in PersBeqeinsd.



WHATHAPPENS THEBOARDFAILSTO SUBMITA

BUDGE?

CAaLF | f20Frt &aoOKz22f o02FNR Tl At
section, the department shall prepare the operating budget for tr
school district for the ensuing fiscal yéer

C a llocal school board shall be considered as failing to submit a
budget pursuant to this section if the budget submitiexteedshe
total projected resources of the school district or if the budget
submitted does notomplywith the law or with rules and
procedures of thalepartmeni® €

*NMSA1978,8 22-8-6 (D) (1999)Budgets; submission; failure smbmit.



PREVENTING FRAUD AND WASTE THR
FINANCIAL OVERSIGHT




HNANCESUBCOMMITTEE

C Eachboardshallappoint at leastwo members of the boards a
financesubcommittee.

*SeeNMSA 1978 22-8-12.3 (2010). Local school board finance subcommittee; audit committee; membership; c



ROLEOFHNANCESUBCOMMITTEE

C Thefinance subcommittee shall:
(1) makerecommendations to the local school board in the
following areas:

(a) financialplanning, including reviews of the schédih & i N.
revenueand expenditure projections;

(b) reviewof financial statements and periodic monitoring of
revenues anexpenses;

(c) annualbudget preparation and oversight; and

(d) procurement and

(2) serveas an external monitoring committee on budget and oth
financialmatters.

*NMSA 1978&22-8-12.3(F (2010).Local school board finance subcommittee; audit committee; membershiges.



AUDITCOMMITTEE

Eachboardshallappoint an audit committee that consists:
C Two boardmembers;

C Onevolunteer member who is parentof a student attending that
schooldistrict; and

C Onevolunteer member who hasxperiencan accounting or
financialmatters.

Thesuperintendentandthe district businessnanagerserve as eofficio
members.

Alocal school board witmore than five membermay appoint more
than two board members to its audit committee.

*SeeNMSA 1978 22-8-12.3 (2010). Local school board finance subcommittee; audit committee; membership; c
*See als®.29.1.9 NMAC. Procedural requiremen




ROLEOFTHEAUDITGCOMMITTEE

C Theaudit committee shall:

(1) evaluatethe request for proposal for annual financial audit
services;

(2) recommendthe selection of the financial auditor;

(3) attend the entrance and exit conferences for annual and spec
audits;

(4) meetwith external financial auditors at least monthly after au
field work begins until the conclusion of thedzZRA 0 T X

*NMSA19788 22-8-12.3(D)(2010). Local school board finance subcommittee; audit committee; membership;.d



ROLEOFTHEAUDITGCOMMITTEE

C Theaudit committee shall:

X

(5) be accessible to the external financial auditors as requested tc
facilitate communication with the board and tlseiperintendent;

(6) trackand report progress on the status of the most recent aud
findings and advise the local school board on policy changes
needed to address audit findings;

(7) provideother advice and assistance as requested by the local
school board; and

(8) be subject to the same requirements regarding the confidentia
of audit information as those imposed upon the local school
board by the Audit Act and rules of the state auditor

*NMSA 1978 22-8-12.3(D) (2010). Local school board finance subcommittee; audit committee; membership; «



WHATISAN AUDITHNDING

C aDSYSNY}ftftée YR Ay (GKS 02y (SEI
findingreflects a weakness in internal contaran instance of non
compliances A UK [ LI AOF ot S tlga I yF

C Atypical audit findingncludes:

1) astatement of the condition and the criteria used to defilte
2) anexplanation of the cause of treondition;

3) adiscussion of itsesults;and

4) recommendationgor improvement

*Manual of Procedures for Public School Accounting and Budgeting Acronyms and A Glossary of Terms, |
http://ped.state.nm.us/div/fin/school.budget/PSAB/Glossary%20&%20Laws%20Comb



http://ped.state.nm.us/div/fin/school.budget/PSAB/Glossary & Laws Combo.pdf

THE FRAUD TRIANGLE

Pressure

Opportunity Rationalization

Association of Certified Fraud Examiners, locatedtat:// www.acfe.com/fraudtriangle.aspx



http://www.acfe.com/fraud-triangle.aspx

WHATISTHEFRAUDIRIANGLR2

C & ¢ fawid triangle is a model for explaining the factors that caus
someone to commit occupational fraud: (1) perceived unshareal
financial need; (2) perceived opportunity; and (3) rationalizati@n

*Association of Certified Fraud Examindosatedat: http:// www.acfe.com/fraudtriangle.aspx



http://www.acfe.com/fraud-triangle.aspx

THECQRIMINALPROFILE

C G¢KS OFaid YI 22N dtithe dféhdefs With dzR A 1
criminal past; they do not view themselves as criminals. They se
themselves as ordinary, honest people who are caught in a bad

of circumstances. Consequently, the fraudster must justify the c
02 KAYaAaStF Ay | gleé& OGKIFG YIF (¢

*Association of CertifieBraudExaminerslocatedat: http:// www.acfe.com/fraudtriangle.aspx



http://www.acfe.com/fraud-triangle.aspx

WHATAREINTERNACONTROLS

C « !process effected by those charged with governance,
management, and other personnel designed to provide reasona
assurance about the achievement of the entities objectivés

*Manual of Procedures for Public School Accounting and Budgeting Acronyms and A Glossary of Terms, i
http://ped.state.nm.us/div/fin/school.budget/PSAB/Glossary%20&%20Laws%20Comk



http://ped.state.nm.us/div/fin/school.budget/PSAB/Glossary & Laws Combo.pdf

WHATARETHEDISTRICE INTERNACLONTROL

OBJECTIVES

C ¢KS a40K22f RAAUGNAOGQa 202S0O10
categories:

safeguarding its assets;

checking the accuracy and reliability of its accounting data;

promoting operational efficiency; and

encouraging adherence to policies for accounting and financi
controls.

O O O O

*Manual of Procedures for Public School Accounting and Budgeting Acronyms and A Glossary of Terms, |
http://ped.state.nm.us/div/fin/school.budget/PSAB/Glossary%2@&¥aws%20Combo.pc



http://ped.state.nm.us/div/fin/school.budget/PSAB/Glossary & Laws Combo.pdf

PENALTIES




PENALTIEEORMISUSEOFPUBLIAVIONIEBYA

PUBLICOFFICERINDERTHENM CONSTITUTION

C a! yublic officer making any profit out of public money or using
the same for any purpose not authorized by law, shall be deeme:
guilty of a felony and shall be punished as provided by law and s
be disqualified to hold public offide® d €

*Article VIII& 4 New Mexico Constitutior



PENALTIEEORVIOLATIONOFTHESCHOOIHNANCE

ACTBYANY PERSON

C Violation of act; penalties:
A. Anyperson violating any provision of the Public School Finan

B.

Act Is guilty of getty misdemeanar

Anyperson diverting or expending any public school money
contrary to the approved budget is, in addition to being subje
to any other civil or criminal actiohablealong with his sureties
to the state for theamount diverted orexpended

. Anypersondivertingany public school funds from the purpose

for which the funds were raised or acquired, or embezzling
public school funds, shall be removed from office by the cour
imposing the criminalJSy I ft 1 éd X 602y UAY

*NMSA1978,8 22-8-42 (1988) Violation of actpenalties.



PENALTIEEORVIOLATIONOFTHESCHOOIHNANCE

ACTBYANY PERSON

C Violation of act; penalties:

D. Anypersonfalsifyingany record, account or report required to
be kept or filed pursuant to the Public School Finance Act or
Knowingly using any mondyudgeted or appropriated for public
school use or for any other purposes than that provided in th
appropriation or budget is guilty of @etty misdemeanoand
shall, in addition to all other civil or criminal penalties, forfeit |
office oremployment.

E. Legalproceedings for violation of the Public School Finance £
shall be instituted byhe state superintendentdecretang X
(continued)

*NMSA 19788 22-8-42 (1988)Violation of act; penalties



PENALTIEEORVIOLATIONOFTHESCHOOIHNANCE

ACTBYANY PERSON

C Violation of act; penalties

F. & !certified school instructor or certified school administrator
guilty of any of the violations provided by this section shall, u
conviction, have hisertificate revokedy the state board
[department.

G. Nothingin this section shall be interpreted to prevent the
enforcement of any provision of the Public School Finance A
means ofmandamusor injunction® €

*NMSA 19788 22-8-42 (1988)Violation of act; penalties



NEWMEXICCSJPREMEODURTON PENALTIES

AGAINSTPUBLIAOFEICERS

C QquWarrgntoaction l:,)rought by priyate person chaﬂepging boqrc
YSYOSNRQ UAuUtS uz2 Z2FFAOS RdAzS

C Alleged acts included purchase of rositdNJA LI | A NJF I NB

wife; purchase of gas from member; payment to member and

YSYOSNXRa gAFTS FT2NJ g2NJ YR a-:

Supreme Court affirmed removal of two members.

9 OK al yOUAZ2Yy RA&isspaiate Shekdistnet; |

disqualification is not dependent on a felony conviction

C & h yA&ed not be found guilty of a felony to forfeit and be

disqualified from office under the New Mexico Constitution and
Section 228-42(D) ®¢€

) ()

*Stateex rel. Martinez v. Padill®4 N.M. 431 (1980



GOVERNMENTALONDUCTACT

C Senate Bill 432 from the 2011 Legislative Sedsioadenedthe
scope of the Governmental Conduct Aztextend to school boards
and district employees anithe waythey dobusiness with entities
which theymay have a privateterest.

C The Governmental Conduct Act is located at NMI$2A88 10-16-2
(2007) et seq.

C ¢KS ba ! 002 Nagsramedtsd gosdudt AcComplianc
Guideis availableon-line: http:// www.nmag.gov/publications.aspx
C aCdzZff RA&AOf2adzNBE 2F NBIFE 2 NI I
guiding principle for determining appropriate conduct. At all time

reasonable efforts shall be made to avoid undue influence and
0dzaS 2F 2FFAOS Ay §lo6BE®.O &SI



http://www.nmag.gov/publications.aspx

GOVERNMENTALONDUCTACT

C ! yftSaa I Lzt A O didosektite puitlic2 NJ ¢
officer's or employee's substantial interest through public noaoe
unless a contract is awarded pursuant toampetitive processa
local government agenghall notenter into a contract with a publi
officer or employeef that local government agency, with ti@mily
of the public officer or employee or withkausinessn which the
public officer or employee or the family of the public officer or
employee has gubstantialinterest® ¢

*NMSA19788 10-16-3(C)(2011). Ethicgbrinciples of public service; certain official acts prohibiteehalty.



GOVERNMENTALONDUCTACT

C GW{dzoaidl yiaAl f owngrship NBrastititat isygatef
than twenty percent €

C & ¥/ 2 ynebdsa0ag®@ement or transaction having a value of
more than one thousand dollars ($1,000) with a state or local
governmentt ISy Oé ® d P&

*NMSA19788810-16-2(Q and (L) (2011). Definition:



GOVERNMENTALONDUCTACT

C & wik @niawful for a public officer or employee to takegfficial act
F2NJ GKS LINRYIFNE LldzN1R2 &S 2F R
SYLJ 28SSQa FAYIFIYOALET AYUISNBAI

*NMSA1978810-16-4(A) (2011). Official act for personal financial interest prohibit
disqualificationfrom official act; providing a penalty

C Financiainterestisdé 'y Ay USNBaid KSf{ R oé
family that is: (1) an ownership interest in business or property; c

(2) any employment or prospective employment for V\v/hich )
VySIA2GALF0A2ya KIFEGOS | f NBFRé 0S:+

*NMSA1978810-16-2(F (2011). Definitions



(GOVERNMENTALONDUCTACT(PENALTIBES

C Criminal penaltiesa ! y fs@éifid otherwise in th&overnmental
ConductAct, any persomvho knowinglyand willfully violates angf
the provisions of that act is guilty af misdemeanoand shall be
punished bya fineof not more than one thousandollars ($1,00pD
or by imprisonment fonot morethan one year or bothNothing Iin
the Governmental Conduct Act shphleclude criminaprosecution
for briberyor other provisions of law set forth ithe constitutionof
bS¢g aSEAO2 2NJ o6& auol ddzisS o¢

C Civil penaltie¥ Maydncludea permanent or temporarinjunction,
arestraining order or angther appropriateorder, including an
order for acivil penalty of two hundred anfifty dollars($250) for
each violation noto exceedf A S (K2 dzal yR R2f

* NMSA 1978 10-16-17 (1993) Criminalpenalties.
*NMSA1978810-16-18(B) (1995). Enforcement; civil penaltie




STANDARD®FPROFESSIONAIDNDUCTFLICENSEL

EODUCATOR

C Standards of Professional Conduct include:

Caaklftf y2a I OOSLII Fyeée 3INF i d:
entertainment, hospitality, loan, forbearance, favor, or other
item having monetary value whose market value exceeds $1
excluding approved educational awards, honoraria, plaques,
0NPLKASAS YR LINRARIT Sa Pé

C oshall avoid conduct connected with official duties that is unfe
Improper, illegal or gives the appearance of being improper c
illegalkb €

*6.60.9.9 (C)(83nd (C)(9) NMAC



REQUIREREPORTINGFETHICAIMISCONDUCBY

LICENSESCHOOIBVIPLOYEE

C Backgroundchecks known convictions allegedethical misconduct
reportingrequired limited immunity; penaltyfor failureto report:

A. Asused in this sectio?S 1 KA Ol f médng O2 vV R dz
unacceptable behavior or conduehgaged in by a licensed
schoolSY LJ 2 & SS X

F. A local superintendent, charter school administrator or directt
of a regional education cooperative or their respective
designeeshall investigateall allegations of ethical misconduct
about any licensed school employee who resigns, is being
discharged or terminated or otherwise leaves employment af
Fy FEfS3IlFTGA2Yy KIFa 0SSY YIRS

*NMSA 19788 22-10A5 (2007).




REQUIREREPORTINGFETHICAIMISCONDUCBY

LICENSESCHOOIBVIPLOYEE

C Backgroundchecks known convictions allegedethical misconduct
reportingrequired limited immunity; penaltyfor failureto report:

F. X thefinvestigation results in a finding of wrongdoing, the
local superintendent, charter school administrator or director
a regional education cooperatighall reportthe identity of the
licensed school employee and attendant circumstances of th
ethical misconduct on a standardized form to the department
and the licensed school employegthin thirty daysfollowing
the separation from employment. Copies of that form shall nc
be maintained in public school, school district or regional
education cooperativdl5 O2 NRa X 002 y i A y dzS

*NMSA 19788 22-10A5 (2007).




REQUIREREPORTINGFETHICAIMISCONDUCBY

LICENSESCHOOIBVIPLOYEE

C Backgroundchecks known convictions allegedethical misconduct
reportingrequired limited immunity; penaltyfor failureto report:

F. X Noagreementbetween a departing licensed school employ
and the local school board, school district, charter school or
regional education cooperative shall diminish or eliminate the
responsibility of investigating and reporting the alleged ethice
misconduct, and any such agreement to the contra@ B A R’

*NMSA 19788 22-10A5 (2007).



FORMERPRINCIPAACCUSEDFSTEALINGCHOOL

FUNDYSF lBWMEXICAMN

C NewMexico StatéAuditor hasssued a warning tthe Anonymous
School District regarding its hiring of a woman convicted of tax fr
who isbeinginvestigated in connection with the theft of student
activity money from an elementary school.

C ¢K2dzAK GKS g2Yly Aa y2i thelr YS]
schools, The New Mexican learned thatonymous employewas
the principalof Anonymous£lementary school when $12,000 in
student activity funds went missing in the 202314 school year.

(continued on next slide)



FORMERPRINCIPAACCUSEDFSTEALINGCHOOL

FUNDYSF BWMEXICAN GONTINUED

C ¢KS 40K22f RAAUGNAOG YR U0KS |
employee embezzled money. The employee was convicted of ta
fraud in 2004

C Anonymousi O K ZirgetinQSuperintendent said employee has
since resigned from the district.

C¢KS {01FIdS 1" dzZRAUZ2NXRA hFFAOS al
reforms to prevent similar fraud.



WHATINTERNACONTROLWERENOTFOLLOWED

C a5 G Npiof@miERdd Bnhd financial systems are periodic:
compared withphysical assets and discrepancies are exantired

C a L y O SafleisoNdEaterials, supplies, and other assets are che
regularly: differences between assets recorded and actual amou
are corrected and the reasons for the discrepancies are resolvec
The frequency of comparison is based on the vulnerability of the
assetp ¢

*Manual of Procedures for Public School Accounting and Budgeting Tips, Tools and Redtxhitet?-1, locatedat:
http:// ped.state.nm.us/div/fin/school.budget/PSAB/Tips%20and%20Tools



http://ped.state.nm.us/div/fin/school.budget/PSAB/Tips and Tools.pdf

POSSIBLERAUDATTROUBLEDHARTECHOO(_LAS

CRUCESUN-NEWY

C Fraudulent student enrollment and questionable travel
reimbursements are just a few of the violations uncovered by a <
Investigation ofAnonymousAcademy, which led to theevocationof
the a O K ZcRatteR By the Public Education Commission after on

year of operation.



WHATINTERNACONTROLWERENOTFOLLOWED

C &! LILINPorghliizationd structure and supervision help provid
oversightof internalcontrol functionsp €

C ! dzi2YlI 4GSR SRAG& YR OKSOla |
help control accuracy and completeness of transaction processit
Separation of duties and responsibilities is used to help deter fpe

*Manual of Procedures for Public School Accounting and Budgeting Tips, Tools and ReExhibé&s21, located at:
http://ped.state.nm.us/div/fin/school.budget/PSAB/Tips%20and%20Tools.



http://ped.state.nm.us/div/fin/school.budget/PSAB/Tips and Tools.pdf

AUDITREVEALY INSTANCEQFPOSSIBLERAUD

(KOAT 7 PBUQUERQUE

C Aninternal auditof y 2y e Y2 dza { Odt®i® funds Has
shed light on misspending and suspicion of check fraud.

C Ofthe 86transactions auditeda couple stood out: the student
activity fund atAnonymouHigh School and suspicion of check fr:
at AnonymousElementary.

C Aninvestigation into theAnonymouslementary fraud is underway
by police

C Inthatinstancea bookkeeper noticed a $4 check issued to a par
for the refund of a lost library book that had been locatétwas
turned into a $1,500 check that was cashed, but not by the pare



AUDITREVEALY INSTANCEQFPOSSIBLERAUD

(KOAT 7 PBUQUERQUE

C Inthe instance of the Anonymous High activity fund, more than
$19,000 raised by the student body was used to pay for a trip to
send seven students and four adults to attend the presidential
Inauguration in Washington, D.C., in 2013.

C OAWhen you're talking just strict activity funds though it's obvious
that not all the procedures are being followed and things are falli
through thecracksand at the end of the day the school takes the
F2NJ 0K2aS YAaaal 1Sazé al AR | dzF



AUDITREVEALY INSTANCEQFPOSSIBLERAUD

(KOAT 7 PBUQUERQUE

C Anotherreport had to do with theAnonymoudHigh School cheer
coach and her handling of club monelheinternal audit found
what was happening could be considered fraud, waste or abuse
before they could question the coach, she resigned.

Cdala FFENFa LUY O2YOSNYSRITI (K¢
f221Ay3 O K28 6S FNBE Y2yAl2I
C An audit of Anonymoubliddle School choir program was reguest

by leadershipbecause otfhe large amount of funds being raised b
students.Thataudit found everything was above board.



WHATINTERNACONTROLWERENOTFOLLOWED

C dOperating reports are integrated or reconciled with financial anc
budgetary reporting system data and used to manage operation
an ongoing basis, and management is aware of inaccuracies or
SEOSLIiAz2zya (KFEG O2dzZ R AYRAOI |

C oProgram directors and other operating personnel are required t
signoff on the accuracy of their program's financial statements a
are held accountable if errors are discovedetl

*Manual of Procedures for Public School Accounting and Budgeting Tips, Tools and Re&odnibis21, located at:
http://ped.state.nm.us/div/fin/school.budget/PSAB/Tips%20and%20Tools.



http://ped.state.nm.us/div/fin/school.budget/PSAB/Tips and Tools.pdf

PuBLIC/S PRIVATEMONIES BOOSTERLUBS

C d!a dzaSR AYy UKS tdzof A O {oOKLBRd
T dzy'rRe&ar® all money from public or private sources received |
school district or statehartered charter school or officer or
employee of a school district or statdhartered charter school for
publicdza S ®¢€

*NMSA19788 22-8-2(L) (2009). Definition



REPORTINGREQUIREMENTEFORBOOSTERLUBS

C C2NJ LJzN1J2 4 Sa 2 FAugust3L 212land¥ach yia
thereafter no later than August 31st, the following data shall be
submitted to the department in a format required by the
departmentX |y | OO02dzy it Ay3a 2F GKS
adzLILI2Z NI GKS aoOK22fQa | 0Kf SUAC
Fdzy Ra | NS Fff 20 SR FTdzy RAy 3
boosterOf dzo & ®¢

+6.13.4.8(D)(2)(a)(iilNMAC.



CONSIDEHHEROLLOWINANTERNAICONTROLEOR

BOOSTERILUBS

C TheNMAAdoes not provideguidanceon Booster Clubs; districts
may want to use guidangaublished by the University
Interscholastic League (JNvhen developing internal controls.
Examples:

G

Thesuperintendent or a designee who does not coach or dire
a [NMAA] contest has approval authority over booster clubs :
should be invited to all meeting®ll meetings should be open
to the public.

Boosterclubs do not have authority to direct the duties of a
school district employee.

Individualswho actively coach or direct a [NMAA] activity sho
serve in an advisory capacity to the booster club and should
have control or signature authority over booster club funds,
Including petty cash or miscellaneous discretionary funds.
Coachesvishtlists should have received prior approval from
school administration before submission to boosters.



THEROLEOFTHEV HISTLEBLOWER

C Internal Controls:

C Meetingswith employees are used to provide management w
feedbackon whetherinternal control is effective

C Relevanissues, information, and feedback concerning intern:
control raisedat training seminars, planning sessions, and otf
meetings are captured and useég managemento address
problems or strengthen internal control structure

C Districtencourages employees to identify internal control
weaknesses and report them to the next supervisory level

*Manual of Procedures for Public School Accounting and Budgeting Tips, Tools and Redtxritet?-1, located at:
http:// ped.state.nm.us/div/fin/school.budget/PSAB/Tips%20and%20Tools




