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Kingsville Independent School District

Finance Manual

Preface

This manual provides guidelines and procedures for budgeting and expending District funds. It is
a compilation of State and Federal laws and local policies and procedures that are to be used for
processing all financial and budget related items.

The manual was prepared using input from the Texas Education Agency, Finance Office staff,
and other District personnel. Although it is not all-inclusive and cannot address all situations, the
manual does provide general information to assist with normal, everyday financial transactions.
Any and all District personnel with financial duties are responsible for the contents.
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ll. BASIC SYSTEM CODE COMPOSITION

Fund Code
A mandatory 3 digit code is to be used for all financial transactions to identify the
fund group and specific fund. The first digit refers to the fund group, and the
second and third digit specifies the fund.
Example:
A Special Revenue Fund could be coded 211. The 2 indicates the Special
Revenue Fund, the 11 specifies ESEA Title | Part A —Improving Basic Programs.

Fiscal Year Code

A mandatory single digit code that identifies the fiscal year of the transaction or the
project year of inception of a grant project.

Examples:

For the 10-11 fiscal year of the school district, an 1 would denote the fiscal year.
An ESEA Title | Part A — Improving Basic Programs grant for the project year from
July 1, 2009 through June 30, 2010 would be indicated by a 0. A grant for the
project year from July 1, 2010, through June 20, 2011, would be indicated by a 1.
Therefore, 10 months of the ESEA Title | Part A —Improving Basic Programs grant

expenditures would be accounted for under project year 10 and 2 months would be
accounted for under project year 11.

Function Code
A mandatory 2 digit code applied to expenditures/expenses that identifies the
purpose of the transaction. The first digit identifies the major class and the second
digit refers to the specific function within the area.

Example:

The function “Health Services” is coded 33. The first 3 specifies Support Services —
Student (Pupil) and the second 3 is Health Services.
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Basic System Code Composition Continues

Object Code

A mandatory 4 digit code identifying the nature and object of an account, a
transaction or a source. The first of the four digits identifies the type of account or
transaction, the second digit identifies the major area, and the third and fourth
digits provide further sub-classifications.

Example:

Money received for current year taxes is classified in account 5711. The 5 denotes
revenue, the 7 shows Local and Intermediate Sources, the 1 denotes local real and
personal property taxes revenue and the final 1 specifies current year levy.

Optional Codes 1 and 2 (Subobjects)

A 2 digit code for optional use to provide special accountability at the local level.

Organization Code

A mandatory 3 digit code identifying the organization, i.e., High School, Middle
School, Elementary School, Superintendent’'s office, etc. An organization code
does not necessarily correspond with a physical location. The activity, not the
location, defines the organization. Campuses are examples of organization codes
and are specified for each school district in the Texas School Directory.

Example:

Expenditures for a high school might be classified as 001. This is a campus
organization code that is defined in the Texas School Directory for that high school.

Program Intent Code

A 2 digit code used to designate the intent of a program provided to students.
These codes are used to account for the cost of instruction and other services that
are directed toward a particular need of a specific set of students. The intent (the
student group toward which the instructional or other service is directed)

determines the program intent code, not the demographic makeup of the students
served.
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Basic System Code Composition Continues

Example:

An entire class of physics is taught at the basic level. Program intent code 11
would designate Basic Educational Services.

Optional Code 3

A single code that is used at the local option. At time of writing, our district does not
use this code

Optional Codes 4 and 5

An optional 2 digit code that may be used by the district to further describe the
transaction.
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[ll. FINANCIAL ACCOUNTABILITY SYSTEM FUND CODES AND ACCOUNT GROUPS

Fund codes are the first, second, and third digits in the code structure. The Fiscal Year
(fourth digit in the code structure) identifies the current fiscal year or the year in which a grant
began.

GENERAL OPERATING FUNDS (1XXX)
(State and locally funded)

198X General Fund Supplemental
199X General Fund - This fund classification is used to account for transactions in which the
local governing board has wide discretion to use as provided by law. The majority of the

transactions handled by the District are accounted for in this fund.

SPECIAL REVENUE FUNDS (2XXX, 3XXX, 4XXX)
(State, locally and federally funded)

211X ESEA Title I, Part A - Regular

212X ESEA Title I, Part C - Migrant

240X Food Service

242X Summer Food Program

243X Vocational Education — Technical Preparation
244X Vocational Education — Carl Perkins Basic Grant
255X Title VI, Class Reduction

261X Reading First

262X Title Il, Part D: Enhancing Education Through Technology
263X Title 1ll, Part A

266X SFSF Grant

279X ARRA Title Il D Tech

285X ARRA Grant

269X ESEA VI - Innovative Ed
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287X Gear Up

313X Shared Service Arrangements - IDEA-Part B

314X Shared Service Arrangements - IDEA-Part B Pre-school
364X ARRA IDEA B Formula

365X ARRA IDEA Preschool

383X CPDT Grant

394X Pregnancy, Education & Parenting Program (PEP)
397X Advance Placement Incentive Program

401X Optional Extended Year

404X Student Success Initiative

411X Technology Allotment

415X Pre-K Expansion Grant

425X Math Instructional Coaches

427X TX Ed Excellence Award

429X Texas Fitness Now Grant

428X High School Allotment

437X Special Ed Co-op

461X Campus Activity Funds

499X King Ranch Grant
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Financial Accountability Systems Fund Codes and Account Groups Continues

DEBT SERVICE FUND
(Locally funded)

599X Debt Service Fund - This fund must be used to account for general long-term debt
principal and interest for debt issues and other long-term debts for which an ad-valorem tax
has been dedicated.

CAPITAL PROJECTS FUND (6XXX)
(Funded through bond proceeds)

699X CAPITAL PROJECT FUND

PROPRIETARY FUND TYPES (7XXX)
(Funded from various sources)

753X Self-Funded Employee Health Insurance Plan

TRUST AND AGENCY FUNDS (8XXX)
(Funded from various sources)

865X Activity Funds - These funds are held in a custodial capacity by a school district, and
they consist of clearing accounts and funds that are the property of students or others.
Locally raised revenues used for general operating purposes, such as certain principal's
activity accounts, are not agency funds and are to be budgeted and accounted for in the
General Fund.

GENERAL FIXED ASSETS AND GENERAL LONG-TERM DEBT ACCOUNT GROUPS
(9XXX)
(Memorandum only)

901X General Fixed Assets - This set of self-balancing accounts is to account for those
general fixed assets. This account group is for specific pieces of property such as equipment,
land, building and all associated costs.

902X General Long-Term Debt - This set of self-balancing accounts is to account for debts
of a non-current nature.
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V. FINANCIAL ACCOUNTABILITY SYSTEM FUNCTION CODES

A Function code appears in the fifth and sixth digits of the code structure and represents a
general operational area in a school district. It groups together related activities such as
instruction or plant maintenance.

11 Instruction -- A function for which expenditures are for the purpose of directly instructing
students including those enrolled in adult basic education programs.

12 Instructional Resources and Media Services -- A function for which expenditures are
directly and exclusively for establishing and maintaining libraries and other major
facilities dealing with instructional materials and media.

13 Curriculum and Instructional Staff Development -- A function for which expenditures
are directly and exclusively for in-service training and other staff development involving
instructional or instructional related personnel of the district.

21 Instructional Administration -- A function for which expenditures are directly for
managing, directing and supervising general and specific instructional programs.

23 School Administration -- A function for which expenditures are for general
administration of a school campus or similar type of organizational unit. In most cases,
function code 23 costs are limited to operating a principal's office, and include all types of
activities pertaining to the operation of that office.

31 Guidance and Counseling Services -- A function for which expenditures are directly and
exclusively for assessing and testing students' abilities, aptitudes and interests;
counseling students with respect to career and educational opportunities and helping
them establish realistic goals.

32 Social Work Services -- A function for which expenditures are directly and exclusively for
promoting and improving school attendance of students, including the promotion of
positive student and parent attitudes toward attendance.

33 Health Services -- A function for which expenditures are directly and exclusively for
providing health services to individuals. Expenditures for school nurses, other medical,
dental and optical services, inoculations, etc., are function 33 costs.

34 Student (Pupil) Transportation -- A function for which expenditures are for providing
transportation to students.



Financial Accountability Systems Function Codes Continues

35 Food Services -- A function for food service operation expenditures, including the cost of
food, labor, and other expenditures necessary for the preparation, transportation and
storage of food.

36 Cocurricular/Extracurricular Activities -- A function for which expenditures are for
extracurricular or other purposes that are not essential in the delivery of services for
function 11, function code 20 series, or other function code 30 series activities.

41 General Administration -- A function for which expenditures are for purposes of
managing or governing the school district as an overall entity, and that cover multiple
activities that are not directly and exclusively for costs applicable to specific functions.

51 Plant Maintenance and Operations -- A function for which expenditures are for activities
to keep the physical plant open, clean, comfortable, safe for use, and keeping the
grounds in an effective working condition and state of repair.

52 Security and Monitoring Services -- A function for expenditures related to keeping
student and staff surroundings safe. Examples include police officers or security guards,
school bus security monitors, crossing guards, security vehicles, telephones and radios,
and drug detection dogs.

53 Data Processing Services -- A function for which expenditures are for noninstructional
data processing services, whether in-house or contracted. Examples of function 75 costs
are costs for computer facility management, computer processing, systems
development, analysis and design, and those interfacing costs associated with general
types of technical assistance to data users.

61 Community Services -- A function for which expenditures are for activities other than
regular public education and adult basic education programs. These types of
expenditures are for services or activities relating to the whole community or some
segment of the community, including resources to non-public schools, institutions of
higher education, and any proprietary types of services incurred for outside entities in the
community.

71 Debt Services -- A function for which expenditures are for the retirement of service fees
and for all debt interest.

81 Facilities Acquisition and Construction -- A function for which expenditures are for
acquiring, equipping, and/or additions to real property.

1-10



V. FINANCIAL ACCOUNTABILITY SYSTEM EXPENDITURE OBJECT
CODES

An Expenditure Object Code (digits seven through ten in the code structure) identifies the
nature and object of a transaction. The District's accounting records are to reflect
expenditures at the most detailed level using all four digits available for expenditure object
codes.

6100 PAYROLL COSTS

This.major classification includes the gross salaries or wages and benefit costs for employee
services.

6112 Substitutes for Teachers

6118 Extra Duty Pay - Teachers and Other Professional Employees
6119 Salaries or Wages for Teachers / Other Professionals

6121 Extra Duty Pay / Overtime - Support Personnel

6125 VOE Salaries or Wages for Support Personnel

6129 Salaries or Wages for Support Personnel

6132 TRS Supplemental Compensation

6141 Social Security / Medicare

6142 Group Health and Life Insurance

6143 Workers' Compensation

6145 Unemployment Compensation

6146 Teacher Retirement

6200 PROFESSIONAL AND CONTRACTED SERVICES

This major account classification is used to record expenditures for services rendered to the
local education agency by firms, individuals, and other organizations.

6211 Legal Services

6212 Audit Services

6213 Tax Appraisal and Collection
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Financial Accountability Systems Expenditure Object Codes Continues

6219 Other Professional Services -- Expenditures for professional services rendered by
personnel who are not employees of the local education agency.

6221 Staff Tuition and Related Fees — Higher Education

6229 Tuition Services Expenditures for tuition and transfer payments.

6239 Education Service Center (ESC) Services

6249 Contracted Maintenance and Repair Services -- This group of expenditure object
codes is used to classify expenditures for maintenance and repair services rendered by
firms, individuals, or other organizations, other than the local education agency. Maintenance
and repair services are for normal upkeep, repair and minor restorations.

6259 Utilities

6269 Rentals/Operating Leases

6299 Contracted Services & AESOP

6300 SUPPLIES AND MATERIALS
This major classification includes all expenditures for supplies and materials.

6311 Gasoline and Other Fuels for Vehicles, Including Buses
6319 Supplies for Maintenance / Operation

6321 Textbooks

6325 Library Books

6329 Reading Materials - Expenditures for magazine and newspaper subscriptions and
other reading material; placed in classrooms, officers or libraries.

6339 Testing Materials

6341 Food

6342 Non-Food

6343 Items for Sale

6344 USDA Donated Commodities
6349 Food Service Supplies
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Financial Accountability Systems Expenditure Object Codes Continues

6391 Computers - Expenditures for Controlled Inventory Items: Band Instruments

(over $ 500.00), Camcorders, CPU’S, Document Cameras (over $800.00, DVD'’s Players,
File Servers, LCD Panels, LCD Projectors, Printers, Scanners, Televisions, VCR'’s Players.
6395 Cost of Goods Sold

6399 Supplies and Materials-General -- Expenditures for those items of relatively low unit
cost (even though used in large quantities) necessary for the instruction process and/or for
administration. Included here are consumable teaching and office items such as paper,
pencils, workbooks, postage, etc.

6400 OTHER OPERATING EXPENDITURES

This major classification is used to code all other expenditures that are necessary for the
operation of the local education agency.

6411 Travel and Subsistence - Employee only -- This code is used to classify the cost of
transportation, meals, room, and other expenses associated with traveling on official school
business.

6412 Travel and Subsistence — Students

6419 Travel and Subsistence — Non-Employee

6429 Insurance and Bonding Expenses

6439 Election Expenses

6494 Reclassified Transportation Expenditures

6495 Dues

6499 Miscellaneous Operating Expenses -- This code is used to classify expenditures for

operating expenses not mentioned elsewhere. Example: fees, dues, awards, foods,
refreshments, and newspaper advertisements, etc.

6500 DEBT SERVICE
This major classification is used to code all expenditures for debt and debt related costs.

6510 Debt Principal

6511 Bond Principal

6512 Lease-Purchase Principal
6520 Interest
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Financial Accountability Systems Expenditure Object Codes

6521 Interest on Bonds

6522 Lease-Purchase Interest

6523 Interest on Loans

6590 Other Debt Service Expense

6594 Other Debt Fees

6600 CAPITAL OUTLAY - LAND, BUILDING AND EQUIPMENT

This code is used to classify expenditures for fixed assets. Fixed assets, unless otherwise
defined below, are locally defined as those items with a unit cost of greater than $5,000 and

a useful life of at least two years.

6619 Land Purchase and/or Improvements -- These expenditures are capitalized
regardless of unit cost.

6629 Building Purchase, Construction or Improvements -- These expenditures are
capitalized regardless of unit cost.

6631 Vehicles — Automobiles, buses, trucks and vans which cost $5,000 or more.
6639 Furniture, Equipment and Software

6659 Fixed Assets under Lease / Purchase
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VI.

AREATITLE

ALL GENERAL
Extension of Account
Extension of Account
Extension of Account
Special Education — High School
Strategic Planning
Cheerleaders

PEP Squad

Drill Team

UIL

Band

Choir

Workbooks

Destination Imagination
Teen Leadership
Director/Curriculum
Section 504

Academic Decathlon
Foreign Language

SEC Curriculum
Technology Applications
English

Art

Journalism

Commercial

Drama

Social Studies

Math

High School Science
High School PE

High School Health
Attendance

ITV

Graduation

Unassigned

Title VII

Student Council

Special Requests

ADM Funded Lease
Travel — Board — Member
Travel — Board — Secretary
Travel — Board — Vice- President
Travel — Board — Member
Travel — Board — President
Travel — Board — Member
Travel — Board — Member
Visiting Teacher

Records Management
Energy Manager
Maintenance/Special Services
Transportation
Unassigned

Unassigned

Honeywell Project
Unassigned

Unassigned

Anatomy

JROTC

Media Technology

Auto Collision & Repair
Aircraft Maintenance
Auto Mechanics

VOC Ed - Regular

CVAE

Agriculture

Office Occupation
Homemaking

Computer Maintenance
Marketing & Development
Health Occupation
Architect/Engineering -CADT

SUB-OBJECT CODES

AREA TITLE

Ed Assist CO-OP
Athletic Administration
Football

Training

Spring Athletics
Award Jackets/Letters
Golf

Power lifting
Swimming

Tennis

Summer Camp
Cross Country
Volleyball

Softball

Baseball

Track — Girls
Track — Boys
Basketball — Girls
Basketball — Boys
Soccer — Girls
Soccer — Boys
Soccer — Girls
Soccer — Boys
Class of 2011

Class of 2012

Art Club

Athletics

Auto Mechanics
Auto Parts & Body
Athletic Training
Baseball
Boys Basketball
AP-Biology Club
Band

Ballet Folklorico
BPA

Brahma Flight
Boys Soccer
Cross Country
Chess Club
Cheerleading
Choir

Dare Book Team
DECA

Drama Club

Drill Team

Earth Awareness

French Club

Girls Basketball

Golf

Girls Softball

Girls Soccer

Girls Volleyball
HOSA

Health & Wellness
Industrial Arts-Woods
Journalism Club
JROTC
JV/Freshmen Tennis
Kare Club
Key Club

Latin Club

Library

Media Tech

NHS
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AREATITLE

Non-Student
Odyssey
Project Grad
Power Team
Stud’t Cab’t
Stay Fit
Stud’t Coun’l
Swim Team
TACT
Textbooks
Tennis Club
TAFE

Track

UIL
Yearbook



VIl. ORGANIZATION CODES

AREA

H.M. King High School
K.E.Y.S. Alternative High School
L.A.S.E.R. Campus

Gillett Intermediate School
Memorial Middle School
Harvey Elementary
Kleberg Elementary

Lamar Elementary

Harrel Elementary

Perez Elementary

Special Populations

St. Gertrude

Christian Life Academy
Epiphany

Summer School
Superintendent

School Board

Chief Academic Officer
Risk Manager

Public Relations

Director of Personnel

Chief Administrative Officer
Finance Department
Records Management
Data Processing/Other Support
Special Ed Co-op-Shared Services
Instructional Leadership
Curriculum

State Comp/Title |
Bilingual/Special Language
Military Coalition
Maintenance

Custodial

Transportation

Health Services
Technology

Food Service

Warehouse

Unallocated Organization
Undistributed Organization
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VII. FINANCIAL ACCOUNTABILITY SYSTEM PROGRAM INTENT CODES

Program Intent codes (last five digits) are used to account for the cost of instruction
and other services that are directed toward a particular need of a specific set of
students. The “intent” determines the program intent code, not the demographic
makeup of the students served.

10 BASIC SERVICES

11

Basic Education Services -- The cost incurred to provide the primary level of
education/instruction to students in grades K-12.

20 ENHANCED SERVICES

21

22

23

24

25

26

Gifted and Talented Education Program -- This code is used to identify costs
for programs established for students who have been identified as functioning
at a higher intellectual plane.

Career and Technology -- This code is used to identify costs that can be
specifically identified with those vocational education programs approved by
the Texas Education Agency.

Services to Students with Disabilities (Special Education) -- This code is
used to identify costs that can be specifically identified with instruction and
related services for those programs for handicapped children approved by the
Texas Education Agency.

Accelerated Education -- The cost incurred to use instructional strategies to
provide services in addition to those provided at the basic level of instruction,
thereby increasing the amount and quality of instructional time for students at
risk of dropping out of school.

Bilingual Education and Special Language Programs -- The cost incurred to
evaluate, place and provide educational or other services that are intended to
make the students proficient in the English language.

Nondisciplinary Alternative Education Programs—AEP Supplemental State
Compensatory Education Costs — The supplemental costs incurred to
provide services to students who are separated from the classroom to a
nondisciplinary alternative education program. These costs are supplemental
costs to base level education resources and must be described in the campus
improvement plan.
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Financial Accountability Systems Program Intent Codes Continues

27

28

30

31

Nondisciplinary Alternative Education Programs—AEP Supplemental State
Compensatory Education Costs — The supplemental costs incurred to
provide services to students who are separated from the classroom to a
nondisciplinary alternative education program. These costs are supplemental
costs to base level education resources and must be described in the campus
improvement plan.

Disciplinary Alternative Education Program — DAEP Basic Services -- All
costs incurred to provide the base line program (non supplemental) services to
students who are separated from the regular classroom to a disciplinary
alternative education program. Services must be described in the campus
improvement plan.

Title I, Part A Schoolwide Activities Related to State Compensatory
Education Costs on Campuses with 40% or More Educationally
Disadvantaged Students -- The SCE costs incurred to provide services in
support of Title I, Part A schoolwide campuses with at least 40% educationally
disadvantaged students.

High School Allotment- Funding to prepare students to go onto higher
education, encourage students to take advanced academic coursework,
increase the rigor of academic course work, align secondary and post
secondary curriculum and support promising high school completion and
success initiatives in grades 6 through 12.

UNDISTRIBUTED

91 Athletics -- This code is used to identify costs for expenditure functions

pertaining to athletics.

99 Undistributed -- This code is used to identify costs for expenditure functions not

specifically identified with the major program areas listed above.
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IX. DISTRICT FIXED ASSET GUIDELINES
A. Fixed Asset Definition

Our district defines a fixed asset as an item, tangible in nature, with a true value of $5,000 or
greater and having a useful life in excess of one year. Fixed assets are acquired by
purchase, construction or can even be a donation. A quick reference to follow if an item
gualifies as a fixed asset:

1. An item which has a unit cost of $5,000 or more.

2. Will last two years or more.

3. Retains its original shape and appearance with use.

4. Is non-expendable (i.e., if the article is damaged or some of its parts are lost or
worn out, it is usually more feasible to repair it than replace it with a new unit).

5. Does not lose its identity through incorporation into a different or more complex unit or

substance.

6. If several parts are purchased to assemble into one item or unit, the total cost
determines if the item is a fixed asset (i.e., two standards, weighted bases and a
net make up ONE volleyball unit and if the total cost is $5,000, the unit is a fixed
asset. If the net is replaced the following year, it would be a supply item).

B. Acquisition of Fixed Assets

Fixed assets should normally be purchased using a District Purchase Order. Specific object
codes (type of expenditure) within the Account Code have been designated to identify a
Fixed Asset. Only these codes should be used to procure these type items. Currently, codes
6639 Equipment and 6399 General Equipment are used. Fixed assets are tagged, recorded,
tracked and reported by the Fixed Assets through the fixed assets SunGard Pentamation
module. Using a purchase order through the finance system enables our Fixed Asset
Program to be alerted to a Fixed Asset as soon as a purchase order is issued.

All donations of assets by outside entities must be recorded on a donation form so that the
asset may be appropriately recorded. Donated items are recorded at their fair market value
at the time of receipt.

Acquisition of Controlled Inventory Iltems

Items in this value range are not of significant value to formally report for accounting

purposes, but are of a value that is considered necessary to track and inventory on a periodic
basis.
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District Fixed Asset Guidelines Continues

Types of Controlled Inventory Iltems

In addition to recording and tracking fixed assets, the following inventory items are tracked by
Fixed Assets.

Specific Object Codes (type of expenditure) within the Account Code have also been
designated to identify a controlled inventory item. Only these codes should be used to
procure these type items. Currently code 6391 Supplies and Materials is used for the
following items:

Controlled Fixed Assets - 6391

Band Instruments (over $500.00)
Camcorders

CPU’s

Document Cameras (over $800.00)
DVD’s Players

File Servers

LCD Panels

LCD Projectors

Printers

Scanners

Televisions

VCR'’s Players

C. Transfers of Fixed Assets

A Fixed Asset / Inventory Disposition Form must be completed for the transfer of assets
(Fixed Asset or Inventory item) from one campus/department to another. Transactions,
which are temporary in nature, will not be reflected on the Fixed Assets Report. All other
transfers will be entered into the Fixed Assets tracking system.

Surplus Property

Property no longer needed by a campus/department becomes surplus. If the
principal/supervisor is aware of a need for this property elsewhere in the school district, the
Principal may make arrangements to transfer the property to that location. If a need for the
property is not known, it should be transferred to the Surplus Property Warehouse by using a
Fixed Asset/Inventory Disposition Form.
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District Fixed Asset Guidelines Continues

Campuses/Departments interested in obtaining surplus items should contact the Fixed
Assets Office to make arrangements to obtain the items needed. The Assistant
Superintendent of Support Services must approve the transfer of surplus property. Items will
be distributed on a first-come, first-served basis.

Property Disposal

Once items have reached their “end-of-useful-life”, the items will be classified as disposed
property. Whenever an item of equipment is deemed to be obsolete or unfit for use, such
equipment may be disposed of on a competitive basis by outright sale to the highest bidder.

The Maintenance Department coordinates a public sale disposed property once a year, or
more frequently if required, to sell any items that are no longer needed by the district.  All
campuses/departments will be notified of the sale. Employees of the district will be permitted
to purchase items at the sale on the same basis as all other buyers.

Fixed Assets Stolen/Vandalized, Destroyed by Fire or Lost

When an item is stolen, destroyed by vandalism or fire, it is the responsibility of the
school/department to complete a Fixed Asset/Inventory Disposition Form to record the
loss. A police report must accompany the form.

D. Donations
Donations of items to the District come in two forms: new items and used items.

Whether new or used, each item that is donated to our District must have the approval of the
campus principal or administrative department head receiving the items. Forward all
information to the Chief Administrative Officer. The Chief Administrative Officer will forward
to the Board of Trustees for approval if applicable. A person in the department normally
responsible for purchases of this type of fixed asset (i.e., Technology, Maintenance,
Custodial, etc.) must be contacted to see if the item meets the following criteria:

a) Safe and acceptable for use by students and employees

b) Meets the requirements of the instructional program (if applicable)

c) True, justifiable need for the item

d) Item is in good working order and is compatible with related equipment

e) Within the guidelines of the district technology plan (if applicable)

f) Meets the District criteria for a fixed asset as defined in the current Finance Manual
of KISD

g) Cost $5,000 or more
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New ltems
If the item is new at the time of donation and meets all of the criteria listed above, then:

a) A memorandum must be completed and signed by the required personnel along with
an invoice or receipt detailing the cost of the items. This form, along with the invoice,
should be sent to the Finance Office so it can be added to the District’s fixed assets.

b) The District will accept responsibility for maintaining and repairing the item.

c) Installation of permanent equipment, such as playground equipment, shelving, etc.,
must be coordinated with the Maintenance Department.

d) You should write a letter to the organization or individual thanking them for their
donation. A copy of this letter should be forwarded to the Finance Office to be filed
with the fixed asset records.

Used items
If the item is used at the time of donation and meets all of the criteria listed above, then:

a) These items will not be added to the District’s fixed asset records.

b) The District will not replace the items.

c) The campus or department may still accept the donated items.

d) The District will not accept responsibility for maintaining or repairing the item.

e) You should be willing, if requested, to provide a letter to the organization or
individual making the donation stating the fair market value of the donation. Keep in
mind that “fair market value” is a reasonable approximation of the market value at
the time of donation (not the original price paid for the item).
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X. BUDGET TRANSFER INSTRUCTIONS

A Budget Change Reguest Form must be utilized to request any budget transfer. The following
guidelines are to be used when requesting budget transfers.

Any transfers that require approval from the Board of Trustees must be received on Monday the
week before a regular scheduled board meeting. For example, a transfer received in the Finance
Office on August 4th, will be included in the Board agenda on the 2nd Tuesday of August.

Transfers must be made in whole dollar amounts (i.e., $10.00 — no cents) and must be at
least $1.00. Exceptions will be made for Grant transfers (will be allowed to include cents).

Pre-approved Budget Transfers:

This type of transfer does not require approval from the Board of Trustees and may be
submitted to the Finance Office at any time from September 1st through mid August of each
budget year. In addition, grant transfer request do not require Board of Trustees approval. Some
examples are:

Moving within the same Function:

From: 199X-11-6399-00-XXX-XX To: 199X-11-6219-01-XXX-XX
From: 199X-21-6399-00-XXX-XX To: 199X-21-6319-21-XXX-XX
From: 199X-11-6411-00-XXX-XX To: 199X-11-6399-01-XXX-XX

Transfers Requiring Board Approval:

This type of transfer requires approval by the Board of Trustees Keep in mind that requisitions
may not be processed using these funds until the transfer is approved by the Board. Some
examples are:

Changing Function:

From: 199X-11-6399-XX-XXX-XX To0: 199X-23-6636-XX-XXX-XX

From: 199X-23-6411-XX-XXX-XX To: 199X-11-6399-XX-XXX-XX
From: 199X-11-6399-XX-XXX-XX To: 199X-13-6317-XX-XXX-XX
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XI. PETTY CASH REIMBURSEMENT REQUIREMENTS

A. Controls
1. Petty Cash funds kept in LOCKED box or drawer when not in use.
2. Check to replenish petty cash made payable to the INDIVIDUAL in charge of the
funds.
3. Petty cash counted and reconciled when replenished.

B. Requirements
1. Petty cash voucher completed and signed for each expenditure.
2. Original invoice or receipt attached to each voucher.

C. Restrictions

1. Personal checks CANNOT be cashed from petty cash funds.
2. No Advances.
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Kingsville Independent School District
Consultant Agreement

This agreement is entered into on this the day of , by and
between herein called “Consultant” and the Kingsville Independent
School District, herein called “District.”

Whereas the District desires to engage the Consultant to render certain consulting services
related to the project called . For and in consideration of the
mutual covenants contained herein, the parties hereto agree as follows:

Employment of consultant: The District agrees to engage the Consultant and the Consultant
agrees to perform in a manner satisfactory to the District the following services

(description of services)

Date, time and place of performance: The services are to be performed at the following times
and places:

(date)
(time)
(location)

Payment for services: Upon satisfactory performance of the services described above and
receipt of a properly completed Consultant/Speaker Expense Report/Invoice, the District will pay
Consultant the following:

(fee)
(travel and hotel expenses, if applicable)
(meal allowances, if applicable)

Entire Agreement: This contract constitutes the entire agreement of the parties hereto and it
may not be changed or altered except by written agreement signed by the parties to the contract.

District: Consultant:

Principal/Director
Address and Phone

Social Security Number / Federal ID Number
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. ACCOUNTS PAYABLE GUIDELINES

A. Purchase Orders

1.

Check to see if there is already a vendor number for the order you want to
place. Using an established vendor number keeps all purchases and payments
in order.

Verify that vendor address is correct. This will ensure that your order will go to
the right place/department.

Add a line for shipping, if applicable.

All items are to be shipped directly to Receiving, with the exception of
refrigerated merchandise.

No changes or substitutions can be made to a purchase without prior
approval.

A requisition and subsequent purchase order MUST be done prior to a
purchase being made. If this is not done, the individual becomes
PERSONALLY RESPONSIBLE for payment of merchandise, NOT from
budgeted district funds

B. Receiving Deliveries

1. Invoices given directly to campus personnel should be forwarded to Accounts
Payable with the purchase order number clearly indicated on it. This includes,
charge tickets, receipts and repairs.

2. Do not accept merchandise at campus if delivery should be made to Receiving.
This will create confusion and could result in delays due to incorrect handling and
payment of invoice.

C. Open Purchase Orders

1. All open purchase orders are usually done as blanket requisitions for a limit of
one month. Open annual purchase orders are usually processed for items such as
utilities and telephone charges etc.

2. All open purchase orders are closed prior to budget year-end. If charge
tickets/receipts are not received by close of year, they will then need to
be paid by activity/campus funds, as they will be considered prior year purchase and
funds will NOT be available to pay them.

3. Monitor your balance on all open purchase orders. Checking the payment history along
with your records can do this. If you have a question please call and we will assist you
with our records.

4. Purchase orders to employees for reimbursement are done only when
necessary. Usually open purchase orders are used for food and maintenance
repairs and recurring expenses.
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Accounts Payable Guidelines Continues

5. Open purchase orders to retailers: charge slips/receipts must be sent in as

received, DO NOT WAIT UNTIL P.O. FUNDS ARE DEPLETED/SPENT.
This makes for late payments to vendors, resulting in finance charges and late fees,
which will also be paid for by your budget funds. Receipts must be detailed, listing
items purchased, and list P.O. number on all receipt/charge slips.

. Once encumbered funds are depleted/spent, a new requisition/p.o.

will need to be requested before further purchases can be made.
Library books are requested as open purchase orders, and are delivered to
receiving. These items should be checked in as soon as possible.

D. Consultants

1.

2.

3.

Consultants are not paid in advance. This should not be reflected in any agreement
made with consultant. Payment is made after services are rendered.
Before a payment can be made to a consultant, their Taxpayer ldentification

number must be on file. A form “W-9 Request for Taxpayer lIdentification
Number”, a Form “CIlQ-Conflict of Interest Questionnaire” and a

phone number must be submitted.
Payment can only be made from an original agreement not from a copy.

E. Registration

1.

Registration can only be paid by purchase order. No payments are made to
employee for reimbursement of registration.

2. Registration is not paid on a travel request form.
3.

When doing your requisition/p.o. for registration, state date of conference, number
of attendees, and their names in the body of your requisition.

. If you intend for Accounts Payable to mail the registration with payment, a

completed registration has to be included, as well as a copy for accounts payable
to retain with records.

. The Education Service Center and most conferences will accept our Purchase

Order. Send a copy of the registration with the back-up attachments that go to
Accounts Payable. If you register online, you need to send a copy of that
confirmation to Accounts Payable with your backup paperwork.

. Registration is paid in advance of the conference, and is sent directly to vendor of

conference unless specifically noted on the purchase order.
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F. Mileage Reimbursement

1. A completed Mileage Reimbursement form should accompany mileage
reimbursement. Both employee and supervisor/principal/director must sign
mileage reimbursement.

2. Original form and a calculator tape verifying accuracy of reimbursement must be
sent, once again noting requisition number.

3. Mileage is paid based on local policy from your campus with a return trip to
campus and not from home.

G. Petty Cash

1. Reimburse petty cash regularly to maintain an adequate balance in account.

H. Subscriptions

1. Forward two copies of subscription/renewal, original and one for file, as an
attachment, once again noting requisition number on attachment.

2. Subscriptions are prepaid.

3. No subscription will be paid without the proper attachments.

|. Returned Merchandise

1. Merchandise shipped through the Receiving Area, MUST be returned through
the Receiving Area. No Exceptions.

2. Merchandise returned by campus could result in credit not being received back into
your budget. Receiving Area will notify Accounts Payable and payment will be
withheld until credit can be returned to your budget account.
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A. General Information

The Finance Department retains the authority to assure that expenditures meet District
guidelines, Federal and State guidelines and sound accounting practices. The following
guidelines are viewed as a method used by the District to assure tax dollars are spent wisely
and appropriately.

Travel Types:

It is the intent of the District to provide reimbursement to employees for pre-approved
expenditures incurred by them while traveling on behalf of the District. There are two types
of required travel:

A. District Required Travel:

Employees may be fully reimbursed for pre-approved allowable expenditures incurred
as a result of required District travel. Required travel includes travel at the direction of
the Board, Superintendent, or immediate supervisor and any travel that is an integral
part of an individual employment position.

B. Employee Requested Travel:

An employee may request travel for other than District required travel. Travel related
to conference attendance may be considered employee requested.

General Reimbursement Practice and Procedure:

This practice and procedure has been developed based on provisions contained in State of
Texas State Statutes, Federal guidelines, common business and accounting procedures.

Travel Approval:

The District will reimburse Employee/Board Members for eligible expenses incurred while
traveling on District business to the extent that those expenditures were pre-approved by the
employee's supervisor on the Request for Short Leave Form.

The Request for Short Leave Form must be fully approved before any travel
arrangements are made. The employee will be financially liable for any travel
arrangements made by the employee prior to receiving full approval.
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Travel Approval Utilizing Grant Funds:

For any reimbursements to be made from a grant program, the grant program director must
also pre-approve the expenditures. It is the responsibility of the employee, supervisor and
Grant program director of any grant to ensure the travel expenditures are allowable per grant
specification and District practice and procedure.

B. Travel Expenses

A Travel Expense Form is utilized to ensure reimbursement of travel expenditures. The
Travel Expense Form must be signed by the individual Employee/Board Member, approved
by the supervisor, and any appropriate approvals and have appropriate budget coding
indicated before being forwarded to the Finance Department for processing.

Original itemized receipts are required as support for all reimbursed expenditures except
employee meals. In rare instances, an original receipt may be lost and a copy cannot be
obtained from the vendor, a travel affidavit form should be utilized by the employee verifying
that the expenditure was made on behalf of the District may be accepted. Repeated
instances in which an Employee/Board Member does not provide the original receipt or other
appropriate supporting documentation may result in the District's inability to reimburse that
Employee/Board Member for expenses.

Examples of acceptable receipts include:

e Conference Registration - copy of the actual registration form detailing the agenda
and registration fee along with an original receipt of payment and/or a copy of the
method of payment.

e Lodging - the itemized hotel/motel bill listing daily charges.

e Air Travel - airline invoice/receipt indicating individual(s) traveling, dates destinations,
and cost along with a copy of the method of payment.

e Ground Transportation - original receipt of payment or car rental agreement.

Occasionally, an employee may incur expenditures while traveling that was not submitted for
pre-approval or exceed the pre-approved amounts. At the discretion of the employee's
supervisor, such expenses may be reimbursed as long as the expenditure meets District
guidelines. Employees incurring expenditures that have not been pre-approved or exceed
pre-approved amounts should be aware that incurring the expense does not guarantee
reimbursement.

Conference Regqgistration:

Conference registration fees are directly paid to the sponsoring organization by the District in
the form of a check, which will be physically handed to the employee. In order for the District
to make direct payment of the conference registration, the request and supporting
documentation should be received by the Finance Department at least fifteen working
days prior to the desired date of payment.
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Employee/Board Members are encouraged to take advantage of potential "early-registration”
discounts. Any employee making arrangements prior to obtaining the necessary
written approval will be financially liable for the arrangements if the travel request is
denied.

The District as part of a registration will not pay membership dues.

Lodging and Meals:

Lodging:

Lodging fees are directly paid to the vendor by the District in the form of a check, which will
be physically handed to the employee. A fully itemized lodging receipt is required to
reimburse Employee/Board Members for, or provide advance payment of the actual nights of
lodging necessary while traveling on District business. This will normally include the night
prior to a conference/activity if the conference/activity start time does not reasonably allow for
travel on the initial day and any nights during the conference/activity. The night of the close
of the conference/activity may be paid/reimbursed based on the adjournment time and
distance to be traveled or if transportation is not available.

Lodging reimbursement rates for applicable State and Federal Funds apply as follows:
actual cost for lodging not to exceed state and federal rates (TBD), or local policy,
whichever is less.

Payment by employee submitted for reimbursement: If the employee pays for lodging
and claims reimbursement, the original itemized hotel/motel bill must be submitted to
document the expense. The District will reimburse employee for the nightly room charge,
applicable taxes, parking (if traveling by automobile), and business phone calls (to the extent
calls are noted as "business" on the bill). Personal expenses such as telephone calls,
movie/game rentals, health room fees; laundry/dry cleaning, safe rental, etc. are not
reimbursable.

Advance Check from the School District: If the employee elects to have the hotel/motel
receive an advance District check, only the nightly room charge and applicable taxes may
have been included on the original invoice submitted by the hotel/motel. The employee must
pay for any personal expenses, parking, business phone calls, and room service at checkout
any items paid for by the employee that qualify and are pre-approved for reimbursement,
may be submitted for reimbursement.

2-6



Travel Guidelines Continues

Inclusion in the Conference/Activity Registration: In rare instances, lodging costs may be
included in the conference/activity registration. Such lodging expenses may be paid directly
by the District. However, in these instances, the employee's supervisor should make certain
that this arrangement is the most economical and/or practical.

If the employee does not utilize the hotel/motel as reserved, the employee is responsible for
canceling the reservation. In addition, the employee is responsible for return of such funds
and the District will not reimburse an employee for expenses incurred as a result of not
canceling a reservation.

Meals:

Meals, including non-alcoholic beverages, may be reimbursed for each day, which an
Employee/Board Member is away from his/her office on District business and for which an
overnight stay is required. Travel must be overnight in nature to be eligible for the meal
allowance. The employee may claim only the actual amount of the cost of meals. The
reimbursement rates should only be used as a guideline and should not be viewed as a per
diem rate that can be automatically claimed.

For any rare situation in which an employee may be traveling outside the continental United
States, reimbursement for meals will be on an "actual cost" basis only.

Meals for the Days of Actual Travel:

The meal rates are used to determine the portion of the daily allowance to be deducted if a
meal is included in the conference registration or a reasonable reimbursement for individual
meals for days of travel.

The meal rates are subject to change based on state and federal rates or local policy.

The following departure or return times may also be used as a reference for reimbursable
meal expenditures on the days in which travel occurs.

Breakfast Must leave before 6:00 a.m.
Must return after 7:00 a.m., breakfast may be reimbursed.

Lunch Must leave before 12:00 p.m.
Must return after 1:00 p.m., lunch may be reimbursed.

Supper Must leave before 7:00 p.m.
Must return after 8:00 p.m., supper may be reimbursed.
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Meals Paid for through Registration but not Eaten: If an employee does not eat a meal that
has been identified and paid for in the registration fee, the cost of the meal paid for with the
registration must be considered when determining the daily meal total.

Transportation:

Air_Travel: Air travel shall only be authorized when it is more economical than ground
transportation. In the determination of the most economical method of transportation, the
impact on productive work time may be taken into consideration. If an Employee/Board
Member elects to travel by a method other than the one determined to be the most
economical, the employee/Board Member will be reimbursed at the lesser amount.

Air Travel is directly paid to the vendor by the District in the form of a check, which will be
directly issued to the employee. Air travel for employees must be booked through a travel
agency utilized by the District. This process allows the District to directly pay for the airfare
and avoids a large out-of-pocket expenditure for the employee.

Airline fares may be paid for by your own funds. Reimbursement will be paid upon
presentation of the receipt with the complete travel report after the travel has occurred. If
tickets are purchased from an online service, a printed receipt reflecting the expenditure and
the charge to your credit card must be submitted not just a confirmation.

All fares paid directly by the District or reimbursed to an employee will be based on the coach
fare, if such seating is available, at the time of booking. Air travel arrangements other than
coach must be pre-approved by the Assistant Superintendent of Support Services.

As previously noted: a request for reimbursement of airfare must be supported by an original
airline invoice/receipt indicating individual(s) traveling, dates, destinations, and cost along
with a copy of the method of payment. In addition, a boarding pass after travel, must be
submitted along with the travel report. For paper tickets, the itinerary and appropriate
receipts must be submitted along with the properly completed reimbursement request.

If the employee does not utilize the air-travel as reserved, the employee is responsible for
canceling the reservation. In addition, the employee is responsible for return of such funds
and the District will not reimburse an employee for expenses incurred as a result of not
canceling a reservation.

When travelers make unapproved modifications to travel arrangements that result in
additional charges, those additional charges will be the responsibility of the traveler unless
authorized by the supervisor and the Finance Department.
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Use of Personal Automobile: An employee may be reimbursed for use of their personal
automobile while traveling on District business based on local policy. When possible,
employees are encouraged to car pool. When carpooling, only the driver is eligible for
mileage reimbursement.

If more than one employee from a campus is traveling to the same event by personal
conveyance, then reimbursement for mileage at the rate specified shall be limited to one
vehicle for every four employees attending the event.

Rental of Automobile: A rental car may be approved for traveling employees when other
means of transportation are unavailable, more costly, or impractical.

The District prohibits the rental of 15 passenger vans for any purpose due to State of
Texas law and safety reasons.

Renting vehicles shall be permitted only when the use of District vehicles will hinder
the operations of the District, or in distances greater than 150 miles.

Prior to authorizing the rental of a car, the traveling employee's supervisor should make sure
that other means of local transportation have been explored and are either not available,
more costly or impractical based on the business needs of the trip. Other means of local
transportation to be considered should include: airport shuttles provided to & from the
hotel/motel, the walking distance required if staying at a hotel/motel away from the
conference/activity location, local buses, taxis, etc. To avoid any question of cost allocation
to the District and to the employee, no personal use of an authorized rental car (for example:
sightseeing) will be allowed while traveling on District business.

In instances where a rental is authorized by the traveling employee's supervisor, the most
economical, usually an economy or compact size, car should be rented. Employees are
encouraged to refuel the rental car before returning it to the rental company since fees
charged for refueling generally exceed the average per gallon rate at a gas station.

Employees are encouraged to utilized Enterprise Rent-A-Car as this vendor recognizes the
State of Texas Rental Car Contracts. Any District employee who rents a vehicle in
connection with District business must take the collision damage waiver and/or loss damage
insurance coverage for each day the vehicle is rented. The insurance coverage may be
called collision damage waiver (CDW) or loss damage waiver (LDW) by the rental company.

Use of District-Owned Buses: Employees desiring to use District-owned vehicles for
transportation must submit a Request for Use of District-Owned Vehicle to the Assistant
Superintendent of Support Services. To make sure a vehicle is available for the date(s)
required, a minimum of two weeks advance notice is recommended. Approval to use a
District-owned vehicle may be based on availability of vehicles as well as the cost
comparison to other methods of transportation.
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Transporting Students in Personal Cars

The District does not recommend that employees transport students in personal cars or
vehicles. If an employee transports a student in his/her vehicle and has an accident, the
employee is personally liable and responsible, and his/her personal insurance coverage is
primary up the limits of his/her policy. If the employee does not have medical or personal
injury protection (PIP) on his/her personal policy, there is no medical coverage for the
students being transported then the student’s parent is responsible for the medical bills.
There is no medical coverage provided by the District in an accident of this nature! Should
there be a lawsuit, the employee’s policy is primary up to the limits of his/her policy. The
District’'s insurance policy will cover employer's non-ownership liability as secondary
coverage only if the accident involves negligence of our employee driver. While the
employee is using his/her vehicle for school purposes, the District is not responsible for any
damage to the employee’s vehicle.

Other Types of Ground Transportation and Miscellaneous Transportation Expenses:
The District may reimburse employees for other reasonable and necessary ground
transportation such as cab fare, shuttle fare, etc. In addition, reimbursement may be made
for necessary parking and toll charges incurred while traveling on District business. The
original receipt of payment should support the Travel Request Form. Fines incurred for
parking and traffic violations are not reimbursable.

If an employee is involved in an accident while on District business:
e Renting a car and you have an accident should be reported to the local police, the car
rental company and the employee's insurance company.
e Employee’s own vehicle and you have an accident should be reported to the local
police, and the employee's insurance company.
e District vehicle (bus), and you have an accident should be reported to the local police
and the Transportation Office should be contacted (361) 595-9199.

Miscellaneous:

District staff may be reimbursed for other expenditures made on behalf of the School District.
These miscellaneous expenditures include, but are not limited to: instructional or instructional
support materials, supplies, business telephone calls/faxes, etc. The original receipt should
accompany the Travel Expense Report.

Non-reimbursable ltems:

The following are examples of items that would also not be eligible for reimbursement: health
room fees, laundry/dry cleaning, safe rental and personal entertainment such as movies,
theater tickets, magazines, books, sightseeing expenses or spouse or family member
expenses incurred if accompanying the employee
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Cash Advances:

Travel advances for employee travel-related business expenditures are allowed and
available by utilizing the Advance Travel Request. Employees are encouraged to complete
and submit the Advance Travel Request fifteen days before the conference/activity. To
minimize the dollar amount of expenditures for which employees may need to seek
reimbursement, employees are encouraged to utilize the methods outlined above that allow
for direct payment by the District of conference/activity registration, air fare, and lodging. In
addition, employees are strongly urged to seek reimbursement for meals, mileage and
incidentals instead of utilizing the travel cash advance. Cash advances may not exceed
$600. Any travel cash advances over $600 will be remitted in traveler’s checks.

Reconciliation of all travel should be completed within 10 days after the travel by submitting
Travel Expense form

No additional travel advances will be processed if un-reconciled travel advances are
outstanding. Failure to reconcile or provide receipts may result in the travel advance or
payment becoming a personal liability.

Reimbursements and School Activity Funds:

All employee travel expenditures to be paid for from the District Funds should only be
submitted for reimbursement through the District Finance Department. A Student Activity
Fund should not be used to reimburse an employee for travel expenditures, which are then
submitted for General Fund reimbursement to the Student Activity Fund.

Reimbursement Submission:

Employees are encouraged to complete and submit the Travel Expense Form for
Reimbursement and supporting receipts within five days after the conference/activity. This
allows ample time to avoid reimbursement delay due to misplaced or lost receipts.

C. Student Travel:

Sponsor/Student travel follows the same procedures noted above with the following
exceptions:

Student Meals for the Days of Actual Travel: The meal rates are used to determine the
portion of the daily allowance for reasonable reimbursement for individual meals for days of
travel. The meal rates are subject to changes based on local policy.

Student Meal Receipts: Sponsors are required to submit itemized receipts for student
meals; however two options are offered. They are as follows:
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Provide itemized receipt from vendor.

If group meals are not possible due to time restrictions, the sponsor may opt to allow
the students to eat at concessions available at the event. In this situation, the sponsor
will provide for students to receive monies and the sponsor MUST obtain the receipts
from the students.
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I. Supplemental Pay Procedures

a. All K.1.S.D. employees, full-time or part-time, must be paid through Payroll for any type
of compensation, EXCEPT reimbursements for travel, fees, dues, etc. If an employee
earned monies in a second unrelated job such as judging contests, assisting with
plays, taking tickets and so forth, the compensation will go through Payroll. These
payment requests do not belong on a requisition, but should be sent through regular
payroll channels using timesheets or contracts.

b. Timesheets and absentee forms each require the signature of the Employee and
Principal/Supervisor/Program Director.

c. ALL extra duty pay must have some form of documentation to verify the hours worked.
Normally, this is in the form of a timesheet/extra duty form. The employee and
Principal/Supervisor/Program Director must also sign the timesheet. STAMPED
SIGNATURES WILL NOT BE ACCEPTED.

Il. Time Clock

a. AllK.1.S.D. employees, full-time or part-time MUST clock in everyday.

b. SUBSTITUTES will continue to use manual timesheets.

c. NON-Exempt Employees will clock in and clock out every day, when entering or
leaving the building for lunch or any non school related errands.

d. Time can only be edited for special circumstances, this will not be continuous.

e. Directors/Principals/Asst. Principals will be the only Personnel to approve time on
the time clock manager.

[ll. Weekly Time Sheet Procedures

A. All paraprofessionals are required to turn in atime sheet on a weekly basis.
B. All substitutes are required to fill out a time sheet on a weekly basis.

I.  Enter the name and employee id number of the employee at the top.

Il. Enter the week period. Week period is the beginning and ending date for period
worked. Time worked each day must be shown, not just extra hours worked. This
is necessary for determining payment period.

lll. School is the location where the employee is working.

IV. After the employee adds up the total of hours he/she is to be paid, the supervisor
is to:

1. Check total hours.
a). Regular Hours
b). Overtime Hours
c). Total Hours
2. Sign the sheet. Employee and Supervisor must have both of their
signatures on the timesheet.
3. All Extra Duty Pay is to be submitted to Personnel Office.

3-1



Payroll Guidelines Continues

A Summary Recap must also be included with the timesheet and absentee forms

FAILURE TO TURN IN TIMESHEETS, ABSENCE FORMS
AND/OR FOLLOW ANY OF THE ABOVE PROCEDURES,
MAY RESULT IN DELAY OF PAYMENT

lll. Payroll Check Explanations

First Section of Paycheck Stub

Standard Hours, if applicable

Base Pay

Retroactive Pay

Overtime amount

Supplemental monies

Amount deducted for absence from duty with no leave days available

First Section of Paycheck Stub

Federal Withholding Tax (current check)

Calendar Year to Date Federal Withholding Taxes paid

Medicare Tax Deduction, if hired after 4/1/1986

Calendar Year to Date Medicare Taxes paid

Health and Cancer Insurance Premiums

Calendar Year to Date Health and Cancer Insurances paid

Life and Accidental Death Premiums

Calendar Year to Date Life and Accidental Death Insurances paid
Disability Insurance Premiums

Calendar Year to Date Disability Insurances paid

Dental and Vision Insurance Premiums

TRS deductions (full-time employees) or 457 deductions (part-time employees)
Miscellaneous deductions (i.e., Child Support, United Way, Tax levy)
Annuity deduction for current check

Professional Dues deduction for current check

Credit Union deductions (i.e., Loan repayments or depositing into account)
Daycare Reimbursement deduction for current check

Medical Reimbursement deduction for current check

IV. W-4 Procedures

A. The law requires a completed W-4 Form so Federal Income Tax can be withheld from
each employee’s paycheck. The W-4 form will remain in effect until February 15 of the next
year or until a new form is submitted.
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B. Every employee must have a W-4 form on file, which must have the following information:

. Full name and address.

. Social Security Number.

. Single, Married, married but withhold at higher single rate.

. If name differs from that on the social security card, check here. Social Security
cards should be kept current with the present name.

. Total number of allowances employee wishes to claim, determining federal tax
deduction from paycheck.

. Additional amount, if any, employee wants withheld from each paycheck.

. Enter "EXEMPT” if the employee wishes to claim exemption from ANY income tax
being deducted.

ol A OWNPEP

~N O

**Please ensure that the W-4 is signed and dated. The most current form will replace
any previous forms submitted.

V. A Few Reminders from your K.I.S.D. Payroll Office

Before turning in your payroll to the Central office, please double-check the following to
ensure accuracy:

e The employee and principal/supervisor must sign all Absent from Duty forms.
Please do not send ANY unsigned Absence or Extra Duty forms. Those forms will be
sent back to your campus/dept UNLESS the person is on extended leave. Please
keep in mind that it may delay payments to substitutes. Also, only the employee can
sign his/her name.

e All timesheets/supplemental sheets are to be signed off by the principal/supervisor.
Stamped signatures are not acceptable.

e Use the current forms for absence from duties and supplemental, as this will ensure
that all necessary information is completed and that forms are being used consistently
throughout the district.

Be sure to turn the payroll in on a time based on the Payroll due Date schedule.

Proof of Jury Duty must be attached to Absence from Duty form, if applicable. The summons
is not acceptable.

BE SURE TO TURN IN PERMANENT SUBSTITUTE AND
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Purchasing and Warehouse Guidelines

Preface

The Kingsville Independent School District's Purchasing and Warehouse Guidelines are
intended to be a guide to help you understand purchasing procedures of our district. By
providing information concerning the procedures for purchasing and bidding, these
Guidelines will assist in the understanding of the complex financial requirements of the
educational world in which we live.

The main focus of the Purchasing Department is to facilitate the acquisition of goods and
services in accordance with state and federal law in order to meet the needs of schools and
departments. Our focus is on educating staff members primarily responsible at the campus
and department levels for purchasing so that they can make most purchases directly.

We strive to give purchasers the confidence and support they need to be successful.
Although oversight of the purchasing process is still centralized, most purchasing decisions
are site-based. By placing the majority of the decision-making power in the hands of
principals and directors, we encourage the control of expenditures and get the most value for
the dollars available.

Suggestions for improvements in these procedures are always welcome.

Please remember: success in school business can only come from a unified effort, and our
successes help to provide the best for the youth of Kingsville ISD — our only purpose for
being here.
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Purchasing and Warehouse Guidelines Continues

|. RESPONSIBILITY FOR PURCHASING
A. Purchasing Policy

1. Complete purchasing policy and procedures followed by the district may be found in
the Texas Education Agency Financial Accountability System Resource Guide
(FASRG) in the Purchasing Module.

2. FASRG can be accessed through the TEA website at:
http://ritter.tea.state.tx.us/financial.audits/resguide 14/pur.pdf

B. Purchasing Authority

1. The following persons are delegated the authority to act as agents for Kingsville
ISD in carrying out the purchasing activities of the district:
a. Director of Finance
b. Chief Administrative Officer
2. In addition, each principal acts as purchasing agent for all expenditures made from
his/her Campus Activity Fund.

II. LEGAL BASIS FOR COMPETITIVE BIDS & QUOTES
A. Bids, Proposals and Quotes
1. Purchases between $1 and $50,000.

a) Any vendor of choice
b) Suggest use of Education Service Center for best value to the District

2. Purchases greater than $50,000

a) All school district contracts for the purchase of goods and services valued at
$50,000 or more in the aggregate during a 12 month period must be
competitively bid. EC 44.031

Exceptions to 2a:

(1) Professional Services - architect, physician, certified public accountant,
attorney, surveyor, engineer, or state certified real estate appraiser EC
44.031f

(2) Sole Source Goods - items covered by a patent, copyright, or monopoly;
films, books, manuscripts; utility services; and captive replacement or
component parts for equipment repair EC 44.031]

(3) Emergency repair or replacement of school equipment that has been
damaged or destroyed with the approval of the Board of Trustees EC
44.031h

(4) School buses with an annual aggregate value greater than $20,000 for
purchase/lease EC 44.031 |
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b) These contracts must be preceded by a competitive pricing
mechanism EC 44.031 |

(1) Competitive bids

(2) Requests for proposals

(3) Catalog purchase

(4) Texas General Services Administration contracts (state contract)

(5) An inter-local agreement based on bids or proposals (Cooperatives, such
as Region 2 Education Service Center, Multi-Regional Purchasing
Program, etc.)

(6) Reverse Auctions
a) Notice is required for bids and requests for proposal:

(1) To be published once a week for at least two weeks prior to the
deadline for receiving responses.

(2) In a newspaper for the county in which the school district’s central
office is located. EC 44.031g

B. Awarding Contracts

1. Costs

a) Purchase price

b) Long term costs (service, supplies, maintenance, etc.)
2. Product or services

a) Quality

b) Extent to which the good or service meets district needs
3. Vendor

a) Reputation

b) Safety record LGC 271.0275

c) Past relationship with the district

d) Historically Under Utilized Business (HUB) status

e) Any other relevant factor EC 44.031b

C. Enforcement

1. District staff members commit a criminal offense if they make or authorize separate,
sequential, or component purchases to avoid using competitive pricing mechanisms
when required. EC 44.032b

2. District staff members commit a criminal offense if they fail to use competitive
pricing mechanisms when required or award contracts for reasons other than those
cited. EC 44.032c

3. Conviction of an offense results in an individual’s:

a) Immediate removal from office

b) Inability to serve in any public office in Texas for four years

c) Ineligibility to receive any compensation through state or local government
contracts EC 44.032e
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D. Bid and RFP Guidelines

. Bid and proposal openings shall be conducted in a district office. LGC 271.026a
. A bidder may withdraw a bid due to a material mistake in the bid. (Common Law)
. Bids may not be changed for the purpose of correcting errors after they have been
opened. LGC 271.026a
4. The Board of Trustees has the right to reject any and all bids. LGC 271.027a
5. Contract Length
a) Contracts obligate current District revenue only for the year in which they are
awarded.
b) Multi-year agreements are permissible if they contain:
(1) The right of the Board to terminate the contract at the end of each
budget, or
(2) An appropriate funding-out clause to allow termination should funds
become unavailable to pay for the contract. LGC 271.903

WN P

6. Tie Bids
a) If the district receives two or more low bids that are identical, the selection
of the winner shall be by the casting of lots.
b) If only one of the bidders submitting identical bids is a resident of the
District, that vendor will receive the award. LGC 271.901
7. Non-resident bidders must underbid resident bidders by not less than an amount
(percentage) by which a resident vendor would be required to underbid in the non-
resident bidder’s state (reciprocity). GC 2252.001; 2252.002
8. Inter-local Agreements between school districts, other local governments and state
agencies for the purchase of goods and services satisfies the requirement that
contracts be preceded by a competitive pricing mechanism. GC 791.025 b, c
9. Texas General Services Commission may provide and the district may use state
contract prices and vendors to satisfy the requirement that contracts be preceded
by a competitive pricing mechanism. LGC 271.082
10. Purchasing Cooperatives

a) Cooperatives may be established by school districts, regional education service
centers, county departments of education, and other local governments to pool
goods and services needs in order to obtain optimal pricing.

b) The Board of Trustees must approve a contract with the governmental unit
operating the cooperative designating a person to act for the district in all
matters pertaining to the cooperative.

c) The governmental unit operating the cooperative may collect fees from the
participating districts or governments to cover the cost of operating the
cooperative. LGC 271.102

11. Food Service purchases for personal property exceeding $50,000 must utilize a
bid, proposal, state or federal contract, cooperative purchasing agreement, or inter-
local purchasing arrangement due to federal school lunch program requirements.
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E. Law Code Abbreviations

EC

GC

LGC
H&SC
AC

TAC

PC
V.AT.S.

Education Code

Government Code

Local Government Code

Health and Safety Code

Agriculture Code

Texas Administrative Code

Penal Code

Vernon’s Annotated Texas Statutes

STANDARDS OF CONDUCT

A. Ethics

1.

The District subscribes to the "Code of Ethics and Standard Practices for
Texas Educators,” (Board Policy, DH-Exhibit) which establishes proper
conduct for district staff members. Principle I, Professional Ethical Conduct,
clearly applies to those individuals engaged in the purchasing process. This
principle includes the following standards:

a) The educator shall not intentionally misrepresent official policies of his
school district or educational organization and shall clearly distinguish
those views from his personal attitudes and opinions.

b) The educator shall honestly account for all funds committed to his
charge and shall conduct his financial business with integrity.

c) The educator shall not use institutional or professional privileges for
personal or partisan advantage.

d) The educator shall accept no gratuities, gifts, or favors that impair or
appear to impair professional judgment.

e) The educator shall not offer any favor, services, or thing of value to
obtain special advantage.

f) The educator shall not falsify records, or direct, or coerce others to do
So.

. All District staff members are public servants and therefore subject to Title

VIII of the Penal code, regarding offenses against public administration,
including bribery and corrupt influence (Chapter 36), perjury and other
falsification (Chapter 37), obstructing governmental operation (Chapter 38),
and abuse of office (Chapter 39). All District staff members shall perform
their duties in conformity with District policy, ethical standards for
professional educators, and state and federal law. Penal Code 1.07(41), Title
VIII

4-6



Purchasing and Warehouse Guidelines Continues

B. Conflict of Interest

School district employees are limited in the types of employment in which they may
be involved outside of normal school activities.

1. An employee shall not accept or solicit any gift, favor, service, or other
benefit that could reasonably be construed to influence the employee's
discharge of assigned duties and responsibilities.

2. An employee shall not have a personal financial interest, a business interest,
or any other obligation that in any way creates a substantial conflict with the
proper discharge of assigned duties and responsibilities or that creates a
conflict with the best interest of the District.

3. Each employee shall disclose, to the best of his or her knowledge, in writing
to the Superintendent or designee any financial or ownership interest in any
business or other purchase arrangement with the District.

4. An employee who believes he or she has or may have a conflict of interest
shall disclose the interest to the Superintendent or designee, who shall take
whatever action is necessary, if any, to ensure that the District's best
interests are protected. (Board Policy, DBD Local)

V. CONTRACTS
A. Contracts/Common Law

1. A District Purchase Order is an offer. A contract is created between the
District and the vendor only when the vendor accepts the terms of the
Purchase Order by causing the goods or services requested on the order to
be delivered. In other words, the District's offer (Purchase Order) is a
presentation to the vendor of what the District wants from the vendor and
under what conditions (terms). Purchase Orders provide a uniform way for
the District to make offers to vendors with all terms in writing. This is why it is
critical to the purchasing process that the school or department receiving the
goods or services immediately compare the delivery of it with the Purchase
Order. If the vendor has altered the terms of the Purchase Order to the point
where the recipient is dissatisfied, then a possible breach of the contract has
occurred. In such a situation, Purchasing should be notified at once.

2. In the case of bids and request for proposals (all types), a different set of
circumstances exists. Here, the offer is the vendor's bid or proposal. This is
the vendor’s offer to the District of what the vendor will sell the District and
under what terms. The acceptance of an offer occurs when the Board of
Trustees awards a bid or selects a proposal. (Note: the vendor may withdraw
his offer [bid/proposal] at any time up until the offer is accepted [award
made] by the Board.)
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3. A contract is created between the District and the vendor after the bid is
accepted by the Board and a contract is signed by a District signatory. A
Purchase Order for the goods or services may be withheld or amounts
substantially reduced by the Purchasing Agent if the needs of the District
change and the materials or services are no longer needed even though the
Board has accepted the offer.

B. Contract Signatories

1. Contracts exceeding $50,000 after approval by the Board of Trustees may
only be signed by the following:

a) The Superintendent of Schools may sign any authorized and lawful
contract on behalf of the Board of Trustees.

b) The Chief Administrative Officer may sign any authorized and lawful
contracts on behalf of the Board of Trustees.

c) The budget authority granted to a Principal or Director in no way
authorizes them to execute contracts or make purchases in the name
of the District.

C. Lease Rental Contracts
1. Any contracts for rental, lease, lease purchase, or any other provisions that
will extend past the fiscal year must:
a) have cancellation provisions and must be renewed by the issuance of a
new Purchase Order for each fiscal year, (Attorney General of Texas
Opinion No. M-950 dated September 14, 1971.) and
b) be approved by the Superintendent or the Chief Administrative Officer.

D. Consultant Contracts

1. A consultant is an independent contractor, not an employee that offers
services to the public. A consultant usually maintains an office and usually
provides the equipment and materials necessary for completing or
performing a service. A consultant is paid on a fee basis for specialized
services that are usually considered to be temporary or short-term in nature,
normally in areas beyond the expertise of the employing entity's employees.

2. Consultants hired to perform a service will execute a written contract
acceptable to the District, prior to the performance of the service. A request
to pay a consultant must be submitted with a copy of the signed contract.
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V. PURCHASING PRINCIPLES

The Purchasing Prime Directives

e Approval for purchases must be made prior to purchase.

e Request for payment without a purchase order approved by the Purchasing
Department will become the responsibility of the person ordering the merchandise.

Board Policy
CH (LOCAL) Purchasing and Acquisition

Responsibility for Debts:

The board shall assume responsibility for debts incurred in the name of the District so
long as those debts are for purchases made in accordance with adopted Board policy
and current administrative procedures. The Board shall not be responsible for debts
incurred by persons or organizations not directly under Broad control; persons
making unauthorized purchases shall assume full responsibility for all such debts.

General Guidelines

e The Purchasing Department must approve purchases via a requisition and assign a
purchase order number before purchases are to be made.

e Materials for preview must follow the same purchasing procedures as detailed in this
section.

e Employees should not purchase materials with their own money with the intention of
being reimbursed by the district. Instead, the purchasing procedures outlined in this
section should be followed.
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A. Requisitions shall be submitted by the requestors to their Principal or department
Director for approval.

1.

Requisitions may be prepared by any employee of a school or department.
(Remember: A purchase requisition is still a request until approved by the Principal
or Director and the Purchasing Department.)

. The Purchase Requisition will be entered into the MIS system by the Principal’s

designee. Complete all fields. (Step-by-step instructions for entering requisitions in
the MIS system are included in the section entitled “MIS User’s Guide”.)

. Requests for goods or services totaling $ 0.00 to $ 9,999.00 in the aggregate for a

12 month period can be made using any vendor of choice.

. Orders must not be deliberately split to avoid the necessity for quotes or

competitive bids. This is a violation of state law.

. Approval Authority - All Requisitions must be approved by the designated Director

or School Principal before being electronically sent to Purchasing. In the event a
Director or Principal is absent he/she may designate approval authority to another
person.

The budget authority granted to a Principal or Director in no way authorizes
them to execute contracts or make purchases in the name of the District.

. Method of approval of requisitions may be at the Director or School Principal's

discretion at the campus/department level with some physical evidence of approval
kept at that facility.
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V. PURCHASE ORDERS

A. No purchases are authorized without issuance of a purchase order, as
payment will not be made for such purchases. Anyone creating or
authorizing such a commitment prior to securing a purchase order number
will be held personally liable for payment of such agreement and/or may be
liable to prosecution under the Texas Penal Code Chapter 39 Abuse of
Office, Section 39.01.

B General Purchase Order Procedures

1.

Purchase Orders are issued on a daily basis by the Purchasing Department
based on information submitted on the Purchase Requisition. When the
Purchasing Department extracts the automated requisitions, they become
purchase orders. The Purchase Order is computer-generated with budgeted
funds being encumbered at the same time.

. A purchase order is considered to be only a purchase request until approved

by the Purchasing Department.

. The Purchasing Department extracts electronic purchase orders daily.

Therefore, indicate that an order is a rush ONLY if it is needed immediately.

. Contracts for Purchase will be put into effect by means of a purchase

order(s) executed by the Director of Purchasing after bids have been
awarded to purchase goods or services.

. The merchandise should not be ordered until the purchase order has

been returned to the campus. The individual placing an order without a
P.O. number will be responsible for payment of the invoice.

. Purchase Orders are not to be modified with the vendor or by schools or

departments directly. If it becomes necessary to change the terms of a
Purchase Order, the school or department must first advise the Purchasing
Department. Once agreement to any price increases or modification of terms
is reached, Purchasing has the responsibility to adjust the encumbrance on
the Purchase Order and notify all involved parties of the changes.

. Once a Purchase Order is issued, the same P. O. number cannot be used

for reorders. Where merchandise has been returned or damaged and a
reorder of replacement merchandise is desired, a new Purchase Requisition
must be submitted.

In the event it is necessary to cancel a Purchase Order, the
secretary/bookkeeper must advise the Purchasing Department in writing by
letter or e-mailing as to why they are canceling the order. The Purchasing
Department will liquidate the encumbrance. The department/campus placing
the order should notify the vendor or specifically request that Purchasing
mail a revised copy to the vendor.

4-11



Purchasing and Warehouse Guidelines Continues

9. The Purchasing Department will:
a) Verify compliance with bid laws (as indicated by the comments’ line of
the requisition — sole source, Region, bid #, etc.).
b) Verify correctness of coding according to the Finance Manual, and
c) Give final approval if all is in order.
10. Following final approval, the purchase order will be mailed or faxed.

C. Open Purchase Orders

1. Open purchase orders and/or open accounts are established with vendors
for a time period of one month. Purchase Orders not issued in this manner
are considered to cover a one-time single purchase per each Purchase
Order number assigned.

2. Invoices on open Purchase Orders are to be attached to a copy of the
Receiving Copy of the Purchase Order, signed by the Director responsible
for the purchases, and forwarded to Accounts Payable.

D. Material Preview Purchase Order

1. Materials to be previewed must be ordered on a Purchase Order in the usual
manner. All usual conditions for issuing a Purchase Order shall apply.

2. Review of the materials must be made within fourteen calendar days after
receipt of merchandise. A decision whether to keep or return the materials
must be made in a timely manner because State law requires that vendors
be paid within thirty days.

3 The original encumbrance on the Purchase Order cannot be reduced
because the materials have been returned, but only upon acknowledgment
by the vendor with a credit memo.

VI. INTERNAL PROCEDURES
A. Specifications
1. Preparation of specifications shall be the responsibility of the using school or
department. The responsibility of the Purchasing Department is to review the
specifications to ascertain whether competitive bids can be obtained and

assure that Board policies and state laws are followed regarding the
purchase.
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2. Actual specifications must contain adequate technical descriptions to clearly
identify for prospective bidders the type of material, equipment, or services
required. In addition to the detailed specifications, brand names, model
numbers, and like descriptions may be referred to as product meeting
specifications to inform prospective bidders of the type of quality required.
Descriptions must include quantitative data such as size, weight, or volume
and qualitative data such as commercial grade, texture, finish, strength,
chemical analysis, or composition where possible.

B. Vendor List

1. The Purchasing Department maintains a computerized bid list. The list is
based on categories derived from goods or services for which the District
has taken bids or intends to take bids. A vendor may request to be placed on
the bid list in one of the following ways:

a) The vendor mails or faxes a letter to the Purchasing Department on the
company's letterhead indicating the goods or services offered,
company’s address, telephone number, Federal Tax ID #, sales
representative, W-9 form and Conflict Of Interest Form.

b) A sales representative visits the Purchasing Department in person
informing an employee which bid list he wants to be placed on and
leaves a business card.

2. Bid packages are mailed or emailed to vendors registered on the
computerized bid list on or before the date that notice of the bid opening is
published.

3. A vendor may be removed from the bid list by failing to respond to three
consecutive bids, failing to update addresses and telephone numbers,
withdrawing a bid, failing to honor a bid, failing to honor contracts or
warranties, or making false or misleading statements (written or oral) during
any business negotiation with the District. Once removed, a vendor will not
be reinstated on the bid list until he can demonstrate that any past problems
have been corrected and his organization can meet all bidding requirements.

C. Equipment Warranty, Maintenance, and Repair

For repair of equipment which has been received and paid, a School or Department
has one of the following options:

1. If the equipment is under warranty, contact the vendor from whom it was
purchased. If the product was purchased through a District bid, contact
Purchasing. (Warranties start the day the equipment is received even if
school is not in session and the item is not put in use right away.)
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2.

For those items covered by outside maintenance contracts such as
duplicating equipment and some copiers, contact the appropriate service
company holding a maintenance agreement with the District.

3. For all computer equipment, contact the Technology Department.

D. Open Records

All information collected, assembled or maintained by governmental bodies pursuant
to law or ordinance or in connection with the transaction of official business is public
information and available to the public during normal business hours of any
governmental body with certain exceptions.

Three exceptions clearly concern the purchasing operation found in:

Texas Education Code Title 110A, 6252-17a, Section 3

1.

2.

Information which, if released, would give advantage to competitors or
bidders;

Information pertaining to the location of real or personal property for public
purposes prior to public announcement of the project and information
pertaining to appraisals or purchase price of real or personal property for
public purposes prior to the formal award of contracts therefore;

Trade secrets and commercial or financial information obtained from a
person and privileged or confidential by statute or judicial decision; The
concern is that information is not disclosed at inappropriate times leaving the
District unprotected.

E. Sales Taxes

1.

2.

Kingsville Independent School District is exempt from the payment of state
sales taxes by the fact it is a political subdivision of the State of Texas.

Staff members may not use the District's tax-exempt status for purchases of
personal property. Anyone avoiding the payment of sales tax by using this
exemption may be liable for prosecution under Texas Penal Code, Chapter
39, Abuse of Office, Section 39.01. (This also applies to booster clubs, PTOs
and other outside organizations — they must apply and receive their own tax-
exempt status.)

4-14



Purchasing and Warehouse Guidelines Continues

3. All Purchase Orders notify vendors of the District's tax-exempt status. When
placing a confirming Purchase Order with a vendor, the school or
department should indicate to the vendor that the District holds this exempt
status and should not be charged tax.

G. Delivery and Receipt of Orders

[ —

. ALL ORDERS MUST BE DELIVERED TO THE CENTRAL RECEIVING

2. The delivery address on the purchase order must be central receiving and
cannot be changed unless authorized by the Purchasing Department.

3. Do not allow vendors to deliver goods to your campus if the purchase order
states otherwise. If they try to do so, direct them to Central Receiving.

Do not pick up items from the vendor and deliver to receiving.

4. No changes may be made to orders without approval from the Purchasing
Department.

5. All orders must be inspected within five (5) days. Claims for damages or
incorrect orders need to be submitted promptly to the vendor. Contact
Central Receiving for assistance.

6. Returning orders

a) If items were delivered by the Central Receiving, contact them within
three (3) days for pickup.

VIl. SPECIAL PROCEDURES
A. Contracted Vendors
There are two methods for obtaining office supplies.

1. Request supplies (paper only) through the Warehouse Inventory, and
2. Place order from any Region 2 Cooperative vendor.
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Purchasing and Warehouse Guidelines Continues

VIl. GLOSSARY

Annual Aggregate This pertains to the total amount of purchases made by a school district
within a single category of items during a twelve-month period. The state does not prescribe
on what date the period starts and stops.

As Is An expression signifying that goods offered for sale are without warranty or guarantee.
The purchaser has no recourse with the vendor for the quality or condition of the goods.

Authorized Deviation Permission given to a supplier authorizing production or delivery of
items within stated limits other than those specified originally.

Backorder The undelivered part of a previous order which the vendor re-enters for shipment
at a later date.

Bid A response to a specified request for goods or services. Usually requested for contracts
exceeding an annual aggregate of $50,000.

Bid Bond Bid bond guarantees an owner of property that a party bidding for a contract will, if
his bid is accepted, enter into a contract and furnish performance and payment bonds for the
carrying out of the work, or pay the owner the difference between the amount of his bid and
that of the bid finally accepted.

Caveat Emptor "Let the buyer beware": The sale is at the buyer's risk.

Caveat Venditor "Let the seller beware": In some cases, the vendor is liable to the buyer if
the goods delivered differ in kind, quality, use, and purpose from those specified in the
contract of sale.

Certified Check A check endorsed by a bank which guarantees its payment.

Change Order A purchaser's document used to modify or add to a purchase order.
Competitive Pricing Mechanism A term used to collectively describe the various methods
the state has provided to meet bidding requirements for purchases above $50,000. These
include bids, requests for proposal, C.l.S.V. catalogue purchases, Texas Building &
Procurement Commission contracts, Federal GSC contracts, and interlocal government

contracts.

Confirming Order A purchase order originally placed verbally for goods or services.
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Purchasing and Warehouse Guidelines Continues

Delivery Schedule The agreed time or rate of future deliveries of purchased goods or
services.

Discount An amount deducted from the selling price by the vendor. It is generally applied
when a purchaser meets a stipulation that reduces the cost of the goods.

DIR Department of Information Resources

Expediting "Follow-up" Tracing the status of an order to ensure efficient movement of goods
to the School or Department in accordance with the terms of the Purchase Order.

Express Warranty Vendor's representations concerning the nature and use of goods, which
he intends the buyer to rely on.

GSC Refer to TBP.
Inventory A stock of goods or an itemized list of a stock of goods on hand at a particular
time. When ascertained by a physical count of the items it is a "physical inventory"; when

determined from records maintained for routine business activities, it is a "book inventory."

Invitation to Bid A request made by a purchaser to prospective suppliers for their
competitive price quotations on goods or services.

Invoice The vendor's itemized list of goods or services shipped which specifies price and
terms of sale.

Knocked Down (k.d.) A term to indicate that the article described is delivered unassembled.
When an article is shipped "k.d.", it must be reduced in size by one third or as specified in the
carrier's tariff to be eligible for the applicable freight rate.

Lump Sum The price agreed upon between vendor and purchaser for a single job or a
single purchase of merchandise in bulk.

Manufacturer One who produces or assembles items from raw materials or components.

Negligence Under a legal duty the doing or omission of some act which a reasonable,
prudent person would not have done or omitted under the circumstances.

Open Account Purchase A purchase made by a buyer who has established credit with the

seller. The transaction is charged to the purchaser's account, payment for which is to be
made at some future date agreed upon by buyer and seller.
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Purchasing and Warehouse Guidelines Continues

Original Equipment Manufacturer Seller's classification of a buyer whose purchases are
incorporated into a product he manufactures, usually without changing the item that he
acquires.

Payment Bond Payment Bond, often referred to as a Labor and Materials bond, guarantees
that bills for labor and material used in the work project will be paid. This coverage is usually
included automatically in the Performance Bond so no additional charge is necessary.

Performance Bond Performance Bond guarantees the owner that work will be completed
according to the contract specifications. This is considered the key bond in a work project
because the owner not only wants the work completed - usually within a specified time - but
also completed according to the owner's specifications.

Purchase To acquire goods or services for a price.

Purchase Order A purchaser's formal written offer to a vendor containing all terms and
conditions of a proposed transaction.

Purchase Requisition A formal request made to the Purchasing Department to procure
goods or services form vendors.

Quotation A statement of price, terms of sale, and description of goods or services offered
by a vendor to a prospective purchaser. When given in response to an inquiry, it is generally
considered a sales proposal that states the current price of a commodity. For the District, it is
primarily used for purchases between $2,000 and $25,000.

Rebate A form of discount in that the vendor returns, (or rebates) to a purchaser in
consideration of the purchase of a specified quantity or value of goods usually within a stated
interval.

Receiving Copy This is a receiving department document used to inform others of the
receipt of purchased goods. Copies are usually distributed to the accounting department.

Request for Proposal (RFP) This is an alternate to the competitive bid process. The
proposals are advertised and received in the same way as bids. Once opened, the District
can select the best proposal and negotiate specific terms with the vendor to further lower the
price or improve the contract.

Sample A small portion of goods taken as a specimen of quality.
Sealed Competitive Proposal A term coined by the state to identify proposals dealing with

construction. The term sealed is used to indicate that the proposals are not to be made
available for public review. In reality this proposal is no different than the standard RFP.
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Purchasing and Warehouse Guidelines Continues

Separate, Sequential, and Component Purchases Dividing a purchase into several parts
or buying parts of a system on separate orders avoid having to use competitive pricing
mechanisms to purchase goods and services.

Specification A comprehensive and accurate statement of the technical requirements
descriptive of a good or a service, and of the procedure to be followed to ascertain if the
requirements are met. A federal specification is a specification established in accordance
with procedures prescribed by the Federal Specification Board and approved for use by all
government agencies.

Stock The supply of goods maintained in a stores system to satisfy anticipated demand.

TBP In most cases this relates to the Texas Building & Procurement Commission. A federal
TBP also exists and may be referenced in some contracts.

Terms of Payment The method of payment agreed upon in a sales contract. The three basic
terms are cash, open account, and secured account.

Tracer A request made to a carrier to trace a shipment for expediting purposes or to
establish date of delivery.

Vendor A seller of goods or services.

Warranty An undertaking, either express of implied, that certain fact regarding the subject
matter of a contract is as it is declared or promised to be. Not to be confused with
"guarantee,” which entails contractual responsibility for the substandard performance or
nonperformance of another party.

Wholesaler A purchaser who buys goods for resale to a retailer or industrial user.
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Querying Budget - Expenditure Ledger

| Budget and Finance

Expenditure Ledger
Use this option to create review records in your Expenditure Ledger.
To open the Expenditure Budgets window, select

Applications, Fund Accounting, Budget Entry, and Expenditure Budgets.

Expenditure Budgets Window

General Ledger

»
Purchasing L4 Budget Entry » Expenditure Budgets
Hurman Resources 4 Payable Entry 4 Revenue Budgets
Budget Preparation 3 Wendor Checks 3 Project Budgets
Fixed Assets » Receipts » Batrch Budget Adjustments
Personnel Budgeting  » Encumbrances 4 Batch Budget Transfer
Benefits L3 Detailed Displays 3
Warehouse Inventory  » Periodic Processing  »
System Administration  » Year End foimation
PEIMS 4 System Recovery b
User Preferences Einancial Report
Procedures

To search for and list expenditure records:
1. Open the Expenditure Budgets window.

2. Enter criteria in the Selection Criteria section to identify the records you want to list. To list
all expenditure records, do not enter any criteria.

3. Click OK. When the records display in the list section, additional buttons appear in the
action bar on the window’s right-hand side. For example:

[#] Expenditure Ledger [W=EI
Eile Edit Tools Favorites Help
e s =H =
Date: D8/08/2007  Thiough Periad: 12/07

Selection Criteria

“rear FUNCTION

ACCOUNT MUMBER ORG CODE

FROGRAM INTENT
Account it

5UB OBJECT
EBudaet Control ACCOUMT NUMBER

Budget Contral Account

Status
FUND
Find udvance: o




Querying Budget - Expenditure Ledger Continues

Field Descriptions

Following are descriptions of the fields in the Expenditure Budgets windows
Selection Criteria, list, and Totals sections. Note that all field titles enclosed in
asterisks are defined in your Fund Accounting Profile.

Selection Criteria Section

Use these fields to search for and list specific expenditure records. To list all
records in your Expenditure Ledger, leave the fields blank.

Year

Budget Unit

Budget Control
Budget Control
Account

Status

Fund, Function,
Program, Cost
Ctr and Area

List Section

Budget

Period Exp(ense)

Four-digit fiscal year. The Year, *Budget Unit*, and Account fields
combine to identify the expenditure record for a specific budget unit-
account.

Number identifying a budget unit (low organization) in the Expenditure
edger. Account Number identifying the expenditure account associated
with the budget unit.

Number identifying the key organization that serves as the
expenditure record’s budget control unit.

Number identifying the expenditure account being used
as a control.

Dropdown list with two selections for referencing records by their status:
Y - Active N - Inactive

Fields identifying the higher levels in a budget unit's reporting structure.
The number of fields used in your system and their titles are defined

in a the Fund Accounting Profile. The reporting structure itself is set up

in your Organization Chart.

The following display-only fields show the content of an expenditure
record. The first three fields—Year, *Budget Unit*, and Account—are
described in the Selection Criteria section.

Amount budgeted in the fiscal year for the budget unit-account.
Total expenditures charged to the budget unit-account in the period
identified in the display-only Period field at the top of the Expenditure

Budgets window. You can use the Display Through button to change the
period.
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Querying Budget - Expenditure Ledger Continues

YTD Expense

Encumbrances

Balance

Title
Account Title
Status

Totals Section

Budget

Period Exp(ense)
YTD Expense
Encumbrance

Balance

Total expenditures charged to the budget unit-account in the year to
date.

Total encumbrances stored in the budget record. An encumbrance is an
amount reserved for an expenditure (for example, for a purchase order
or salary) that has not yet been posted.

Total budgeted funds remaining in the fiscal year for the budget unit-
account.

Title or description of the budget unit.
Title or description of the account.
Status of the budget record, Active or Inactive.

The following display-only fields store totals in the categories indicated
for the budget records displayed.

Total budgeted in the fiscal year for the displayed budget unit-accounts.
Total expenditures in the period identified.

Total expenditures in the year to date.

Total encumbrances currently stored in the budget records.

Total budgeted expenditures remaining in the fiscal year for the records
displayed. Following is the equation used to determine the total:

Balance = Budget - (YTD Expense + Encumbrance)
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Querying Budget - Expenditure Ledger Continues

Transactions Window

Use the Transactions window to search for and display transactions associated
with an expenditure budget record. The window’s List section displays the following
data on each transaction shown:

Budget Unit Transaction Code Budgeted Amount
Account Purchase Order Number Expenses to Date
Transaction Date  Description Encumbrances to Date
Procedure

To review a budget unit-account’s expenditure transactions:

1. Select Applications, Fund Accounting, Budget Entry, and Expenditure Budgets
to open the Expenditure Ledger window.

General Ledger 3
Burchasing 4 Budlget Enfry L4 Expenditure Budgets
Fixed Assets L4 Fayable Entry 4 Revenue Budgets
Warehouge Inventory ¥ Wendor Checks 3 Project Budgets
Systern Administration  » Rereipts 2
PEIMS 4 Encurbrances 4
User Preferences Detailed Displays 3
e i i
. Periodic Processing  » .
Requisition Approval xpenditure Report
o
Reference Tables
hdann Canimd Damda DO i meintn Doun o

Expenditure Ledger window

(flExpenditure Ledger r:|r§] d
File Edt Tocls Favortes Help
-

Cone: D808/2007 Through Penod. 1207

Seleckon Créeria v Ok
Year ECT— FUNCTION = Bk
ACCOUNT NUMBER @l OFRG CODE

Account o] PROGRAM INTENT

Budge! Contol ACCOUNT NUMBER (1] sbelEzlan

Bucget Convol Accoun L

Sag -

FUND!

Budget Penad Exp T Expense Encumbrance Bolance
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Querying Budget - Expenditure Ledger Continues

2. In the Selection Criteria section, enter criteria to identify budget records.

3.Click OK to display the records.

4.Highlight a record, then click OK to open the Transactions window.

5.In the Selection Criteria section, enter criteria to identify transactions.

6.Click OK to display the transactions.

Sample Transactions Window

[f] Transactions E@@

Fie Edt Hep
Dale:  08/08/2007  Thiough Period 12007
W UK
ACCOUNT NUM (1357130019503 ] T
Account ] TRAVEL - EMPLOYEE
BudgetOign 1387130013903 |
Budget Aot [B41 1 TRAVEL - EMPLOYEE
Search Crieria
Year | Encumbranice ]
[ ~ Invoice |
3| Amount =
v Control Nurb |
@4  Fnd
Dals Feiod | TC| PURCHASE ORDEF Desorption Budgst Expense Encumbra
Tolal Budget Expense: Encumbrance
Paprol Encumbrance 0.00 Balance
Sellect the accounting year vk




Querying Budget - Expenditure Ledger Continues

7. Highlight a transaction, then click OK to open the Transaction Detail window.

[f] Transactions g@@

file Edit Help
Dale  02/02/2007  Thiough Period 12/07

Vv K

e Back
Aocount 375411 TRAVEL - EMPLOYEE

Budgel Orgn 1957130019903

Budget Acct irEﬂH TRAVEL - EMPLOYEE

=
&
=
=}
=4
=
=
=
=
=
Pt
o
=
‘ =

Search Cileria
Vear [ | |
Perind [ ] Invoice

Transaction Date |

1174 Amount |
Contiol Number ]

Transaction Code |

Vendor
Find
| Date Peiod | TC PURCHASE ORDEF Descriplion Budget Expense Encumbiance | 4
2= A BUDGET AMEND #13 0.00
3 FIN E

052107 9 17 07006311 MABLE A FIFFIN 0.0 0.0 6978
051407 8 240 LOCAL REVENUE 00 2123 00
050807 3 E] BUDGET AMEND #3 2.0 000 00
040307 8 21 07005093 MABLE A FIFFIN 00 000 000
040307 8 21 07005093 MABLE 4 FIFFIN 00 29488 29465
0328007 7 21 07005092 EMILY MORGAN HOTEL 000 17.40 740
[T 21 07005092 EMILY MORGAN HOTEL 0.00 17400 7400
e 21 07005095 TEXAS LIBRARY ASSOCIATION 00 175.00 17500
03T 7 21 07005095 TEXAS LIBRARY ASSOCIATION 0o 0.0 00
03607 T 17 07005095 TEXAS LIBRARY ASSOCIATION 00 00 17500 v
Total Budget 000 Expense: 70961 Encurbrance: 0.00

Paproll Encumbrance 000 Balance 03

8. To display additional information on the transaction, click the More Info
button. This button only displays if the transaction relates to a journal
entry, payroll charge, or purchase order.

[l Transaction Detail

Eils Edit Help
Date:  08/08/2007 Period:  12/07
FUND [9s7 | GEMER&LFUND Year o7 ]
ACCOUNT NUMBER ~ [18s7130019s0z | Period ]
focount 411 TRAVEL - EMPLOTEE Transaction Code  [21 | "j Attachments
FROJECT NUMBER Transaction Date 05/23/07
PROJECT MU ACCT Date Entered 06./23/07
Cash Account 1110 CasSH IN BANK Due Date 05423/07
Wendar 20041 MABLE & PIPPIN Irrvoice Date
Receivable Account Discount Amount 0.00
Disbursement Fund [19s7 | DISBURSEMENT FUND Check Number [93526 |
FURCHASE ORDER  [07008311-01 Check Date 05/24/07
J E Number Partial/Final F - Final
Irroice/R eceipt 05/10-05/11 1093 [N
Amount 69.78| Cleared
Sales/Use Tax o.00| | 0.00| “oid ]
Deseription CONFERENCE BY THE SEA 7.0 | Contral Number FTO7E
Entered By tamB8tel Bank Code
Warant Humber | Notes N -No
ouR
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Querying Budget - Expenditure Ledger Continues

9. This window displays all information associated with the purchase order.

Date (RORSDOT  Poeest
Frachain et oo
Peuasion RO
APPTRIVAL DL 1 DI TN WADE
Compleind Preted
Bkt [ ormarg
fmeckn | Dinkven
||||||||
" 00 5 2P
Tond

Purchase Order Detail Listing Window

The list section at the bottom of the window shows the purchase orders
line items. Click OK to access this section.

[£] Detailed Purchase Order Listing

Eile Edit Help
Date: 08/08/2007  Period 12007
Geners I
Purchase Order * (07006911 - Continuos
Requisition RO707218 S
Commadity TRAVEL EXPER Approval Status
Ficed Ascet Receivead
Sk Appioval Status
Detais | Pricing
Drescription CONFERENCE B THE SE& 7:00 A -5:30PM
5/10/07
Distribution Information
ACCOUNT NUMBER  Accounl t PROJECT NI PROJECT NI Percent Amount
Total Charges 69.78
Encumbsred Ve Total Purchass Order 6a.78
OVR

To view details on a purchase order line item that was affected by a change order, highlight the
item in the list section, then click this button to open the Purchase Order Information window’s

Consolidated Line Item tab.
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Querying Budget - Expenditure Ledger Continues

Period Balances Window

Use the Period Balances window to verify balances and other information on a
selected Expenditure Ledger record. The window’s data includes:

Reporting Structure Period Expense Amounts Expense Total
Status Period Encumbrances Encumbrance Total
Period Budget Amounts  Budget Total Current Balance

To open the Expenditure Budgets window, select

Applications, Fund Accounting, Budget Ledgers, and Expenditure Ledger.

Favorites Reports Custom State Help

General Ledger 3
Furchasing 3 Budget Entry » Expenditure Budgets
Fixed Assets 4 Payable Entry L4 Revenue Budgets
Warehouse Inventory — » Wendor Checks L4 Project Budgets
System Administration  » Rereipts 4
PEIMS 4 Encurmbrances 4
User Preferences Detailed Displays 2
Periodic Processing  »
Requisition Approval
Reference Tables
bamn Mamsmn Deaats DO

To search for and list expenditure records:
1. Open the Budget Control Status window.

2. Enter criteria in the Selection Criteria section to identify the records you want to list. To list
all expenditure records, do not enter any criteria.

3. Click OK. When the records display in the list section, highlight the record you want.
When the records display in the list section, additional buttons appear in the action bar on
the window’s right-hand side. Click the Budget Control button.

[ Budget Control Status Qﬁl :
Fle Edi Favortes Help
Date: 08/08/2007  Thiough Period: 12/07
‘Year  ACCOUNT NUMBER | Account Budget Period Exp YTD Expense Encumbrances Balance Title v 0K
07 1957130013303 B4l 710.00

Display Thiough.

[] Period Balances

9 — — av|
1 matchles) found
Totels

Budget 710.00 Period Exp an *TD Expense 70961 Encumbrance 00 Balance 33
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4. Click OK. When the records display in the list section, highlight the record you want.
When the records display in the list section, additional buttons appear in the action bar on
the window’s right-hand side. Click the Period Balances button.

Period Balances Window

[f] Period Balances

File Edit Help |
Date:  08/08/2007 Period:  12/07 |
Feporting Structure Eudget Expense Encumbrance
Year or 1 s00.00] | o.00) | 0.00]
ACCOUNT NUMBER (1997130013303 ] 2] 0.00] | 0.00] | oo (€  Back |
Account 3| [ o.00) | 0.00]
4 0.00] | 0.00] | 0.00/
5 | 0.00| | 0.00/ | 0.00/
Pre-encumbered 5| 0.00] | 0.00] | 0.00/
Redquisition Balance 7| 0.00| | 366.40) | 234.65|
5 | non | 27343 | 2965
g g1.00] | £3.78] | 0.00]
10 | -171.00) | 0.00/ | 0.00/
Irventory Requested 11 | 0.00] | 0.00] | 0.00/
2 | oo | non | o)
13 | 0.00] | 0.00] | 0.00/
Totals | 710.00] | 70961 | 0.00/
Ealance 0.33 Pending Balance 033
ACCOUNT NUMBER T
Account Title TRAVEL - EMPLOYEE
OYR
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Expenditure Status Reports

Use this option to generate a report that includes the following information for the expenditure
ledgers selected: budgets, period expenditures, encumbrances outstanding, year-to-date
encumbrances and expenditures, available balances, and percentages of budgets spent in the
year to date.

The Expenditure Status Reports menu includes these options:

Expenditure Lists expenditure status information by account.
Status Report

Detalil Includes expenditure status detail by fund, organization, and Expenditure
account number.

Summary Provides a summary of expenditure status information by
Exp(enditure) fund.

Status Report

To open the Expenditure Status Reports menu, select

Reports, Fund Accounting, Financial Statements, and Expenditure Status Reports.

Expenditure Status Report Menu

ustom  State Help

Fu » Report Launcher
Burchasing 4 Daily Transaction Listings >
Human Resaurces » Accounts Payable »
Budget Preparation 4 Financial Statements » Ealance Sheets »
Fixed Assets 4 Agdit Trails 4 Expenditure Status Reports 3 Expenditure Status Report
Persannel Budgeting Reports » _ GystemMaintenance ¥ Eypenditire Comparison Reports b Detail Expenditure Status Report
Bepsfits r EEET Revenue Status Reports » Summary Exp Status Report
‘Warehause Inventory 4 Reyenue Comparison Reports b
Yiew Files ation Project Status Reports 3
10 REPORT WRITER 4 Budget Control Reports »
FINANCE Reports ' Enterprise Fund Income Statement
PERSONMNEL Reports 4 Encumbrance Status Reports
BUDGET Reports 4 l Encumbrance Activity Reparts
PEIMS Reports » Receivable Status Reparts
AUDIT FILES » Cash Receipts

Expenditure Status Report Trial Balance

Prigr And Current Yr Cash Repart
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Expenditure Status Report Continues

Expenditure Status Report Windows

Expenditure Status Report

tﬂ Expenditure Status Report

File Edit Favorites Help

Date:  08/08/2007 Period 12/07

Fieport [nfarmation 0E,

<

ro-‘ This report will print the expenditure status by account.

o)

Sort
Report Criteria
L
PROGRAMINTENT [ ]
T

Gy Advanced
Additional Criteria

Year -
Feriod l:l

Zero Balances

Detail Expenditure Status Report

[l Detail Expenditure Status Report
Fil= Edit Favorites Help

Date: 08/08/2007 Period 12/07
Fepart Infarmation
= Thiz report will print expenditure status detail
Q‘ “f'ou can choose the sort order, tataling lines, page breaks,
and whether to include pre-encumbrance detail

Feport Criteria
Furd [—
ACCOUNT NUMBER

Additional Criteria

Period l:l

Pre-encumbrance D etail

QYR

Enter fund number
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Expenditure Status Report Continues

Summary Expenditure Status Report

(] Summary Expenditure Status Report

File Edit Favorites Help
Diate: 08/08/2007 Perind 1207

Repart Infarmation W 0K
This repart will print a summary of expenditure status
@ information by fund.

Repart Criteria

Fund

ACCOUMT MUMBER @

Account @

Additional Criteria

‘ear

Period

Enker fund number OVR

Procedures

To search for and list expenditure records:

1. Open the Expenditure Status Report window.

2. Enter criteria in the Selection Criteria section to identify the records you want to list.
3. Enter the Year and Period.

4. Click OK to open a Print Window.

5. In the Print Window, select the Printer File, or Screen button to set a destination for the
report.

6. Click OK to generate the report.
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Expenditure Status Report Continues

Expenditure Status Report

PENTAMATION ENTERPRISES, INC.- FINANCIAL MANAGEMENT SYSTEM PAGE NUMBER: 1

DATE: 08/08/07 KINGSVILLE INDEPENDENT SCHOOL DISTRICT EXPSTA11

TIME: 16:34:45 EXPENDITURE STATUS REPORT

SELECTION CRITERIA: orgn.fund="1997" and orgn.orgn1="13" and orgn.orgn2="001" and orgn.orgn3="99" and orgn.orgn4="03"

ACCOUNTING PERIOD: 12/07

SORTED BY: FUND,FUNCTION,ORG CODE

TOTALED ON: FUND,FUNCTION,ORG CODE

PAGE BREAKS ON: FUND

FUND-1997 GENERAL FUND

FUNCTION-13 CURRICULUM & STAFF/DEVEL

PERIOD ENCUMBRANCES YEAR TO DATE AVAILABLE YTD/

ORG CODE ----TITLE - BUDGET EXPENDITURES OUTSTANDING EXP BALANCE BUD

001 H. M. KING HIGH SCHOOL 710.00 .00 .00 709.61 .39 99.95
TOTAL H. M. KING HIGH SCHOOL 710.00 .00 .00 709.61 .39 99.95
TOTAL CURRICULUM & STAFF/DEVE  710.00 .00 .00 709.61 .39 99.95
TOTAL GENERAL FUND 710.00 .00 .00 709.61 .39 99.95

TOTAL REPORT 710.00 .00 .00 709.61 .39 99.95

RUN DATE 08/08/07 TIME 16:40:13

PENTAMATION ENTERPRISES, INC. - FINANCIAL MANAGEMENT SYSTEM
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Detail Expenditure Status Report

PENTAMATION ENTERPRISES, INC. - FINANCIAL MANAGEMENT SYSTEM PAGE NUMBER: 1
DATE: 08/08/07 KINGSVILLE INDEPENDENT SCHOOL DISTRICT EXPSTA21
TIME: 16:38:37 DETAIL EXPENDITURE STATUS REPORT

SELECTION CRITERIA: orgn.fund="1997" and expledgr.key_orgn="1997130019903" and expledgr.account="6411"
ACCOUNTING PERIOD: 12/07

SORTED BY: FUND,FUNCTION,ORG CODE
TOTALED ON: FUND,FUNCTION,ORG CODE
PAGE BREAKS ON: FUND

FUND - 1997 - GENERAL FUND

PERIOD ENCUMBRANCES YEARTO DATE  AVAILABLE
BUDGET EXPENDITURES OUTSTANDING EXP BALANCE

1997-13-001-99-03 6411 TRAVEL - EMPLOYEE 710.00 .00 .00 709.61 .39
TOTAL ORG CODE - H. M. KING HIGH SCHOOL 710.00 .00 .00 709.61 .39
TOTAL FUNCTION - CURRICULUM & STAFF/DEVEL 710.00 .00 .00 709.61 .39
TOTAL FUND - GENERAL FUND 710.00 .00 .00 709.61 .39
TOTAL REPORT 710.00 .00 .00 709.61 .39

DATE 08/08/07 TIME 16:40:13 PENTAMATION ENTERPRISES, INC. - FINANCIAL MANAGEMENT SYSTEM
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Expenditure Status Report Continues

Summary Expenditure Status Report

PENTAMATION ENTERPRISES, INC. - FINANCIAL MANAGEMENT SYSTEM PAGE NUMBER: 1

DATE: 08/08/07
TIME: 16:40:13

SELECTION CRITERIA: expledgr.key_orgn="1997130019903" "

ACCOUNTING PERIOD: 12/07

FUND - 1997 - GENERAL FUND

FUNCTION ----TITLE - BUDGET
13 CURRICULUM & STAFF/DEVEL 710.00

TOTAL GENERAL FUND 710.00

TOTAL REPORT 710.00

RUN DATE 08/08/07 TIME 16:40:13

KINGSVILLE INDEPENDENT SCHOOL DISTRICT EXPSTA31
SUMMARY EXPENDITURE STATUS REPORT

ENCUMBRANCES YEAR TO DATE AVAILABLE YTD/

EXPENDITURES OUTSTANDING EXP BALANCE BUD
.00 .00 709.61 .39 99.95
.00 .00 709.61 .39 99.95
.00 .00 709.61 .39 99.95

PENTAMATION ENTERPRISES, INC. - FINANCIAL MANAGEMENT SYSTEM
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Expenditure Audit Trail Report

Expenditure Audit Trail

Use this option to audit encumbrances and expenditures in the Expenditure
Ledger. The Expenditure Audit Trail report lists budget units, accounts, transaction
codes, vendor codes, budget allocations, transaction amounts, descriptions,
balances, and totals.

In addition, the option can generate a separate report of the notes associated
with the ledger’s activities. You also can choose whether to include warehouse
charges, accounts that do not have any activity, and pre-encumbrance detail.
To access the screen for entering selection criteria, select

Reports, Fund Accounting, Audit Trails, and Expenditure Ledger Audit Trail.

SN Custom Skate  Help

Eund Accounting L4 Report Launcher
Purchasing 4 Dally Transackion Listings — »
Human Resources 4 Arcounts Payable 3
Budget. Preparation 4 Financial Statements 3
Fixed Assets 4 Audit Trails v General Ledger Audit Trail
Personnel Budgeting Reports  » System Maintenance L4 Expenditure Audit Trail
Bensfits bR L vere Audit Tral
‘Warehouse Inventory 4 Project Audit Trail

i ‘iew Files ation GL Transaction Analysis
10 REPORT WRITER 4 Expenditure Transaction Analysis
FINANCE Reports L4 Rewvenue Transaction Analysis
FERSCMMEL Reports L4 Project Transaction Analysis
BUDGET Reports 4
PEIMS Reports v
AUDIT FILES 4

Expenditure Audit Trail Window

File Edit Favorites Help
Date:  08/03/2007 Period 12/07
Report Information W ok
This report will summarize the budgeted amount and all encumbran

@ and expenditure activity. |n addition, the report provides the
beginning and ending balance.

Report Criteria
Fund |
ACCOUNT MUMBER

Accaount

Additional Criteria

Tear” 2007
Starting Period *

Ending Period *

Subtatal by Period

Include Mates

Include " arehouse Charge Detail
Include Accounts With Mo Activity
Include Pre-encurmbrance D etail

Enter Fund R
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Expenditure Audit Trail Report Continues

Procedures
To search for and list expenditure records:
1. Open the Expenditure Audit Trail window.

2. Enter criteria in the Selection Criteria section to identify the records you want to list.

w

Enter the Year and Starting and Ending Period.
4. Checkboxes

The Expenditure Audit Trail window includes the following checkboxes:

Subtotal by Check this box to include subtotals for each period
Period included your report.

Include Notes Not used

Include Check this box to include warehouse charge information
Warehouse in your report.

Charge Detail

Include Accounts Check this box to include inactive accounts in your
with No Activity report.

Include Check this box to include pre-encumbrance information
Pre-encumbrance tin your report.
Detail

5. Click OK to open a Print Window.

6. In the Print Window, select the Printer File, or Screen button to set a destination for the
report.

7. Click OK to generate the report.
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Expenditure Audit Trail Report Continues

Expenditure Audit Trail Report

PENTAMATION ENTERPRISES, INC. - FINANCIAL MANAGEMENT SYSTEM

DATE: 08/08/07

TIME: 16:53:34 EXPENDITURE AUDIT TRAIL

SELECTION CRITERIA: 1=1 expledgr.key_orgn="1997130019903" and expledgr.account="6411"
ACCOUNTING PERIODS: 1/07 THRU 12/07

SORTED BY: FUND,FUNCTION,ORG CODE

TOTALED ON: FUND,FUNCTION,ORG CODE

PAGE BREAKS ON: FUND

FUND - 1997 - GENERAL FUND
ACCOUNT NUMBER - 1997130019903 -

ACCOUNT
DATE T/C PURCHASE O REFERENCE VENDOR BUDGET EXPENDITURES
1997-13-001-99-03-1997130019903 -
6411 TRAVEL - EMPLOYEE .00 .00
09/05/06 11-1 800.00
03/06/07 17-7 07005092-01 15708 EMILY MORGAN HOT
03/06/07 17-7 07005092-02 15708 EMILY MORGAN HOT
03/06/07 17-7 07005093-01 20041 EMPLOYEE
03/06/07 17-7 07005093-02 20041 EMPLOYEE
03/06/07 17-7 07005095-01 12741 TEXAS LIBRARY AS
03/06/07 17-7 07005095-02 12741 TEXAS LIBRARY AS
03/07/07 21-7 07005095-01 92133 12741 TEXAS LIBRARY AS 175.00
03/07/07 21-7 07005095-02 M.PIPPEN 12741 TEXAS LIBRARY AS .00
03/28/07 21-7 07005092-01 92373 15708 EMILY MORGAN HOT 174.00
03/28/07 21-7 07005092-02 92373 15708 EMILY MORGAN HOT 17.40
04/03/07 21-8 07005093-01 92540 20041EMPLOYEE 294.66
04/03/07 21-8 07005093-02 04/11-04/13 20041 EMPLOYEE .00
05/14/07 24-8 24912 LOCAL LOCAL REVENUE -21.23
05/08/07 25-9 714 81.00
05/21/07 17-9 07006911-01 20041 EMPLOYEE
05/23/07 21-9 07006911-01 93526 20041EMPLOYEE 69.78
07/25/07 25-11 976 -171.00
TOTAL TRAVEL - EMPLOYEE 710.00 709.61
TOTAL ORG CODE - H. M. KING HIGH SCHOOL 710.00 709.61
TOTAL FUNCTION - CURRICULUM & STAFF/DEVEL 710.00 709.61
TOTAL FUND - GENERAL FUND 710.00 709.61
TOTAL REPORT 710.00 709.61

* THERE IS A NOTE ASSOCIATED WITH THIS TRANSACTION
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KINGSVILLE INDEPENDENT SCHOOL DISTRICT

PAGE NUMBER: 1
AUDIT21

CUMULATIVE
ENCUMBRANCES DESCRIPTION BALANCE

.00 BEGINNING BALANCE
POSTED FROM BUDGET SYSTEM
174.00 R0705305 /LIB
17.40 10% HOTEL TAX
294.66 R0705306 LIB
.00 MILEAGE: 302.6 = $134.66
175.00 NAME: DATE:
.00 MADE OUT TO TLA TO THE AD
-175.00 REGISTRATION 04/11-13
.00
-174.00 R0705305 LIB
-17.40 10% HOTEL TAX
-294.66 MLG/MEALS/PKNG
.00
04/18-04/17 PO #07005093
BUDGET AMEND #9
69.78 CONFERENCE BY THE SEA 7:0
-69.78 CONFERENCE BY THE SEA 7:0

BUDGET AMEND #13
.00 .39
.00 .39
.00 .39
.00 .39
.00 .39



Section 5
1
Warehouse



Warehouse Requisitions Processing

Il Warehouse

* All requisitions entered by 12:00 noon on Tuesday will be delivered on Thursday or Friday.
* All requisitions entered after 12:00 noon on Tuesday will be delivered the following week.

Request Processing

Warehouse Inventory’s Request Processing options allow you to record
employee requests for materials stored in central warehouse sites. These
options also let warehouse personnel fill the material requests, print packing
lists to accompany the filled requisitions, and deal with back orders and return
of requisitioned stock items.

The Request Processing options are available in the Warehouse Administration Center

Applications, Warehouse Inventory, Warehouse Administration

el [e=lelg=N Favorites Reports Custom State Help
Eund Accounting 3
Purchasing »

Fixed Azzets

Warehouse Inventory

Click on Warehouse Administration

System Administration  » Approve Requests

PEIMS 4 Batch Requests

User Preferences Detailed Displays 2
lj Periodic Processing 3
Feguisition Approval
[T] Reference Tables

Warehouse Administration Center

(f] Warehouse Administration
File Edit Faworites Help

Date: 08/03/2007 Period: 12/07

Irventory Frocessing Feguest Frocessing

[ Update Inventory Catalog ] [ Reguests l

[ Enter Inventory Adjustments ] [ Fill Requests l

[ Feceive Stock ] [ Fick Fack List l
[ Back Orders l
[ l

Return to Stock

OWER

Click on Requests
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Warehouse Requisitions Processing Continues

Update Request Window

[flUpdate Request =13
File Edit Fawvorites Help

L

Date:  08/03/2007 Period:  12/07

Search Criteria W OK

Reguest Number

ReguestYear |

“Warehouse } ~

Date Regquested

Reguested By y

Date Fequied |

Ship Code &

Comments

[M Findl l ﬁli Advanted-

RequestNur Yaar | Warshouse Dete Raguests By Date Requirsd| Ship Code | Camments

OYR

Enter request nurmber to search

The Requests option directly opens the Update Request window illustrated
above. From this central window, you can access other windows based on the
action you are performing.

Toolbar Icons
The Requisition Listing window’s toolbar includes the following icons:

record. The procedure for adding requisitions is provided in the

] Opens the New Requisition Information window for adding a requisition
introduction to this chapter’'s Requisitions section.

Enables you to delete a requisition, as long as it does not include items
ﬁ that have been converted to a purchase order. The procedure for deleting
requisitions is provided in the introduction to this chapter’'s Requisitions section.

=k Lets you generate the Requisition Short Listing which provides summary
Q information on records displayed in the Requisition Listing window’s list section.
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Warehouse Requisitions Processing Continues

Adding Requests

Add New Request Window

[flAdd New Request

File Edit Help
Diate:  08/09/2007 Feriod: 12507
Request Number* GO7052 Continuous W 0K
FequestYear 2007
Date Requested 08/09/2007
Reguested By | |
Date Required
Ship Code *
Caomments | |
ltem | Stock Mo ACZCOUNT MUMBER | Account PROJECT M Account Cuantity Price Status Feceiw
Select a warehouse location OR
Procedures

To add arequest header and line items:

Request Number

Request Year
Current

Warehouse
Location

Date
Requested By

Date Required

Identifying the request record. Auto Number Requests field

fiscal year as defined in the Fund Accounting

840

Date (default)
School Name or department

Requested delivery date for the requisitioned items.
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Warehouse Requisitions Processing Continues

Ship Code 000
Location
Comments Were the items need to be delivered

Click OK

Line Item Section

(flAdd New Request =13
File Edit Help
T
Date:  08/04/2007 Petiod: 12407
Reguest Number* Continuous

I(

Reguest Year 2007

840 - CENTRAL WAREHOUSE |
Date Requested 08/09/2007  Riz

Reguested By |TEST

Ship Coda* o0 O] KINGSVILLE 1SD

Back

“Warehouse *

Comments |TEST |

term  Stock No ACCOUNT NUMBER  Account PROJECT N Account CQluantity Price Status Fecaiw
1 @ 0.00a0 0.0000 - Cpen 1
2 0.00a0 0.0000 - Cpen
3 0.00a0 0.0000 &- Open
4 0.00a0 0.0000 & - Cpen

< - | oo ¥

OWR
Enter stock number

This section functions as an array with each row describing a stock item
included in the request. Use this section to identify the requested items, the
guantity needed, and the accounting distribution of expenditures.

Item System-generated number identifying the line item.
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Warehouse Requisitions Processing Continues

Stock No Stock number Enter your stock number
Enter your account number

XXXXK-XX-XXXK-XX-XXX-XX
1 2 5 3 4

Account
XXXXK-XX-XXXXK-XX-XXX-XX

Project code You can skip this field if you do not use project accounting.
Account You can skip this field if you do not use project accounting.
Quantity Number of units requested. This field accepts up to 12 digits, four of which

follow the decimal place.
You may add more by repeating the Line Item Section
Or

Clicking OK to Finish
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Requisitions Processing

lIl Purchasing
A - Requisition Processing
The Requisition Processing menu contains the options for creating, processing,
and printing commodity and service requisitions. Requisitions allow individuals
and departments to submit requests for materials which can then be
reviewed, approved, and converted into purchase orders.

This chapter provides illustrations, field descriptions, and procedures for each
Requisition Processing option. The following major topics are covered:

* Entry of requisition header and line item information.
* Selection of a recommended vendor and alternate ordering addresses.
* Printing hard copies of requisitions.

Following are brief descriptions of the Requisition Processing menu options:

Requisitions Lets you add requisitions to your database, including
header and line item information. The requisition record
contains vendor, commaodity, approval, quantity, shipping, pricing,
and accounting information along with other settings.

Print Lets you print hard copies of selected requisitions.
Requisitions

Requisitions

Use this option to record and maintain requisitions for supply and service purchases.
Requisition records include the following information:

Approval Information Recommended Vendor Warehouse Information
Date Requested Contact Information Prices and Taxes

Date Required Vendor Quotes Accounting Information
Shipping Location Requested Commodities
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Requisitions Processing

Requisition Windows

As you add, update, and view requisition information, you will use a series of
windows accessed directly or indirectly from the main Requisition Listing
window. This section includes a sub-section focused on each of these windows.

[fl Requisition Listing
File Edit Links Favorites Help

AR

Date: 0B/07/2007  Pering: 1207
Search Criteria
Year _V Recommended Yendor [@
Fequisition Ship To v
Buyer APPROYAL GROUP .
Date Requested Attentian
Date Required

[M Find ][@t Advanced ]

10 Date Fr Wendor# | Wendor Name Buyer Armount

< >
Ol

el

Select year for search

Toolbar Icons
The Requisition Listing window’s toolbar includes the following icons:

record. The procedure for adding requisitions is provided in the

] Opens the New Requisition Information window for adding a requisition
introduction to this chapter’s Requisitions section.

Enables you to delete a requisition, as long as it does not include items
ﬁ that have been converted to a purchase order. The procedure for deleting
requisitions is provided in the introduction to this chapter’s Requisitions section.

T Lets you generate the Requisition Short Listing which provides summary
§ information on records displayed in the Requisition Listing window’s list section.
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Adding Requisitions

B - Adding a Requisition

To access the Requisition Listing window, select

Applications, Purchasing, Requisition Processing, and Requisitions

Fixed Assets 4 Purchase Crder Processing  » ext Year's Requisitions

e
Warehouse Inventory  »| Change Order Processing Approve,/Dieny Requisitions

Systemn Administration  »|  Rgreive Ordered Materials Print Requisitions
PEIMS 4 Purge RequisitionsFOs
User Preferences Reference Tables

Requisition Detailed listing Window - Header Tab

[fl Requisition Detailed Listing
Eile Edit Help

L3
Date: 08/08/2007 Period 1207 v OK

ac
0 Continuous

Requisition*

APPROWAL GROUP* ‘ v
Yendor | Delivery
Recommended YWendor Address
Recommended Vendor
Requested 08/08/2007
Fequied
:’\hi- Alternate Order Address
lterm | Description Quantity | Price Total ACCOUNT NUMBE Account| Status
Total 0.00

Enter the requisition number
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Adding Requisitions Continues

Field Descriptions

Requisition

*Approval*
Requested
Required
Vendor

Freight

Comments

Buyer

Attention

Ship To

Total

Number identifying the requisition is auto-assign.

1 District wide

Date the requisition is a default.

Date when the items on the requisition are required.

Code for the vendor who usually supplies the requisition items.

Not used

Not Used

Title, name, or department of the requestor of the product or service. If
you want to generate reports that sort by this field, use a consistent

method of referring to buyers.

Title, name, or department for the location where the shipment should be
directed once it arrives at its destination.

000

Total cost of all the requisition’s items. This field displays beneath the
requisition item listing.
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Adding Requisitions Continues

Detailed Requisition Listing Window

[flDetailed Requisition Listing r__l@
File Edit Help
Date: 08/08/2007  Periac: 12/07
General ® =
acl
Reguisition®*  |RO708094 = Continuous _
Sockhumber | | i Toxras
Bid ltem [F]
Fixed Asset [F] i*‘ “Wendor Cluotes
Details | Pricing && Approval Status

Description *

Distribution Information

ACCOUNT NMUMEB Account | PROJECT PROJECT| Percent Armount

Total Charges
Total Requisition

O]

A

Enter the cormmodity code

Field Descriptions
Requisition Requisition number associated with the line item.
Item No Requisition line item number of the product or service being

requested. This number is automatically generated, up to 99 lines, by
the system; you cannot access this field. (Unlabeled).

Commodity Bid Category this cannot be blank

Stock Warehouse stock number (used by warehouse only).
Number

Bid Item Not used (Leave the checkbox blank).
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Adding Requisitions Continues

Fixed Asset

Description

Status

Approve/
Reject Date

PO Number

[tem No

Setting indicating whether the item meets asset requirements as defined
in the Fixed Assets Profile.

e Check this field if the item is over $5000.00.
e Leave the field blank if the item is not a fixed asset.

Brief description of the item. Up to 200 characters print on the requisition
if printed in portrait orientation and up to 250 characters in landscape.

Current status of the requisition line item. The system designates one of
the following codes based on how this requisition has been processed:

O - Open the request for the item has not been approved,
denied, converted to bid, or moved to a purchase order.

P - Partly the item has been approved at one or more required
levels approved but there are still other required levels which
have not yet approved or denied the line item.

A - Approved the item has been approved at all required levels.
D - Denied the requisition item has been denied.

M - P. O. the item has been converted into a purchase order.

Date when the item was processed using the Approve/Deny
Requisitions option. The field is blank if the item has
neither been approved nor denied.

Purchase order number associated with the requisition line item. The
field is blank if there is no purchase order referencing this line item.

Purchase order line item associated with the requisition line item. The
field is blank if there is no purchase order referencing this line item.

5-29



Adding Requisitions Continues

Pricing Section Window

[flDetailed Requisition Listing

Eile Edit Help

Date: 08/08/2007  Period: 1207

o
Back

Requisition*  |R0708034 - 1 Continuous
Commociy @
Stock Number [y TexPRate
Bid ltem ] -
Fixed Azset [ ﬁ’ wendor Quotes
Details | Pricing @& Approval Status
teasure | Trade/Discount™ 0.00:
Cluantity * 0.00 Tax Total * 0.oo
Unit Price 0.0000 Total Price
Extended Amount™ 0.00 Distribution Method * | A - Amount v
Discount Percent™ 0.0000
Distribution Information
ACCOUNT MUMB| Account | PROJECT, PROJECT| Percent Amount

Enter description of the commodity unit

Total Charges
Total Requisition

o
=
el

Use this section to enter quantity and cost information:

Measure
Quantity
Unit Price
Extended

Amount

Discount
Percent

Description of the unit of measure for the item, for example, DOZEN,
GROSS, GALLON, PINT, LB, OUNCE, or EACH.

Quantity of the item you are requesting. This field accepts up to eight
digits, two of which follow the decimal place.

Price per unit.

Quantity multiplied by the unit price. If you change the quantity, the
extended amount is recalculated.

Percentage to discount the extended amount. The discounted amount
appears in the Trade/Discount field. If you need to enter a dollar amount
discount or trade amount, do not enter information in this field. This field
accepts up to six digits, four of which follow the decimal place.

*For example, if you change the percentage to .60 (for 60%),
the system inserts .40 (for 40%.)

5-30



Adding Requisitions Continues

Trade/ Discount  Not used.

Tax Total Not used.
Total Price Extended amount plus the tax total, less any trade-in or discount
amount.

Distribution Code A — Amount. (Do not change this code)

Distribution Information Section

(fl Full Account Window E@
Full Account _ |

v oK
Q Account Help

Enter full account

Enter your account number

XXXX-XK-XXXK-XK-XXK-XX

[flDetailed Requisition Listing

File Edit Help
Dater 08/08/2007  Period: 12007
oo
Back
Reguisition®  |RO708094 = Continuous
Cammarly
Stock Number I Delete Row
Bid term
Fixed Asset

Details | Pricing

Description * 1

Distribution Information

ACCOUNT NUMB Account | PROJECT PROJECT Percant Arnount
1997417329900 6399 @ 1.00 0.00
Taotal Charges 0.00
Total Requisition 0.00
DR

Enter project
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Adding Requisitions Continues

Project Number

Percentage

Amount

Total Charges

Total
Requisition

Not used.

Percentage of the item’s total cost this field will automatic update when
the amount is changed

Amount of the item’s total cost allocated to this distribution line. For the
first distribution line, the amount defaults from the Pricing section’s Total
Cost field.

. You can only update this field for items with a distribution
method of A Amount. Otherwise, the field value is system
calculated.

. This field accepts up to 12 digits, two of which follow the
decimal place.

. You can split the cost.
= In the amount you can enter the amount that you want
to use for this account number.

= Click on Insert Row and enter your account number
and enter the amount that you want to use for this
account number.

Total requisition item amount from the distribution information
section.

Total cost of all the requisition’s items, not just the total for the
current item.
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Adding and Changing Line Items Requisitions

C - Adding Line Items
To add an item to an existing requisition record:
1. In the Requisition Listing window, search for and list the requisition.

2. In the list section, highlight the requisition you want to update, then click
OK.

3. In the Requisition Detailed Listing window, click the Add Item button J

4. Follow Steps of the Adding Requisitions procedure.

Change Line ltems

1. In the Requisition Listing window, search for and list the requisition.

2. In the list section, highlight the requisition you want to update, then click
OK.

3. In the Requisition Detailed Listing window, click the Add Item button j

4. Follow Steps of the Adding Requisitions procedure.
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Deleting Requisitions

D - Deleting Requisitions
To delete an entire requisition:

1. In the Requisition Listing window, search for and list the requisition
record.

2. In the list section, highlight the requisition, then click the toolbar’s ﬁ‘
button.

Note: You cannot delete a requisition that has been converted to a purchase order.
3. In the confirmation dialog box, click Yes to delete the requisition.

4. The system deletes the requisition and its items. The record no longer displays in
the list section.

To delete arequisition item:
1. In the Requisition Listing window, search for and list the requisition.
2. In the list section, highlight the requisition, then click OK.

3. In the Requisition Information window’s Header tab, click the Select
Detail Items button.

4. To view a line item before deleting it, highlight it in the requisition item
listing, then click OK.

5. In the Line Item tab, review the item’s information. To delete the line
item, click the Delete Line Item button.

6. In the Confirmation window, select Yes.
7. In the Requisition Information window, click the Save button.
8. In the confirmation dialog box, select Save.

The system saves the item’s deletion at this point.
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Querying a Requisition Approval Status

E — Querying a Requisition Approval Status Window

Use this window to view the approval status for each level of approval that
applies to a requisition line item. The window shows approval levels from the
requisition’s approval group and codes from the Account Approval table if
account approval is needed.

To open the Requisition Approval status window, access the Requisition Information
window’s Line Item tab for the line item you want to view, then click
the Approval Status button.

Requisition Approval Status Window

0K J [fl Requisition Approval CIEIX
Back Eile Edit Help
Req Nurnber |RO700004 Line Na | 1
Text v  OK
Level/Code Approver  ActionDate  Action Fequired Comments
GriBEKar  09/08/2008  A-Approve Y- Yes

‘['_-E{L Tax Fate

Zim13Peq 08/08/2006 A-Approve Y- Yes

% “endor Cuotes

@ﬁ Approval Status

The following codes are used:
A - Approved D - Denied O - No Action

Required Indication of whether approval is required for the approval level. Approval
can only be optional for approval levels tied to approval groups. Account approval,
if it applies, is always required.

Comments Descriptive text associated with an Approval Status record, for
instance an explanation of why a requisition item was approved or
denied.
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F - Print Requisitions

Use this option to print hard copies of requisitions in your Purchasing database.
The Print Requisitions window has two options: Print Requisitions and

Reprint Requisitions.

Print Requisitions

Reprint Requisitions

Uses your selection criteria to choose and print hard
copies of requisitions that have not yet been printed.

Uses your selection criteria to choose and print hard
copies of requisitions that have previously been printed.

To open the Print Requisitions window, select.

Applications, Purchasing, Requisition Processing, and Print Requisitions.

—_—
Palal[le= gl Favorites Reports Custom State Help

Fund Accounting 3 |
Purchasing Requisition Pro Requisitions
Fixed Assets ' Burchase Order Processing  » Mext Year's Requisitions

Warshouse Inventory — » Change Order Processing  » approve/Dery Requisitions

System Administration  » Rereive Ordered Materials Print Requisitions

FEIMS 4 Purge Requisitions/FOs

User Preferences Reference Tables

Print Requisitions Window

[#l Print Requisitions

‘| Eile Edit Fawvorites Help

Fieport Information

Feguisitian Print Criteria

I Reguisition

Date: 08/08/2007 Feriod: 12/07

This aption will print ar reprint requisitions entered in the
L‘ system ac

Change Report |j#  Frint Requisitions Reprint Bequisitions

APPROVAL GROUP

Date Requested

Ship Code

Fecommended “Yendar

Freight

Buyer

Attention Of

“Year

Enter requisition number

|
|
9 Date Required
|
|
|
|

3y Advanced

O
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Printing Requisitions Continues

Printing Procedure for all Requisition reports
1. Use the Change Report button to select the report you want to print.

2. In the Report Criteria section, enter selection criteria for the requisitions
you want to print, or leave the search fields blank to include all requisition
records.

3. Click OK. The system opens the standard Print window.

4. In the Print window, select one of the following radio buttons:
Printer Sends the report to a printer. You can also specify the
(default) printer to use and number of copies to print.

Requisition Status Report

This report prints information for selected requisitions in either summary or

detail format. For each requisition selected, the summary report prints the requisition
number, date entered and date required, line item data, approval group,

buyer, and comments. If applicable, the report also includes the number of

days the requisition is overdue. The last page has a summary section providing
totals for all requisitions in the report.

The detail report prints all of the information included in the summary report,
as well as additional fields, such as stock number, Fixed Assets and Vendor
Bidding settings, line item unit price, accounting distribution, and shipping
data.

To access the Requisition Status Report window, select

Reports, Purchasing, Requisition Status Report.

ECEamgel Custom State Help

Fund Accounting »

Purchasing Repart Launcher

Fixed Assets 4 aged Purchase Order Listing

Warshouse [rventory  » Pending Purchase Orders Report
Yigw Files Pending Requisitions Report

1Q REPORT WRITER Price History Reports
FINANCE Reports
PERSOMNEL Reparts

BUDGET Reports

Purchase Orders by Buyer
Purchase Orders by Date Required
Purchase Orders by Organization
FEIMS Reparts Purchase Orders by Yendar
AUDIT FILES

Purchase Order Status Summary

»

»

3

3

»

3

l_ Reguisition Status Repart
>0 =
r

Requisitions Report
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Printing Requisitions Continues

Requisition Status Report Window

[flRequisition Status Report Q@@

File Edit Favorites Help
Date: 0608/2007 Perind 12/07
Feport Information

@ This reportlists requisition status in & summary or
datail format

Change Report | Summary Report Detail Report

Report Criteria

Requisition |
APPROVAL GROUP v
Date Requested

BB

Date Requirsd
Ship Code 3
Recommended Yendor @

Freight

Buyer

Attention Of

Year A

Comments

Line lterm Stetus ~
App/Deny Date

Gy Advanced

Enter requisition number

v 0K

1. Use the Change Report button to select either the Summary or Detall

Report option.

2. In the Report Criteria section, enter selection criteria for the requisitions
you want to print, or leave the search fields blank to include all requisition

records.

Requisitions Report

To access the Requisition Status Report window, select

Reports, Purchasing, Requisition Report.

N Custom State Help

Fund Accounting »

Purchasing Repart Launcher

Fixad Assets 4 Aged Purchase Order Listing

Warehouse Inverttory  » Pending Purchase Orders Repart

Yiew Files
IQ REPORT WRITER

Fending Requisitions Report

Price History Reports

FINAMCE Reports Furchase Orders by Buyer

BUDGET Reports Furchase Orders by Organization

»
»
PERSOMMEL Reports » Purchase Orders by Date Required
»
PEIMS Reports »
»

Purchase Orders by Wendor

AUDIT FILES Purchase Order Status Summary

[ Reguisition Status Report

Reqguisitio

5-38



Printing Requisitions Continues

Requisition Report Window

[fl Requisition Report
File Edit Fawvarites Help

Diate: 06/06/2007 Feriod 12/07

Feport Information
This repor lists requisition status in a summary format
@ and is sorted by Buyer Name, Approval Group, or Age.

Change Sort | g By Buyer By Approval Group(Location) . By Age

Report Criteria

Reguisition Numkber |

APPROVAL GROUP ~
Buyer Name

Requisitian Date

“ear v

Line tern Status v

VR
Enter requisition number

Requisitions By Buyer Groups requisitions by buyer. The report breaks
to a new page for each buyer.

Requisitions By Approval Groups requisitions by approval group. Again,

Group (Location) the report breaks to a new page for each approval
group.

Requisitions By Age Sorts requisitions based on requisition age. The
requisition age equals the current system date

minus the requisition’s date entered. The report

sorts oldest requisitions first.

Use this option to print requisition information organized by buyer, approval
group, or requisition age. The reports include the same information as the
Requisition Status/History (Summary) report. They differ from the summary
report based on the way each groups the printed requisitions:

5-39



Run a Vendor Report

G - Vendor Report
To access the Vendor Report window, select

Reports, Finance Reports, and Vendor Listing (vendor.rpt).

Custorm State Help
Eund Accounting 3
Purchasing 3

Fixed Assets > g

Warehouse Inventory  »

Yiew Files ‘i‘

10 REPORT "WRITER  »

Catenory
PURCHASE ORDERS BY COMMODITY CODE

PERSOMMEL Reports  »| BID CATEGORY REPORT {vendet.rpt)

BUDGET Reports Y| PAYRATE REPORT {payrate.rpt)
FEIMS Reports

ALIDIT FILES

-

PaY FAMILY REPORT (grdcode.rpt)
60 DY PURCHASE CRDER REPORT (po_detail.rpt)
DEMIED REQUISITION REPORT (deryreq.rpt)

PO
1099 WEMDOR TRANSACTIONS (1099ver.rpt)

YEMDOR LABELS
EXPEMDITURE ACCOUNT NUMBERS BY TEA ORDER
OFEM REQS BY COMMODITY CODE

Click on Vendor Listing

TRS REPORTS 4

(ol [ o 1) | o ()| o 0] o

EXPEMDITURE ACCOUNT NUMBERS BY TEA ORDER
TOTAL APP BY FUND (FUND.RPT)

TOTAL_APP BY FUNC{FUNC.RPT)

TOTAL APP BY OBJECT(OBIECT.RPT)

TOTAPP BY EUNC OBJ FUND (FUNDOBI.RFT)

Print Vendor Report

Reports and View Files

¥ Custorn State Help

Fund Accounting 3
Purchasing >
Fixed Assets »

Warehouse Inventory v

S

Click on View Files

10 REPORT \WRITER.  »

FIMNAMCE Reports 4
FPERSCMMEL Reports »

BUDGET Reports 3
PEIMS Reports 3
AUDIT FILES 4
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Run a Vendor Report

Click on Reports

[flView Files

File Edit Help

Selection Criteria

Directary* |5 3FPeq W OK
File Mask | |

Select location of file to print

Click on vend er.rpt

[{] Available Reports CEX

File Mame
commodity_sum.rpt

(0]
dm Back

<

wendor.rpt

Click OK

- Jo[x]
Destination Frinter Options
& Frinter Frinter Marme |Defau|t [@| v ok

) Screen Murnber of Copies

File Name|vend0r.rpt |

Select narme of printer to be used

OVR
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Activity Funds

General Information

A. Purpose of Activity Funds

There are two types of funds, which originate directly at the campus level. The first type is
called a Campus Activity Fund (461). Campus Activity Funds are used to promote the general
welfare of each school and the educational development and morale of all students. This
account is used for items such as school pictures, yearbooks, class rings, vending machines,
retail store rebates, etc.

The second type of activity fund is the Student Activity Fund (865). This fund is the property of
student groups (i.e. Student Council, FFA, Chess Club, etc). The school district is required to
provide stewardship by properly accounting for these funds; however, decisions on the use of
Club funds are the concern of the specific student groups to whom the funds belong, as long
as the decisions regarding the use of the funds do not conflict with Board Policy and/or legal
regulations or restrictions.

Activity funds are designed to account for funds held by a school in a trustee capacity or as an
agent for students, club organizations for the campus, teachers and the general administration
of the school. Campus Activity Funds are used to promote the general welfare and morale of
all students. In the same capacity, funds generated and contributed by the school employees
are used to promote the general welfare of the staff and faculty. However, activity funds shall
not be used to duplicate the purpose of the district's general operating fund in any manner.
The accounting function for activity funds is delegated to each campus and must comply with
the guidelines and procedures required by this manual.

B. Responsibility for Activity Funds

The school principal is responsible for the proper collection, disbursement and control of all
activity fund monies. This responsibility includes:

1. Providing for the safekeeping of monies.

2. Proper accounting and administration of fund transactions.

3. Expenditures of funds in compliance with applicable state laws, local board policy,
administration guidelines, and TEA Financial Accountability System Resource

Guide.

4. Adequate training and supervision of all personnel designated by the Principal to
administer activity funds (must be properly documented).
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Activity Funds Continues

The principal is not responsible for funds collected, disbursed and controlled by parent or
booster organizations. These parent and booster organizations funds ARE NOT to be
accounted for in the school’s activity funds. Due to the above-mentioned parent and booster
organizations not directly functioning as an integrated division of the school district. They are
not allowed the privileges of utilizing the district’s tax-exempt number.

In the event that a loss or dishonest act involving activity fund monies is uncovered, it shall be

reported immediately to the Director of Finance and the Chief Administrative Officer and the
City Police Department, if applicable, to obtain a report of the loss.

C. Retention of Records

All records should be kept current and in good order for a period of five years and available for
audit at anytime.

D. Audit of Activity Funds

All records should be kept current and in good order for a period of five years and available for
audit at anytime. Activity funds are audited when any of the following situations occur:

1. Changes In Principal
2. Changes in Bookkeeper/Financial Secretary
3.  Written request from the Principal/Administrator describing special events

4. The campus is randomly chosen by the Accounting Supervisor for audit

E. Fundraisers

The Chief Administrative Officer must first approve all fund raising activities involving a vendor
or requiring public solicitation. Under Texas Law, fund raising activities should not involve
raffles, bingo_and other games. All money raised by student organizations must be
expended for the benefit of the students.

Only approved fund raising activities may be scheduled.

1. Prior to scheduling fundraisers at the beginning of each new school year, the
Principal is required to submit the proposed fund raising projects list and
anticipated expenditures that will be held during the year to the Assistant
Superintendent of Support Services.
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Activity Funds Continues

During the year, prior to the start of the sale, the club or organization sponsor
must submit a written request to the Principal stating the type of fundraiser
and the purpose for which the proceeds will be used Financial Application
Form (Form G). Please note that only two (2) fundraisers per
organization, per school year are allowed. If the fundraiser is from a
brochure, a copy of the brochure must be attached with the Financial
Application & Recap Form. If the fundraiser is sponsored by a student
organization, a copy of the minutes dictating the requirements of the
fundraiser must also accompany the Financial Application Form.

a. Club sponsor is responsible for keeping accurate records for all fund raising
activities. Such records shall include:

a. Daily collection reports (the Tabulation of Monies (Form A) can be used)

b. Tabulation of sales tax collections

c. Within five days of the close of the fund raising activity, all records shall be
turned in to the Principal or Financial Secretary with a final report showing
the actual amount of money collected Financial Application & Recap
(Form G2). Once completed and approved by the Principal, the Financial
Application & Recap form will be forwarded to the Office of the Assistant
Superintendent of Support Services.

Sponsors, who do not properly manage their activities and have fundraisers outstanding, will
not be allowed to conduct subsequent fund raising activities. Under no_circumstances
should door-to-door_solicitation be allowed nor should the organization enter into a
contract with a solicitation firm.

F. Fund Raising Activities by Independent Outside Groups

Independent outside groups usually consists of Parent Teacher Associations and Booster
Clubs. Money-raising activities of outside organizations must be conducted outside of school
hours and may not involve students, a student body or a school-sponsored group or its
sponsor as contributors or money raisers. In addition, the Principal, Financial Secretary, or
other staff member may not be involved in receipting, depositing, or _accounting for
activities of any parental group or outside organization during school hours.

These organizations shall manage their own finances and should NEVER use the school’s
address, tax identification number, or names of school employees in conducting their
business. However those organizations may make donations to the school or club or
organization as they elect. Such contributions may be designated either for a specific purpose
or expenditures at the discretion of the Principal.
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G. State, Local, and Federal Sales and Excise Taxes

Taxable Status of Purchases

All purchases made for the exclusive use by the school should be made tax exempt (not for
individual use). A Texas Sales and Use Tax Exemption Certificate should be issued to the
vendor. Sales and Use Tax Exemption numbers do not exist. Exemption forms require no
number to be valid. All items purchased for resale during a fund-raising event or as part of
student activities should be made as non-taxable purchases from the vendor (individuals will
not be reimbursed for sales tax paid).

Ruling No. 95-0 form the State Comptroller, effective October 1, 1969 states:

“The sale, lease or rental of tangible property directly to or for storage, use or other consumption of tangible
personal property directly by an educational organization... which property is necessary to its function as such,
and paid for by the organization is exempted from the computation of (state and local sales) taxes.”

Provisions under Article 21-023 of the Federal Statutes provide tax exemption to the school district. In
accordance with this ruling:

Tax Free Purchases

All items purchased by a public school, school district or non-private school for the school’s
own use qualify for an exemption from sales tax if the items purchased relate to the
educational process. The school, school district, or authorized agent should provide the seller
with a valid Texas Sales Tax Exemption Certificate. To be valid, the certificate must state that
the merchandise being purchased is for the organization’s own use in providing education, is
being made in the name of the organization, and that payment shall be made from the
organization’s own funds.

Exempt School Items

Public and non-profit private schools and school-related organization need not collect sales tax
on the following:

Fees and admission tickets, including football and drama tickets.

Student club memberships.

Deposits.

Sale of food and soft drinks sold during a regular school day, subject to an
agreement with the proper school authorities.

Sale of whole cakes or pies.

Food and drinks sold at PTA carnivals.

PwpnPE

oo
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School Sponsored Trips

Meals purchased by the school for athletic teams, bands, etc., on authorized school trips are
exempt from the sales tax if the school contracts for meals. The school must pay for the meals
and provide the eating establishment with an exemption certificate. Individual members of the
athletic team, band, etc., may not claim exemption from the Sales tax on the meals they
purchase.

Taxable Sales

The following items or activities have been identified as being taxable when sold or sponsored
by a school. Purchases for their own use by individuals, even though connected with a
school or school organization, are not exempt from the tax. Example: cheerleaders
purchasing their own uniforms, band members purchasing their own instruments, and athletic
teams purchasing their own jackets.

The school must collect sales tax on all of the following items when sold either at a profit or at
cost by the campus or a campus organization:

Automotive parts used in repairs performed by students
Balloons

Band equipment and supplies (i.e., reeds, valve oil, etc.)
Books (i.e., book fair books library books, cookbooks, workbooks, etc.)
Calculators

Clothing (i.e., t-shirts, jackets, shorts, etc. kept by students)
Cosmetics

Cups (i.e., glasses, mugs, plastic, etc.)

Custom items manufactured by students

Flowers

Hair accessories

Leg warmers, warm-up pants, etc.

Magazines

Musical supplies (i.e., sheets for music, etc.)

Parking permits

Pennants

Pictures

Pom Poms

Publications (i.e., newsletters, football programs, etc.)
School rings

Spirit item sold during an athletic season

Stationary items (i.e., pencils, paper, pens, etc.)



Activity Funds Continues

e Stuffed animals

e Uniforms (i.e., school uniforms, drill team uniforms, cheering uniforms, etc.
kept by students)

e Yearbooks

When determining if an item should be taxable, consider the following: any supply sold directly
to the students and/or any item, which becomes the individual property of the student, is
considered taxable.

Each club is entitled to two (two week period) and (two) one-day, tax-free sales per
CALENDAR year. The organization must have officers vote on the sale and must be noted in
the Committee minutes prior to the commencement of the fundraising in order to qualify as a
tax-free sale. In addition, the fundraising can be done over any given amount of time for
example: over a two weeks period. However, the delivery of the items sold must be done
within a 24-hour period.

Remittance of Sales Tax

All campuses shall remit all sales tax collected by the school monthly to the District Finance
Department.

When imposing sales tax, the school has the option of:

1. Adding the tax to the selling price of the item.

For example: If the selling price of an item is $1.00 and the tax rate is 8.25%, the school
would collect $1.08 from the buyer for each item sold.

1. Including the tax in the selling price of the item.

For example: If an item were sold for $1.00 including tax, the sales tax would be subtracted
from the amount collected on the sale, the school would retain $.92 and remit $.08 for sales
tax. If this method is selected, using the tax rate of 8.25%, divide the sale price or total
collections by 1.0825 9$1.00/1.0825=. 9238 or $.92). To arrive at the gross taxable amount,
the difference ($1.00-.92=%.08) is the amount of state and local taxes due.

The District’s Finance Department will transmit the total sale collected from all schools to the
State Comptroller’s Office along with the specific report provided by that office.
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Documentation of Sales Tax Paid by Vendor

All contracts for the sale or rental of commemorative items must specify which party is
responsible for the collection of applicable taxes. The agreement must be written and signed
by an authorized agent for the vendor. The agreement must be retained on file by the school
for five (5) years.

Texas Hotel/Motel Occupancy Tax

School districts are exempt from the state portion of the hotel/motel occupancy tax, not city or
county taxes. The hotel/motel should be provided with a Hotel/Motel Occupancy Tax
Exemption Certificate. In addition, the hotel/motel must be presented with a school check in
payment of the lodging to qualify for the exemption.

H. Purchasing Policies and Procedures

Purchases from Activity Funds

The school principal is fully responsible for all purchases and commitments requiring the
present or future disbursement of activity fund monies. Teachers must have a commitment
from the school principal before making any purchase in the name of the school. All
purchases from the activity fund must adhere to the purchasing policies and
procedures set forth by the board and Texas Education Agency only if District and
Student Activity Funds are co-mingled for a purchase.

Warehouse Purchases
Central Warehouse Purchases are not allowed from Student Activity Funds.
Fixed Asset Purchases from Activity Funds

Activity funds may be used to purchase fixed assets, which meet the School District’s fixed
asset capitalization policy, and such fixed assets will be subsequently donated to the School
District. These donated fixed assets should be catalogued in the School District’s fixed asset
records.
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. Donations

At various times throughout the school year, sponsoring organizations or individuals may wish
to donate monetary amounts of fixed assets to a specific campus or program. Prior to
accepting the donation, the principal must submit a Donation Form (I) for approval to the
Assistant Superintendent of Support Services.

Per Board policy, all gifts of property shall become sole property of the District for its use and
not to a particular school. The District may elect to use the gift for a particular purpose or
school.

All donated equipment needs to be reported to the Purchasing Clerk so that the asset may be

tagged and entered into the fixed asset system. Generally Accepted Accounting Principles
require that the asset be recorded at its fair market value at the time of the donation.
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I CAMPUS ACTIVITY ACCOUNTS

A. General Information

Campus funds are funds not belonging to a particular student group. Campus funds will be
budgeted and managed through the general fund account (461). All revenue will be deposited
to the Kingsville Independent School District's Master bank account. All expenditures will be
processed through the purchase order process, travel request/report or an authorization of
payment, which ever is applicable.

Campus activity miscellaneous accounts are defined as funds generated by the school to be
used to promote the general welfare and the educational development and morale of all
students. The source of the general revenue monies is primarily from school-wide money
raiser accounts. Any expenditure directly from this account must benefit the entire student
body (or have the potential of benefiting the entire student body), except for purchases on
behalf of a classroom project or lesson. The campus activity miscellaneous account must not
be charged directly for the expenditures of any particular student club or class account.

B. Budgets

Campus funds will be budgeted in accordance with the guidelines, methods and deadlines as
outlined in the budget packets each year. Campus funds, which had contributions from
students in, anyway, may only be budgeted for activities, which benefit students. Campus
funds, which are not generated in anyway from students, such as funds from vending
machines in teachers’ lounges, should be budgeted with a sub-object code of (NS) to
designate that they have been generated exclusively by non-student sources. These funds
may be used for students and faculty. Funds raised by students need to expended in the
same year in order to benefit the same students; therefore, only $5.00 per ADA will be
allowed to rollover to the following year. Any funds not expended, will be transferred to
the general fund.

C. Receipts

At anytime money is received from any source, a pre-numbered receipt should be issued using
a KISD receipt book available from the Finance Department. The white copy of the receipt is
returned to the person submitting the money, the yellow copy is attached to the duplicate
deposit slip, and the pink copy remains in the receipt book for reference. The receipts must be
used in order and every receipt must be accounted for. Upon receipt of money, it must be
counted in the presence of the person submitting the money prior to a receipt being issued.

Receipts must not be erased or altered, but should be marked “void”. Should it be necessary
to correct a receipt, line it out in ink and insert the correct figure, making a notation if
necessary.



Campus Activity Funds Continues

One receipt book must be designated and used for recording Campus Activity Funds. A
separate receipt book must be designated and used for the recording of Student Activity
Funds.

D. Deposits

All monies collected must be receipted and deposited to the appropriate account on the same
day if monies collected exceed a daily balance of $100.00. A deposit must be made within
three days regardless of the amount of monies collected. DAILY DEPOSITS ARE HIGHLY
RECOMMENDED. No monies should be un-deposited, especially at the close of the school
week or during holidays.

All checks held for deposit shall be endorsed as follows:

For Deposit Only
(Your Campus) Activity Fund
Bank Account Number

All cash receipts supporting cash deposits shall be deposited in numerical sequence. Re-
deposits (of returned checks) must be deposited separate from other funds collected. All
monies on hand at the end of the school year, including cash for change, should be deposited
prior to closing the books for the year.

A bank deposit slip shall be prepared in duplicate deposit and shall include the following:
1. The date and the amount of the deposit.

2. On the deposit slip, list checks noting the maker’s name and amount. For
cash, note the monetary value by category.

3. The cash receipt number(s) that make up the deposit should be listed on the slip.
4. Ensure the pre-numbered cash receipts agree with the bank deposit amount.

The duplicate copy should be validated by the bank and returned at the time of deposit.
Assure the bank deposit amount on the remittance slip agrees with your deposit. Submit the
duplicate copy of the deposit slip, which has the receipt(s) attached, to the Finance
Department for posting. Along with the deposit slip, please attach a Budget Summary Form.

E. Disbursements

All campus funds will be processed just as any other general fund budgeted monies. A
purchase order requisition must be entered at the campus level prior to a purchase being
made. Purchases of merchandise or services are only authorized after the requisition has
been approved and converted into a purchase order.
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Il STUDENT ACTIVITY ACCOUNTS

A. Student Organizations

A student organization is one, which has been properly approved by the campus principal and
consists of elected student officers and a faculty sponsor. A roster of newly elected officers is
to be furnished to the principal by October 1% of each school year. Clubs that do not elect
officers and/or hold regular activities for two consecutive school years will be considered
inactive and any balances transferred to a Campus Activity account to be used at the
principal’s discretion. In addition, organizations that do not have a slate of approved officers
will not be allowed to conduct fund raising activities.

B. Responsibility of the Sponsor

The sponsor of each school club or organization is required to maintain adequate financial
records as evidence of proper custodianship and supervision of fund raising activities, receipt
of club funds, and the disbursement of club funds. The records are subject to review by the
District Finance Department.

All cash collections received by the club for fees, dues, fund raising activities, etc., must be
recorded on pre-numbered cash receipts, cash collection forms provided by fund raising
vendors, or the Tabulation of Monies (Form A). All collections must be deposited in the
school’s activity fund. The forms used should be controlled and accounted for properly. All
receipts must be completed in their entirety.

C. Disbursement of Club Funds

The school financial secretary and/or clerk with student activity funds should make all
disbursements by the club. The club should prepare an activity fund Check Reguest Form
(B) and submit the original request along with a prepared estimate to the school financial
secretary/clerk. All requests for funds will be processed just as any other general fund
budgeted monies. A purchase order requisition must be entered at the campus level
prior to a purchase being made. Purchases of merchandise or services are only
authorized after the requisition has been approved and converted into a purchase order.
Transfer of funds from the club accounts must be in writing and signed by both the sponsor
donating the money and the sponsor receiving the money, along with minutes from the
meeting. A copy of the Request for Internal Transfer (Form C) can be found in the Appendix
of this manual.

Advance payment may sometimes be requested for necessary expenses by clubs or other
student groups engaged in travel or purchases. The principal must approve all advances. The
club sponsor is responsible for all monies advanced. Receipts for all cash outlays must be
obtained. The club sponsor is responsible for all unaccounted monies.

The Check Request Form shall indicate that the check is for travel advance or type of
purchase.
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Upon completion of the activity, the sponsor shall return any unused funds and/or
documentation required (i.e., receipts, student signature sheets, etc.) to the financial secretary
and/or clerk. A receipt will be issued for all unused funds.

The settlement of all advances shall be completed no later that five (5) business days after the
completion of the activity for which the advance was made, except in cases deemed necessary
by the Principal. In all cases, settlement should be attained prior to the end of the school year.

It is the dual responsibility of the principal and the financial secretary and/or clerk to assure
that all advances are properly accounted for. The principal or Director of Finance shall reserve
the right to refuse issuance of advance payments to any individual who has not submitted
proper documentation in a timely manner on prior advance checks issued.

Money advanced to a teacher/sponsor should never be used to pay another individual for
services rendered (i.e., security guards, judges, disc jockeys, etc.).

D. Student Activity Fund Types
1.Textbooks

TEA states that any funds collected for lost textbooks are considered belonging to the
state since textbooks are property of the state. Therefore, these funds can never be
used for any other purpose than replacing lost textbooks. The price will be the state
contract price. At year-end, the District for lost textbooks will forward a textbook invoice
to each campus, if applicable. Refunds for books, which are subsequently returned, are
to be made from the textbook account. All refunds must be made within the same
school year and should be made payable to the student’s parent or guardian.

2. Class/Club Accounts

A class or club account is a trust account to be used for the intended purpose stated at
the time the account was created. The principal must ensure that transfers or
expenditures from these accounts are within the intended purpose and cannot divert
funds for other uses.

Club sponsors and club supervisor shall have available to them records of the accounts
that pertain to their activities. The sponsors shall not be held accountable for the actual
bookkeeping procedures, but they have a definite responsibility to know how this money
is expended and to approve each Check Request Form for clubs that they sponsor.

All monies collected from students for any purpose shall be deposited in the appropriate
activity fund account.
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E. Petty Cash

A petty cash may be established at the discretion of the principal for small cash purchases.
Strict controls must be maintained by keeping petty cash in a locked box or locked filing
cabinet accessible by the financial secretary/clerk and the principal.

Each petty cash account may not exceed:

1. High School - $ 500.00
2. Secondary School - $ 300.00
3. Elementary School - $ 50.00

The Petty Cash account is established at the beginning of the year by issuing a check for the
desired amount (as indicated above) payable to Petty Cash followed by the name of the
bookkeeper. The check will be cashed by the bookkeeper and documented on the books.

To replenish petty cash, issue a requisition for the amount to be replenished to Petty Cash
followed by the name of the bookkeeper charged to the appropriate account. Submit the
original invoices along with the requisition to the Finance Department.

At the principal discretion and/or the close of the school year, the petty cash account should be
receipted and deposited in the Master Depository Bank account.

F. Receipt of Cash

Cash should be organized when it is submitted to the school office. Teachers, club treasurers,
and sponsors should be instructed to issue receipts for money collected or prepare transmittal
lists such as the Tabulation of Monies (Form A). At least two persons must be involved in the
functions of collecting cash, receipting cash, and depositing cash. This will be accomplished
by having teachers and club sponsors collect from the students and they in turn require a
receipt from the school’s financial secretary and/or clerk when funds are turned in for deposit.

Money may be collected by an authorized individual other than the financial secretary and/or
clerk (teachers, librarians, clerks, sponsors, etc.), but only as approved by the principal for
such items as book, student fees, club dues, fundraising activities, etc. In such instances, the
individual collecting the monies must account for the monies collected as follows:

1. All Tabulation of Monies (Form A) forms must be completed with all the
information provided.

2. All collections by teachers, club sponsors, etc., shall be submitted to the financial
secretary and/or clerk daily by the time of day determined by each campus principal.
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3. The original completed Tabulation of Monies (Form A). shall be sent, with
the monies collected, to the financial secretary and/or clerk who will count the
funds in the presence of the depositor. An activity fund cash receipt will be
prepared once the total monies have been verified. The financial secretary

and/or clerk should also sign and reference the student activity fund cash receipt
number.

4. The financial secretary should keep the form on file for five (5) years for audit
purposes.

5. Individual sponsors/collectors should keep verified copies of the collected for five
(5) years for audit purposes.

When funds submitted to the financial secretary have previously been receipted in an
alternate receipt book issued to another person, the financial secretary will:

1. Tabulate monies collected and reconcile to receipts issued from the alternate receipt
book(s).

2. Issue a student activity fund receipt to the staff member when monies received have
been satisfactorily verified. The financial secretary shall designate on this receipt the
corresponding receipt numbers from the teacher or staff member.

3. Initial the last receipt in the alternate receipt book and indicate thereon the date of

transmittal to the financial secretary. Account for alternate receipt numbers received
from the teacher or other staff members.

General Receipting Procedures for the Bookkeeper

All cash and check collections must be recorded (in duplicate) by the person receiving
the money:

1. A pre-numbered duplicate receipt book is to be used with the school name
stamped or printed on the cover. These are available in the Administration
Finance Department.

2. The person receiving the cash shall prepare an official receipt immediately.

3. Original (white) copy should be given to the person submitting the money.

4. Permanent (pink) copy should be retained in the receipt book.

5. Finance Copy (yellow) should be sent the Finance Department with the
corresponding deposit slip.
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The receipt must be completed in its entirety, including:
1. Date and Amount.

2. Name of the individual and organization submitting the money listed as
“Received From”

no

An explanation of the purpose for which the money was received.
3. The correct activity fund account code to be credited.

4. The signature of the person receiving the money. This signature must be
manual; signature stamps are forbidden.

The person signing the receipt in the presence of the person turning in the money should make
actual cash count. This allows for immediate attention of any discrepancies.

Under NO CIRCUMSTANCES shall a cash receipt be altered. If an error occurs, VOID the
original receipt and all duplicates. Then issue a new receipt. The original of the voided receipt
must be attached to its copies and retained for audit purposes.

Use the following to account for monies received by mail. If currency or coin is received by
mail, it is necessary that the original receipt be mailed to comply with the above procedure. If a
check is received by mail from an outside source for commission, interest, refund, etc., it is not
necessary that the original receipt be mailed since that person or vendor will have their
cancelled check to serve as their receipt. In these cases, the original receipt should be kept on
file for review purposes.

CASH RECEIPTS ARE NOT TO BE PRE-SIGNED OR PRE-DATED.

G. Deposit of Funds

All monies collected must be receipted and deposited to the appropriate account on the same
day if monies collected exceed a daily balance of $100.00. A deposit must be made within
three days regardless of the amount of monies collected. DAILY DEPOSITS ARE HIGHLY
RECOMMENDED. No monies should be un-deposited especially at the close of the school
week or during holidays.

All checks held for deposit shall be endorsed as follows:
For Deposit Only

(Your Campus) Activity Fund
Bank Account Number
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All cash receipts supporting cash deposits shall be deposited in numerical sequence. Re-
deposits (of returned checks) must be deposited separate from other funds collected. All
monies on hand at the end of the school year, including cash for change, should be deposited
prior to closing the books for the year.

A bank deposit slip shall be prepared in duplicate deposit and shall include the following:
1. The date and the amount of the deposit.

2. On the deposit slip, list checks noting the maker’s name and amount. For cash,
note the monetary value by category.

3. The cash receipt number(s) that make up the deposit should be listed on the slip.

4. Ensure the pre-numbered cash receipts agree with the bank deposit amount.
The duplicate copy should be validated by the bank and returned at the time of deposit.
Assure the bank deposit amount on the remittance slip agrees with your deposit. Submit the

duplicate copy of the deposit slip, which has the receipt(s) attached, to the Finance
Department for posting.

H. Miscellaneous Student Activity Guidelines

Cashing of Checks

The practice of cashing personal and/or payroll checks is not allowed. All student activity fund
policies and procedures apply to the club sponsors and campus staff as well as to the school

financial secretary and/or clerk. All parties should be informed on the student activity policies
and procedures.

Supplemental Payments to Employees for Services

The Principal may occasionally agree to compensate employees for additional services
performed. Compensation cannot exceed the employee’s current pay rate. Non-exempt
employees must be paid at time and one-half of their current rates in situations where the work
performed are similar to their regular duties.
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Such auxiliary services are those discharged by the employee in addition to his/her normal,
specified duties and will usually be performed outside of regular school hours. The Assistant
Superintendent of Support Services must approve these in advance. Refer to Application for
Reservation of Public School Activities Form available at the Office of the Assistant
Superintendent of Support Services.

Examples of such supplemental services are:

e Additional custodial services

e Security monitoring outside of regular school business

e Officiating in extracurricular/co-curricular activities where the district does not
provide payment for and pay such officials

e Other supplemental services approved by the Principal in accordance with
board policy and procedures

Activity funds may not be used to pay any of the following:

Substitute teachers, nurses, counselors, etc.

Teachers for activities which are part of the District instructional day
Stipends to employees for attending extracurricular/co-curricular activities
Stipends to employees for monitoring textbook activities

Stipends to employees for being a sponsor of a school organization
Hiring school personnel on a temporary and/or permanent basis

Under no circumstances are payments to employees for supplemental services to be made
directly to the employee from the activity fund. The procedures are as follows:

1. Additional duty must be approved by the Assistant Superintendent of Support
Services

2. Have the employee note the additional hours on their regular Time Sheet and
employee will receive additional pay on their next regular paycheck

3. Issue an activity fund check payable to the District in the amount of the

supplemental payment upon billing from the Assistant Superintendent of Support
Services.

Payments to Non-Employees for Contracted Services

Payments for services performed by individuals not employed by the district may be made
directly from the campus activity fund.
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Trips

Monies raised by club, class/student groups for the expressed purpose of financing trips for
faculty sponsors and students to clinics, conferences, programs, etc., that are related to
student activities, may be expended with the approval of the Assistant Superintendent of
Support Services as prescribed using the Field Trip Request (Form L).

Scholarships

Student activity funds may be used to award scholarships to students on the basis of
educational merit. A scholarship committee consisting of the club sponsor, club officer and the
principal, will determine the scholarship recipient and criteria. The scholarship award should
be paid to the educational institution of the recipient’s choice. The scholarship award may be
paid directly to the student only if the student provides a fee statement from the attending
institution as additional support for the payment.

Cash Gifts, Awards, and Prizes

Monies raised in the school’'s name may not be used to pay cash awards or to buy cash prizes
for individuals. Cash awards or prizes include currency, check, savings bonds, money orders,
gift cards or any other medium, which can be readily converted to cash.

Awards such as merit certificates, trophies, plaques or other means of recognition with
reasonable value, (less than $50) may be purchased from student activity funds in recognition
of scholastic, attendance or money raising achievement for students.

Monies raised in the school’s name by the student body or student groups may not be used to
purchase gifts for school personnel. However, student and/or staff may contribute personal
money towards the purchase of a gift for school personnel. The financial secretary should
indicate on cash receipt when money is contributed for that purpose.

Refunds

Occasionally it may be necessary to refund money collected for field trips, books, etc. In such
cases of multiple refunds, a single check may be issued to the activity sponsor who will
distribute the refunds to each student. Each person due a refund shall sign a list verifying that
the refund was received and the date it was received. The activity sponsor will return the
signed refund list and any undistributed refund to the financial secretary who will issue a cash
receipt for any money returned. The financial secretary/clerk must attach the refund list to the
original disbursement voucher and indicate thereon the receipt number issued for money
returned.
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No refunds will be made for any money other than that contributed directly
by the student. A copy of the cash receipt, as well as the tabulation sheet
in cases of multiple collections, should be used as support for the
disbursement voucher. No monies raised in the school’s name will be
refunded to students.

Purchases for Teachers and Other Individuals

Purchases for personal use of equipment and supplies for teachers, school administration, and
other individuals may not be transacted through the activity fund.
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Kingsville Independent School District

Finance Manual

Section 7
Forms

BUDGET & FINANCE

Fixed Asset/Inventory Disposition Form
Budget Change Request

Supplement Budget Request

Teacher Budget Request

Budget Request

Budget Summary Form

mTmoow>

ACCOUNTS PAYABLE

A. Texas Sales and Use Tax Exemption Certificate
B. Hotel Occupancy Tax Exemption Certificate

C. Advance Travel Request

D. Travel Expense Report

E. Monthly Car Mileage Report

F. Travel Checklists

PAYROLL

A. Time Sheets — SUBSTITUTES ONLY
B. Extra Duty Pay Agreement

C. Absence Report

D. w4

E. Sample of Complete Payroll Report
F. Pay Period Schedules

PURCHASING

A. Consultant Agreement
B. Sole Source Affidavit
C. Bid Category

STUDENT ACTIVITY FUNDS

Form # A Tabulation of Monies Collected by a Person Other than the Finance
Form # B Check Request Form

Form # C Request for Internal Transfer of Activity Funds

Form # D Responsibilities of Faculty Sponsors of Student Groups
Form # E Activity Fund Club Minutes

Form # E2 Activity Fund Club Meeting Sign-in Sheet

Form # G  Financial Application

Form # G2 Financial Summary

Form # | Monetary Donation Report

Form # K Request for Student Activity Account

Form # O Student Activities Athletic
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. For Office Use Only

No.

Disposition Method:  eFire eRetire eTransfer eStolen

Fixed Assets / Inventory Disposition Form
Kingsville Independent School District

E] Fixed Assets

O

Non-Fixed Assets

eTrade-In eReturned eoVandalism e Maintenance Warehouse

(Please circle only one method)
From: To:
School/Department School/Department
Requested by: Date:
Approved by: _ Date:
Principal and / or Program Director
Approved by: Date:
Assistant Superintendent for Curriculum and Instruction
ID Tag Serial No. Description Location | Room # |Picked Up
From
Worki Not Worki To
From
Workin Not Worki To
From
Workin, Not Workin; To
From
Worki Not Worki To
From
Workin Not Workin To
From
Workin, Not Worki To
Approved by:
Assistant Superintendent for Support Services
Picked up by: Received by:

Maintenance Services Department or person moving Fixed Asset(s)

Please Stamp Here:

Person receiving the Fixed Asset(s)

(White Copy — Finance After pick-up) (Blue Copy — Destination)  (Canary Copy - Finance)

(Pink Copy — Originator)




KINGSVILLE INDEPENDENT SCHOOL DISTRICT KISD-7

BUDGET CHANGE REQUEST FORM w

NUMBER:
ATE:

AMOUNT AMOUNT
Acct. # $ Acct. # $
Acct. Name Acct.
CurentBal. § - Current Bal.  §

AMOUNT AMOUNT
Acct. # $ Acct. # $
Acct. Name Acct. Name
Current Bal. § _ o CurrentBal.  §

AMOUNT AMOUNT
Acct. # $ Acct. # $
Acct. Name Acct. Name -
Current Bal. $ Curmrent Bal. $

AMOUNT AMOUNT
Acct. # $ Acct. # $
Acct. Name - - Acct. Name N
Current Bal. $ Cumrent Bal. §$

TOTAL TRANSFER § TOTAL TRANSFER $
EXPLANATION:
"""""""""""""""""""""""""""""" Requestedby: 77
Approved by:_ n a
Checked by:

Director of Finance:




KINGSVILLE INDEPENDENT SCHOOL DISTRICT

Campus/Organization Name

SUPPLEMENT BUDGET REQUEST*
2010-2011

Name of Account:

Account Number;

CIP
Ref # Budget

TOTAL  §$|

Justification:

* To be completed and submitted to the Director of Finance with budget printouts.



KINGSVILLE INDEPENDENT SCHOOL DISTRICT

Campus/Organization Name
TEACHER BUDGET REQUEST*
2010-2011
Name of Account: Submitted By:
Account Number: Approved By:
Dept./Grade Level Total Amount: $

Budget Allotment for 2010/2011
$

CIp
Ref # Budget

TOTAL $

* To be used to gather budget date from campus level staff. Completed forms are to be kept
on file in the principals office.



KINGSVILLE INDEPENDENT SCHOOL DISTRICT

Campus/Organization Name

BUDGET REQUEST*
2010-2011

Name of Account;

Account Number:

CIP BUDGET
Ref #

TOTAL | g

* To be completed and submitted to the Director of Finance with budget printouts.



BUDGET SUMMARY FORM

New Funding

Total Budget Requests for Function 11
Total Budget Requests for Function 12
Total Budget Requests for Function 13
Total Budget Requests for Function 21
Total Budget Requests for Function 23
Total Budget Requests for Function 31
Total Budget Requests for Function 32
Total Budget Requests for Function 33
Total Budget Requests for Function 34
Total Budget Requests for Function 35
Total Budget Requests for Function 36
Total Budget Requests for Function 41
Total Budget Requests for Function 51
Total Budget Requests for Function 52
Total Budget Requests for Function 53
Total Budget Requests for Function 61
Total Budget Requests for Function 71
Total Budget Requests for Function 81
Total Budget Requests for Function 93
Total Budget Requests for Function 99
TOTAL DIRECT COSTS:
INDIRECT COSTS:

TOTAL GRANT:

REVENUE:

2010-2011

Additional Funding

69 62 U8 2 ¥ 2 7 0 U7 B9 B0 B B9 BT B0 9 0 60 0 BB BB B eSS

NOTE: The totals for each function must equal the Budget Requests for each function.
Additionally, the Total Costs must be the total of all Budget Requests.

Requested By:

Approved By:

Requested By:
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