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Introduction

This Fiscal Manual has been preparedduige general information about several Fort Hakd&D
business functions. Additional information may baitable within the district’'s Board Policies, Adnistrative
Procedures, or other web resources.

If assistance is needed in any area obasiness operations, please contact any of #ftrsembers listed
below.

Business Office Staff

The Business Department staff shall perfoultiple roles; however, adequate controls pibsation of
duties shall be maintained at all times. The staffsists of:

Jose G. Franco Superintendent Extension 1400
Victoria V. Gonzalez Business Manager Extensiob314
Norma Muniz Finance Director Extension 1404
Iracema Enriquez Data Entry PEIMS Extension 1410
Angelica Sanchez Administrative Secretary Extemdi400

Accounting Code Structure

The Financial Accounting & Reporting Mdelwf the Financial Accountability System ResouBeéde
(FASRG) contains the required accounting code siracUse of the appropriate accounting code sirads
mandatory. The code structure is available on A Website at www.tea.state.tx.us.

A major purpose of the following accougticode structure is to establish the standardadchstrict fiscal
accounting system required by law. Although certaides within the overview may be used at locabopthe
sequence of the codes within the structure, anfltiets and chart of accounts, are to be uniforrsbduby all
school districts in accordance with generally ateg@mccounting principles.

The Code Structure
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Activity Funds — Overview

According to the FASRG, Site-Based Dexidilaking Module, activity funds historically hatieen
accounted for by school districts in various fumdups: general fund (Fund 19X), special revenuds$uiFund 461)
and agency funds (Fund 865). A school district sthoansider the following questions to determine pihoper
method and fund in which activity funds should beaunted:

= Does local board policy allow for recall of excessinused fund balances into the general fund for
general school district use? If so, theswifigfunds should be accounted for in theneral fundand
revenues and expenditures should be budgeted.

= Do other persons besides the students involveakimdtivity fund (teachers, sponsors, principals,

administrators, etc.) haveessato activity fund? If so, this money should becainted for ifFund

461 - Campus Activity Funds.

= Do activity fund financial decisions rest solelytiwthe students? If so, this money should be adedun
for inFund 865 - Student Activity Accowmhich serves as an agency account for studentorlglass
funds.

The district has made the determinatiat &ll Campus Activity Funds will be accountedifoFund 461.
This shall include the principal’s activity accowartd any other non-student organization accourts as the
library, grade level teachers, athletics, etc.

The district has made the determinatiiat all Student Activity Funds will be accounted in Fund 865.
This shall include all student organizations antslthat meet the definition of a bona fide clulcloapter, i.e. have
elected officers and by-laws.

Campus Hospitality (Faculty Fund) accaesttall be accounted for in Fund 865 in accordavittethe
FASRG.

Activity Funds (Campus or Department —Fund 461)

Campus activity funds (under the contfahe principal or administrator) shall be collstttreceipted, and
deposited to the district’s business office on itydmsis. Refer to cash/check handling procedures.

Campus activity funds are managed usiogndralized accounting system. A centralized asting system is
defined as a system that is centrally managedeatitttrict’s business office. Hence, all funds Wil deposited by
the business office, all purchases made througbubmess office, and all disbursements (paymenésle by the
business office.

Campus activity funds shall be primatised to benefit students and the district in acoed with School
Board Policy. [School Board Policy CFD Local] Tyalases include field trip fees, staff or studemtals/
incentives, faculty luncheons, refreshments fdif si@etings, etc. These funds are district fundsréfore, the
funds shall not be used for “gifts” to students/andtaff or donated to external organizations. gatdd funds shall
not be used to generate activity funds, nor shatf &administrative/support) earn wages while gatieg activity
funds. Giving of staff time to generate activityfls shall be voluntary.

Generating activity funds shall not iryavay compete with the district's National Schoalnch Program
(NSLP). Activity funds generation shall be a passietivity and shall not detract from the distsabverall primary
educational purpose. The generation and expendifuwampus activity funds shall be held to the sataadard and
scrutiny as that of appropriated funds. Activitpéis shall be audited and must adhere to acceptiadss
practices.

Sales tax generated through fundraisatigities shall be recorded and paid to the Texastroller of
Public Accounts on a Yearly basis. Two tax-freles@er district, campus, and bona fide clubs gaoizations
shall be allowed each calendar year. The taxdags must occur on a single day (defined as a 24+beriod) or
over a period of time as pre-sales with a singleveley date. A fundraising calendar should be rteited to ensure
compliance with the limitation of two sales pereralar year.

Campuses may establish a Faculty Funggitaity) with voluntary donations from staff. T§efunds are not
district funds and may be used in any manner. Rsehwith these funds are subject to taxes agdpegsent
personal purchases and not district purchasesh®ses typically include flowers for ill staff menmmbgemployee
recognition awards, etc. These funds shall be diegband expended from an Agency Fund (Fund 865).



Activity Accounts (Student Organizations —Fund 865)

Student activity funds (under the contrbthe principal) shall be collected, receipteaf] @eposited to the
district’s business office on a daily basis. Refethe cash/check handling procedures. All monidigected should
be receipted in a receipt book and on the Studegartization Revenue Form (refer to Fundraising Doeotation
Forms). A Student Organization Revenue Form sheallded for all non-reimbursable sales. Examplékesfe
fundraisers may include: candy sales, ice creawgis, etc.

Student activity funds are managed uaiegntralized accounting system. A centralized @atiog system is
defined as a system that is centrally managedeatittrict’s business office. Hence, all funds Wil deposited by
the business office, all purchases made througbubkmess office, and all disbursements (paymenésle by the
business office.

Checks for activity fund disbursementalsbe generated in a timely manner. All suppa@rilocumentation
shall be submitted prior to the check processiRgquests for emergency checks shall be kept toarmim and
shall be subject to approval only for extenuatimgunstances.

Student activity funds shall be used esielely for the benefit of students. Typical usedude student travel,
awards, banquets, supplies, DJ for a dance, etigeefear trips or events, club t-shirts, etc. THases shall be
used at the discretion of the student organizdtioough designation of one or more of its offic&kss/club
meeting notes should be on file to support studewlecisions regarding the expenditure of their classlub
funds.

Generation of student activity funds that in any way compete with the district’s Nat@bBschool Lunch
Program (NSLP). An Authorization to Conduct a Firadser form should be submitted to the principadwance
of the scheduled activitgffective July 1, 2014, the United States Departmeiof Agriculture (USDA) will limit
the types of foods and beverages that may be soluidtudents at school during the school day. [Not&he
school day is defined by the USDA as: the perioddm the midnight before, to 30 minutes after the endf the
official school day. These standards will impact dthose responsible for selling food to students @fuding:
food service departments, fundraisers, school cluband groups. The Smart Snack standards do not appko
food sold during non-school hours, foods sold to atts, parents, staff, and foods brought to schoolyba
student for personal consumption. Additional information regarding the Smart Snack guidelines is avaible
at: http://www.fns.usda.gov/school-meals/smart-sn&s-school.

In addition, at the end of the fund iragsactivity, a Profit Loss Statement should bediwith the Business
Office. Activity funds shall be audited on at leastannual basis and must adhere to accepted bsigrexctices.

Sales tax generated through fundraidiradl ¥e recorded and paid to the Texas Comptrofi€ublic
Accounts on a Yearly basis. Two tax-free saleshper fide club or organization shall be allowedheealendar
year. The tax free days must occur on a singlgdefjned as a 24-hour period) or over a periotinoé as pre-
sales with a single delivery dates. A fundraigiatendar should be maintained to ensure compliatitbethe
limitation of two tax exempt sales per calendaryea

Merchandise ordered for resale shouldisibuted to students on written distribution lpgfer to
Fundraising Documentation Forms). The merchandi&éllition log should reconcile with the corresgiomy
invoice and/or packing list.

To establish an activity account, an aig@tion should have an approved constitution,avwsl and elected
officers. The principal shall submit a list of alubs and organizations with the elected officerthe business
office on an annual basis. A Request to Open/Ciadew Student Activity Account shall be submittgatie
principal when the need arises. The assigned argtoin sponsor (professional staff member) shatelsponsible
for the proper management of the student activigpants. Annual training should be scheduled tzBas®
organization sponsors in managing their respestivdent activity account(s). Every sponsor shooldmete and
submit a Sponsor Responsibility Affidavit form teetbusiness office.

Since Student Activity Accounts are trustdarhat the campus manages on behalf of the skjdent
accountability for these funds is extremely high.Activity Account records must be maintained operiod of
five (5) years [TSLG minimum retention period & wlist's Local Records Retention Schedule]. Thidudes
merchandise logs, receipt logs/books, profit/ldatesnents, etc. At the end of every school yearptincipal as
part of the closeout procedures, shall collectlalh records for storage on the campus for onégdal year, then at
the Records Center for the rest of the archivabpesf time. New receipt books should be issuestédf members
for each fiscal year.

Additional information is available ingtfctivity Account Manual posted on the distridb'gsiness webpage:

Activity Funds are not to be used as Petty Cash.




Authorization to Conduct a Fund Raiser

Fund Raiser Profit/Loss Statement

Fundraising Documentation Forms

Reguest to Open or Close a Student Activity Account
Activity Account Manual

Athletics

Procedures for Distribution and Sales of Athletic Tckets

The Central Office is responsible for the purchase distribution of all athletic tickets. All repes will be
deposited to the depository bank account and ateddar by Central Office. Game reports are sigmgthe gate
attendant(s). Gate sales are reconciled with calécted.

Gate Control of Athletic Tickets

Game boxes are provided by Central Office. Theysayeed out by the Administrator on duty by 3:0MPon
game day. The Administrator delivers the game baké gate attendant(s) on duty, who count the mand
check off the currency on the cash sheet.

» When ticket booth closes, gate keeper counts@rawd balances ticket sales with cash sheet.

* Both cashier and Administrator on duty sign csisbet.

 Deposit is placed into a tamper evident bank bag.

* On the following business day, Business Managelesignee count and verify amount matches Gateiptec
report and deposits funds.

Attendance

FEB (Legal) The District shall maintain recordgéfiect the average daily attendance (ADA) as megliby the
Commissioner. The Superintendent, principals, aadhers are responsible to the Board and thetstataintain
accurate, current attendance records. 19 TAC 1£9.21

* Attendance is to be taken 2nd instructional gkdbeach day.
« Alternate attendance is 5th instructional period

Benefits

To qualify for local benefits, an employee mustvedn a
» permanent position (not as a substitute nortemgporary capacity),
» work at least thirty (30) hours per week
« exception of permanent bus drivers who must vediieast twenty (20) hours per week.

Health Insurance TRS requires 10 hours of employment per weelutdify for insurance but before you qualify
for the local benefits you must work 30 hours a kweéh the exception of permanent bus drivers whgstwork at
least twenty (20) hours per week.

Budget Adoption

* The district must adopt a budget not latentAagust 31st of each year.
» The Board of Trustees shall publish a notioé @onduct a public hearing regarding the budget po adoption
of the budget. The district must also publistotice regarding the proposed budget on thedistebsite.
* At a minimum, the Board of Trustees shall @dopudget that includes the General Fund,
o Food Service Fund and



o Debt Service, if any.

0 The budget shall be adopted at the functiore ¢edel; therefore, any changes to the budgeteat th
functional level shall be approved by the Blai Trustees prior to exceeding a functional exjitene
category.

» The adopted budget shall be reported to TEAmannual basis through the fall PEIMS submission.

» The Superintendent shall be responsible todinate the development and adoption of the didhticiget.

» Every campus and department shall be respenfsibmonitoring and amending their respectivedrtdo
ensure that it meets the identified needs®ftampus or department.

» The adopted budget shall correlate directiyyanindirectly to the District Improvement Planda@ampus
Improvement Plans.

Budget Amendments

A budget amendment is defined as a temredfffunds across different functions. For examalbudget
amendment would result if instructional funds (fioic 11) were requested to be transferred to thrary (function
12). Budget amendment should be submitted for angunt that exceeds the budget.

Budget amendments between funds or fonstmust be approved by the School Board. Reqskstdd be
submitted in accordance with agenda deadlines gdstehe Superintendent. Remember that if a pucheger is
pending the outcome of a budget amendment, thénpsiecorder will not be processed until after theoBtBoard
has approved the request.

Budget Transfers

A budget transfer is a transfer of fumdsch is not across different functions. The Suptendent shall
approve all budget transfers. The Campus PrineipdlBusiness Manager shall approve all budgetfeensTo
keep budget transfers to a minimum, each admitdstslnould review his/her budget on at least a higrtasis to
determine if any budget transfers are necessargx&assive number of budget transfers may subalignthange
the budget document that was presented to the SBloaod during the budget adoption process.

All budget transfers and/or amendmentstate or federal grants shall be approved by thpe@ntendent to
ensure that a grant amendment if filed with thenting agency (such as TEA).

Cash/Check Handling

A receipt shall be issued for all castentions, including for minor sales from fundrais¢candy, ice cream,
etc.) or library fines. Generally, a receipt shwlissued for all collections from an individu&l.Fundraising
Collections Log shall be generated for non-recelip@sh collections and submitted with the cash siepmthe
campus secretary/bookkeepidnte: A copy of all receipts shall move with the fads from the sponsor to the
campus secretary bookkeeper to the business office.

All cash and checks shall be depositatieacentral office on a daily basis. No post-datieeicks should be
accepted. Funds should not be kept in classrooensopal wallets or purses, or at home for extepeésidds of
time. No cash purchases should be made with the exceptiohpetty cash available at the central office — evy
dollar collected should be receipted and deposited the central office/bookkeeper.

The administrators/sponsors shall receipt [in anblpopre-numbered receipt book] and forward all resrin a daily
basis to the district’s business office, or seawernight in a locked campus safe if the deposinoabe made the
same day.

All district funds shall be depositedie appropriate district and/or campus accourti@ttstrict’'s
depository bank, Pecos County State Bank.

Athletic event gate receipts (admissiokets) shall be recorded on an Athletic Gate R#sdbrm and
submitted by the gate keeper to the AdministratobDaty or Head Coach. Funds shall be forwardetiedusiness
office for deposit to the appropriate athletic egerevenue account(s).



Personal employee checks shall not beechom monies collected at the campus or didiiel to ensure
an adequate audit trail of all funds collected Hoy district.

Check Processing

Business Office checks will be printeddersed, and released on a bi-weekly basis. Géneraecks will be
generated on Friday afternoons. At times checks megyrocessed earlier or later, due to holidaysf stork
schedules or unforeseen events. All Fund Requestdi®se Orders, including supporting documentatooh as
travel advances/reimbursements, petty cash, catistny etc. shall be approved by the appropriaitecgpal or
administrator and submitted to the business offic&2:00 noon on Fridays. Requests received dftetime will
be processed the following week. Fund RequestdfdaarOrders without all of the supporting documéomauvill
not be accepted, nor processed. The Business @ffadedetermine the date that vendors will be psademployees
should not make prior commitments to vendors abbhatk disbursements.

Fund Request/Purchase Orders or PaymathibAzations shall be used for travel and petghca
disbursements or emergency purchases. State laivesdghat the district pay all invoices within 88ys to avoid
penalty and interest charges, so all invoices shbelsubmitted to the Business Office on a timelsidfor
payment.

Checks not cashed by the expiration (BQeadays) will be voided. A new check will be reied at a fee of
$30.00 [depository bank stop payment fee] if thgeas located and requests a reissue.

Contracts for Consultants or Contracted Services

Consultants and Contracted Vendors areemoployees who are contracted to perform a persmmal
professional service such as staff developmentjaakservices, etc that cannot be performed byhaddistrict
employee. A written contract is required for alhtracted services. If the consultant (vendor) daggrovide their
own company contract, a Consultant Service Congfaall be executed by the vendor. All contractdl $lea
submitted to legal review by the Superintendemaighe district’'s Contract Review Checklist. Afegproval by
the Superintendent, he shall sign the contractetralb of the district. The Superintendent is thy émdividual
authorized to sign contracts on behalf of the istNo other employee is authorized to sign a contractr
agreement on behalf of the districtContracts that exceed $50,000 [School Board P@&idylocal] shall be
approved by the School Board at a regularly scleetibbard meeting.

All contracts that exceed $50,000 [Polity Local] shall be procured using the competifvecurement
requirements established in the appropriate statg TEC or the Government Code). The evaluaticeica [such
as cost and prior performance] for the review efphoposals shall be determined prior to the gaticin for
proposals/bids. The review and recommendation gsoskall include a separation of duties: the oaiginof the
contract request should work collaboratively witlk business office to evaluate the proposals/bids.selection
criteria of a consultant or contracted vendor nmeyuide the following:

e Purchase price.

* The reputation of the vendor and of the vendorsdgoand services.

* The quality of the vendor’s goods or services.

» The extent to which the goods or services meebthgict's needs.

e The vendor’s past relationship with the District.

* The impact on the ability of the District to compljth laws relating to historically
underutilized businesses.

* The total long-term cost to the District to acquhie goods or services.

» For a contract that is not for goods and servieksted to telecommunications and
information services, building constructamd maintenance, or instructional
materials, whether the vendor or the vergoltimate parent company or
majority owner has its principal place oklmess in this state or employs at least
500 persons in this state.

* Any other relevant factor specifically listed iretrequest for bids or proposals.



If a contract for a consultant or contealcservices will be funded through a federal grime Superintendent
shall also approve the contract to ensure that it)iincluded in the grant application; 2) budgdetethe grant; 3)
verify that the contracted services is allowabldermthe grant; and 4) approved by the granting @gésuch as
TEA).

The contract originator (campus or deparit administrator) shall be directly responsiblensure that the
contractor performs the services covered by théraon

Please follow these procedures when dtiligpia contract for contracted services:

0 Submit a completed vendor contract or Consultanti&e Contract to the Superintendent
for review. The Superintendent shall forwdrd tontract to the Board for final
approval, or schedule at the next School Bozedting, as appropriate.
Obtain the following documents from the consultant:
Vendor Application
A completed W-9 form
Conflict of Interest Questionnaire
A Felony Conviction Form
If the consultant will work directly with students,Criminal Check Authorization form and State Rbar
of Educator Certification fingerprinting docentation.
0 Submit a requisition to encumber the funds requicedhe contract. The contract will not be relehte
the consultant, nor will the consultant bewakd to begin work for the district, until a purskeorder is
approved by the final approver [Superintenfent

O O OO0 O0Oo

Contracted services include services sisatepairs, maintenance, technical support, dateceservices.
Documentation of insurance, such as general ligbillorkers compensation, and auto liability, shelsubmitted
to the business office with the purchase order. Céeificate of Insurance shall name “Fort Hancti®R” as
additional insured. No work shall be performed g tonsultant or contracted vendor until all reggiidocuments,
especially proof of insurance, are received byhilginess office.

Payments to consultants and contractedcgevendors will not be made until the persorpogsible for
monitoring and/or accepting contract performanced@proved a detailed invoice. The detailed invomist
include the date(s) of service, service(s) perfatnaed the negotiated rate of pay.

Contracts for Service Agreements

All contracts for rentals, service agreais, etc. must be signed by the Superintentlenather employee is
authorized to sign a contract or agreement on behfbf the district. An employee who signs a contract or
agreement, without proper authorization, will bespaally liable for the terms of the contract oresment.
Contracts that exceed $50,000 [School Board P@idyLocal] shall be approved by the Board of Trustéefer to
the Contracts for Consultants and Contracted Sesviiar additional guidance related to contract adstriation.

Copiers

The district lease several copiers thatstrategically placed in different campuses qragignents. The
copiers are for district business use only. Altrilis staff shall comply with the acceptable uséglines related to
the use of district copies. Personal copies, ¥f aiill be charged at .10 cents for black/white a2l cents for color
copies. Prior approval should be obtained fromaghyeropriate campus principal and/or department aidinator to
use a district copier for personal printing. Paytrfenpersonal copies shall be made immediateth¢éocampus
secretary or business office, depending on locaifaopier. All funds must be turned in to cenuéice.

Credit Cards

The district utilizes several credit cafdr purchasing of goods such as food items,unstnal supplies, and
maintenance supplies. The credit cards shall baetaiaed by the business office upon approval diralpase order.



All credit receipts (detailed, itemizestjall be submitted to the business office withie¢h(3) days of the
purchase to ensure prompt payment to the vendocéipts and credit card receipts are not subdnittea timely
basis, these charges will be temporarily postetéacampus’ activity account until receipt of thupgorting
documentation. If a receipt is not received from plurchaser, the purchaser may be held liablesforbursement
of the entire purchase. District credit card usagg be suspended and/or revoked if receipts arsulwhitted on a
timely basis.

The district does allow the o$¢he selected merchant credit cards for purchisen federal grants.
Expenditure of federal funds with a credit cardlisha allowable under the grant program. The Bussndanager
may be required to approve questionable credit egpeénditures. If a credit card expense does net the
requirements of a state or federal grant, the edipene shall be reclassified to local funds (FuS® dbr 461).

Each campus or department that is emtustth credit cards shall properly secure the £fndhen not in use]
in a locked safe. Violation of credit card use mesult in disciplinary action, up to and includiegpployment
termination. Any discrepancy between the balamckthe receipt will be refunded to the districttbg employee
who signed out the card.

Donations and Gifts

Donations or gifts of cash or cash edents (gift cards), equipment, or materials towdlial schools or to
the district by individuals or organizations shalcome property of the district. The Donation Faimall be
completed by the donor. District employees are ipitédd by law from intentionally or knowingly offing,
conferring, agreeing to confer on another, sofigitiaccepting, or agreeing to accept a persontabgifenefit.

Cash donations shall be deposited t@gipeopriate account in accordance with the casbkchandling
procedures.

Donated equipment shall have an inventagyaffixed to it if the unit value is greater th&100. In addition,
the equipment shall be added to the district fiassket tracking system.

All donations shall be approved by thp&intendent. All donations for technology equiptrsmall be
approved by the Technology Director, Superintendendtthe School Board. (If the value equals or edse$1000).

Donation Form

Field Trips

All field trips shall be submitted to t@ampus Principal or Administrator prior to a figdgh. The field trip
request should be forwarded to the transportatgpadment. Out-of-state trips shall also be appidosethe
Superintendent. A fund request/purchase order beatlubmitted for admission fees, meals, etc. ¥8 geor to the
field trip to the Business Office. In addition, gl Trip Lunch Request form shall be completed sumloimitted 10
days prior to the field trip to the Cafeteria Maeag

If a district-owned vehicle or schooklis required, a transportation request must bmgtéal to
Transportation Director. If the requestor will déving a district-owned vehicle, he/she mustibtl on the
Authorized Driver List. Note: The district shallruct a driving record verification of all staffqngesting to use a
district-owned vehicle, if the driving record me#te minimum guidelines set by the district, treffsmember
should be placed on the Authorized Driver List.

An Educational Field Trip funded withtetand federal grant shall adhere to the TEA Giridslfor Related
costs (located under Grant Management ResourceedrEA website). Specifically, the following docantation
must be submitted to support the expenditures gvitint funds:

» Destination of each field trip

» Costs associated with each field trip

* Obijectives to be accomplished from conducting iéle frip
» Teacher's lesson plan and follow-up activities

State and federal grant funds will not bigzed for field trips that are for social, ent&riment, or recreational
purposes or are not properly documented in accoedaith the guidelines.

Fire Drills
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Fire drills are to be conducted each madhe drill a month for each month having 10 school ays or
more. The drills may be Unobstructed or Obstructed.

Complete the Fire Drill record form a%firills are completed.he first week of each monthsend the
Technology Director a copy of the Fire Drill recdatm.

Fiscal Year

The fiscal year begins on Septembke&mt ends on August d81All goods and/or services received and
invoiced during these dates must be paid from otifigcal year funds.

Invoices or Purchase Orders must be dtéxrénd approved before the August Board Meetsindegal
budget amendments may be approved if necessarghdaes made without Purchase Order approval imthmh
of August will become a liability of the person nivadthe purchase.

All invoices for goods received beforegist 3%, shall be submitted to the Business Office by Sajer &
for processing and payment.

Fixed Assets & Inventory

Fixed assets [capital assets] are defaseglquipment with a unit value over $5000. Theseta are tracked
and recorded on the district’s financial generdkr. Fixed assets that are stolen, obsolete, dadrtagyond repair,
etc. should be reported to the Technology Direfioremoval from the district’s financial recordd| fixed assets
must be purchased through the use of an Object 688¥. Fixed assets are subject to audit on anarbasis.
Documentation shall be maintained to support aitazhs, deletions, or changes to the fixed asaktrzes.

Inventory items are defined as equipmetit a unit value over $100, but less than $5006:SE items
referred to as “inventory” shall be tracked andreded on the district’'s inventory tracking systenventory items
that are stolen, obsolete, damaged beyond repaisteuld be reported to the Technology Direcborr&moval
from the district’s inventory tracking system. Imtery items are tracked for insurance purposesntory items
(with a unit value between $100 and $4999) mugilyehased through the use of an Object Code 6639.

Other “walkable” items with a unit valuader $1,000 shall be tracked and tagged for imrgmurposes.
These items may include: iPads, Nook/Kindle, tabtehputers, digital cameras, and other items tlegt Inave a
personal use. These assets Inventory items (wittitavalue less than $1,000) must be purchasedghrthe use of
an Object Code 6399. The appropriate campus orrthegat, such as Technology, Maintenance, Food &aror
Transportation shall track these items for controiposes.

An Assets & Inventory Transfer Form shiblbié utilized to transfer assets or inventory frame room to
another, one campus/dept. to another, or to transfolete equipment to the Technology Departmiérg. loss or
theft of inventory and fixed asset items shoulddported immediately to the Technology Directore Tiechnology
Director shall post the change(s) to the fixed tassacking system.

All staff will be provided an inventorigt for their respective classroom, office, or warka at the beginning
of the school year. After verifying the list, eaatmployee shall return the verified list to his/mamediate
supervisor.

At the end of the school year, the samegss will occur. The end-of-the-year list shanldude all items
that were assigned at the beginning of the yeas ahy items purchased throughout the school iesr any items
that were transferred or disposed of during th@askchear. Staff will not be released for the sumnunatil their
inventory list has been verified and submittedhi® immediate supervisor. Missing items, if any, tlhesindicated
on the inventory list. In addition, an explanatr@garding why the item(s) is missing shall alssblemitted with
the list.

Items lost due to theft or vandalism musstreported immediately for police report and rasge claim
purposes.

Fixed assets may be disposed of an amrasid after determination that the assets ardetbsor surplus
(have no useful value to the district). The Sugerident shall approve the disposal of all assettyding the
method of disposal, i.e. auction, garage sale Nsiemployee shall remove surplus or obsolete asséis
personal use. Removal of assets or inventory withbwritten authorization shall constitute theft of property.
The employee shall be subject to disciplinary actig up to and including termination of employment If an
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asset purchased with a federal grant is schedaledigposal, the federal grant process shall bedomator with the
Grants Director. Most federal grants contain spedisposal requirements of assets at the endyodirat period.
The Receipt and Use of District Property Form Wwélused to assign district property, such as telhps, cameras,
IPads, Nook/Kindle, laptops/tablet computers, &tdistrict staff for business purposes. The remeshould read
the form carefully due to the potential tax andhfinial impact of using the assigned property faspeal benefit.

Assets & Inventory Transfer Form
Receipt and Use of District Property Form
Assets & Inventory Transfer Procedures

Gift Cards

District funds shall not be used to fa®e gift cards. Faculty Funds are not districtifjtherefore, only
these funds may be used to purchase a gift camdigtiict staff. According to the Internal Reverservice (IRS),
gift cards in any amount are taxable to the emm@syand must be processed through the employeethecl:

According to IRS regulations, gift caditmated to the district by outside sources artalsable to the
employee if awarded to the employee by the disti@ift cards shall not be issued to staff withpror approval
from the Superintendent.

Grants Management

Seeking grant funds such as state, fedefabm other sources is very desirable due tartigact of reduced
local resources. It is recommended that grant eaitins be developed through a team approach toettsat all
stakeholders develop the grant goals, strategiesaetivities. Campus-based grant applications lshoe
incorporated into the Campus Improvement Plan (CGAR)grant applications shall be reviewed and appd by
Superintendent and Business Manager prior to siionigo the granting agency. Some granting agemegsire
matching funds, in-kind funds, or other specifiqugements that may pose a financial liabilitylie school district.

TEA-managed grants shall meet the Gvéartagement guidelines established by TEA. Spedifiogrant
fund expenditures must meet the following guidedine
= Reasonable and necessary
= Supplemental to state and local funds
= Strategies identified in the District ImprovemeniGampus Improvement Plans
= Supported by original source documentation (invaiceceipts, etc.)
= Comply with Federal Cost Principles (Allowable ergdiures

After the school district has receivedfaomation that a grant application has been appiptyically
through a Notice of Grant Award, the Business Manatall prepare and enter the grant budget ogeheral
ledger. No funds may be expended until the grapt@a@l has been received from the granting agency.

The grants management administrator(d) sloak cooperatively with the Finance/Busines®tsure
compliance with all grant requirements as theyteela grant activities, expending of funds, sup@atrversus
supplant, submitting reimbursement requests, filhneports, and evaluation reports.

On an annual basis, all staff paid froatef@l grant funds shall sign a job description esdiool year. The job
description must include the source of funds, joties related to the federal grant program.

Grant applications are to be amended poiprocessing changes requested by staff and agifisoto be
received from the grantor agency, in accordanchk thié requirements in TEA document “When to Améral t
Application.”

Hotel Occupancy Tax Exemption Form

This form shall be used for school-related travetdnferences, workshops, etc. Copies may be autain
from the business office or via the web at the liekow. Lodging taxes in the state of Texas, wisicbuld have
been exempt, will be unauthorized for reimbursenifahie traveler fails to present the certificatetie hotel. The
traveler will be held responsible for such chargfesny.

The Hotel Occupancy Tax Exemption Formpligg only to lodging in the state of Texas.
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Hotel Occupancy Tax Exemption Form

Invoices

Vendors are required to submit all invoices tolihsiness office, yet occasionally an invoice wél b
mailed directly to a campus or department. If anypices are received at the campus or departnient should be
signed (if the goods/services were received), anddrded to the business office within three (3)sdaf receipt of
the invoice.

Texas law requires that all invoices be paid todees within 30 days of receipt of the goods/service
[Prompt Payment Act]. If the district fails to ppyomptly, the vendor can assess penalty interesges. If a staff
member neglects to submit an invoice on a timegidde/she may be held personally liable for #wafty interest
charges.

The business office will send invoices for reimlaiment requests from outside entities as needed. All
requests for reimbursements shall be submittethdydquestor to the Business Office with the sutpmmpr
documentation. The invoices will be posted a restaliy and tracked so that funds are collected anelyt basis. A
sample invoice is attached.

Fort Hancock ISD Invoice - Sample

Long Distance Calls

The district does require the use of a Long DistaDall Log due to the increasing number of longedtice
calls. Phone logs must be turned in to centrét@fn a monthly basis. The Finance Director dleaflew the
monthly long distance invoices for reasonablen@sgstionable long distance call charges shall feeresl to the
appropriate caller for supporting documentatiomplpropriate long distance call charges, if anyll fleareimbursed
by the caller within five (5) business days.

Personal long distance calls are strongly discadatn the event of an “emergency” personal long
distance call, the long distance phone call foradldie submitted with the notation of PERSONAL be face of
the form. A request for reimbursement will be forded to the individual by the business office afesronciliation
with the monthly bill. Payment for the personall sélall be made to the business office within {is§ days of
receipt of the request for reimbursement.

All telephone sets in the district are long-dis&apable.

On-Line Purchasing

Since external vendor on-line purchasing genedilys not have internal controls which include
verification of available budgeted funds, use ofiae purchasing will be limited to specific vendand authorized
users. The district will utilize on-line purchasititgough Office Depot, Amazon and School Specidite business
office personnel are the only authorized userhiattime. Additional on-line users shall be addscheeded.

Purchase Order must be submittedgpraval for all on-line purchases to the busindisea Purchase
Order must include vendor, item number and desorigtost, website address, phone and fax numbavaifable.

Payroll Procedures

Every non-exempt employee shall “clock-in" and ‘cieout” daily through the TimeClock Plus
Timekeeping System. Failure to clock-in or out megult in non-payment of unverified work time. All
administrative supervisors shall sign off on thm&Clock Plus Weekly Punch Detail Report for thespective
paraprofessional and support employees and subenieport(s) every Monday by 4:00 p.m. All correns to
“punch times” in the TimeClock Plus system shoutdshibmitted via a TimeClock Plus Correction Forrthwhe
administrative supervisor’s signature of approvdth the Punch Detail Reports.
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All non-exempt employees shall comply with the wedkedule assigned by their respective supervisor.
All overtime shall be pre-approved by the immed@epus or department supervisor and Superintendint
overtime will be compensated via compensatory ftiatieer than paid time, unless prior approval hanlmbtained
from the Superintendent. An employee who repeatedlks in excess of his/her assigned work schedvitbput
authorization, will be subject to disciplinary axtj including termination.

All employees shall submit an Employee Absence fiuty form, as appropriate, when absent from work
to ensure that the time off is recorded in thespeztive leave record. Staff members shall reploabaences and
leave requests to their immediate supervisor. piraval of absences and/or leave forms shall begtéd to the
Payroll Department by 4 p.m. on Monday of the foilog week.

In addition, every campus/department shall submégproved Payroll Detail Report [from the Time®oc
Plus system] for all non-exempt and substitute stafk hours to the payroll department by 4:00 pewery
Monday. These reports will be used to reconcilealployee absences.

Supplemental Payment forms shall be generateddbgampus, approved by the campus administrator and
submitted to the payroll office by the:Briday of the month for the previous month. The@emental payments
will be processed for the next pay period. Supplaalgpayments should include the following: emplyame,
reason for pay, payment amount, budget code(®(g)atorked, and be supported by sign-in shedictad to
payment form).

All staff paid from federal grant funds shall complith the Time & Effort Certification Requirements
Federally-funded staff working 100% in a singletamsjective, such as Title | and Food Service, Istigh and
submit a Time & Effort Semi-Annual Certificationrfa to their immediate supervisor during twice peary
(December and May). The immediate supervisor shaiew the forms and submit all exceptions to thsitess
office for adjustment of expenditures as notedrenQertification form.

Federally-funded staff working from more than ohedost objectives (split-funded), shall sign antrmit
a Time & Effort Periodic Activity form to their imediate supervisor on a monthly basis. The suparsisall
review and approve the certification. After appiosfthe certification form, it shall be forwardéathe Grant
Director. The Grant Director shall verify that tteetual” time worked on grant activities matches thudgeted”
salary. If a variance exists, the certificationmficshall be forwarded to the business office toloeate the actual
expenditures based on the certification form. anaple, a teacher is paid from the Title |, Pagrant (50%) and
local funds (50%). In a given month, the teacherke@0% on Title | activities and 80% on locallyafied
activities, the actual salary expense for thatgiwenth must be reallocated to 20% Title | and 86&al.

TimeClock Plus Time & Attendance Correction Form
Employee Absence From Duty Form

Supplemental Payment Form

Time & Effort Periodic Activity form

Time & Effort Semi-Annual Certification form

Petty Cash Account

Each campus, the food service department, andistrictibusiness office are authorized to manapetty
cash account. Petty cash accounts are providembfarenience when making small cash purchases amiior
emergencies arise unexpectedly. The maximum aazwbsingle expense is $50. Exceptions, if anyh¢o t
maximum spent limit shall be approved by the Bussriidanager prior to the purchase. The petty castuat
maximum shall be set by the Business Manager.

The principal or department administrator shaltémponsible to ensure that funds exist in the au¢s)y
which will be utilized to pay for the petty cashpexditures. Petty cash accounts shall be sulgeentdom audits
throughout the fiscal year and as part of the anfinancial audit. At all times, the petty cash agnt shall be
balance — the sum of the disbursed cash, purckas@ts and/or cash shall equal the authorized amou

The petty cash account must always be in balareehie total cash on hand plus the receipts od harst
equal the total petty cash account.

At the beginning of each school year, the busioéése will prepare a petty cash for each authatize
campus or department. Currently, petty cash acsanetauthorized for each campus, the Food Sebgpartment
and the business office. At the end of each scyemil, the campus and Food Service Department ety
accounts shall be closed until the beginning ofufpeoming school year.

Petty Cash Voucher
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Petty Cash Reimbursement Request Form

Purchasing Deadlines

In an effort to maximize the use of budgeted futdisng the current fiscal year, the purchasing tiead
for supplies and equipmenshall beMay 1st. Summer needs for staff development and summer sshoald be
anticipated and ordered prior to the Maydgadline. Purchasing documentsdervices and travekhould be
submitted byJuly 31st At times, the purchasing deadlines for stateedefal grants may be earlier than the
deadlines stated above due to grant ending dates.

Purchase of Food and Non-Food Items

Food and non-food items (such as paper plates, silpsrware, etc) shall be for instructional pusps
(Food Science & Nutrition, science projects, ef@) meetings/training sessions, or other approvedtions. These
food and non-food items may not be consumed or fgukrsonal use. Excess prepared food items raay b
consumed or disposed of as appropriate. Food psestfar the Child Nutrition Program shall be subjeche U.S.
Department of Agriculture guidelines.

Generally, snacks, food, and non-food suppliestaff development purposes shall be charged taffa st
development account code (function 13). Use ofidisunds for food or snacks shall be allowed aihlying a
“working lunch”. Documentation to support the “warg lunch” shall include a meeting agenda withiti@usion
of a “working lunch”.

When these items are utilized for faculty, sitedshmeetings, etc., the expense shall be code to the
Campus Activity Account (fund 461). All other ussteould be coded to the appropriate account code.

The purchase of refreshments and snacks are spicthibited with state and federal grants. Meals
[breakfast and lunch] may be allowable on a limivedis if the meal meets the “working lunch” ogHt lunch”
exceptions as described in TEA’s Guidelines Relttespecific Costs (located wivw.tea.state.tx.)s

Purchase Requisition and Order Forms

A purchase order form is used to purchase sup@gpment, or services from an external vendor.
Purchase forms can be found on the website. Emgdogkacing orders without an approved PO may lanéially
responsible for the order.

Purchases can only be made from approved vendorg isystem. If you are unsure of a vendor’s statu
please check the current vendor list found on teedérs Page of the FHISD website. If you do nat fime vendor
on the vendor list, you may check to see if theyar BuyBoard. These links are also on our webstte a vendor
to be added to our approved list, they must coraplet required information and submit it to theritis

Budget codes must be noted on all requisitionadéquate funds do not exist in the appropriatelatco
the originator shall submit and receive approva bidget change or amendment.

The Financial Accounting & Reporting Module of thimancial Accountability System Resource Guide
(FASRG) contains the required accounting code siracUse of the appropriate accounting code strads
mandatory. The code structure is available on A Website at www.tea.state.tx.us.

After the requisitions pass all approval paths,ghchase order form is automatically numberedatatit
tracking purposeNo employee shall order or receive goods without aapproved purchase order. All
purchase orders are mailed, emailed or faxed tdamsrby the Business Office. According to BoarddyoCH
(Local), employees who violate the district puréhggprocedures shall be held personally liabletlierdebt
incurred.

Purchase Order Form — Sample template

Purchasing Laws

All school district contracts for the purchase obds and services, except contracts for the puecbfas
produce or vehicle fuel, valued at $50,000 or nioitae aggregate for each 12-month period shathhde by the
method that provides the best value for the disimni@ccordance with the Texas Education Code (#&031).
According to Board Policy CH Local, any single, geted purchase of goods or services that cost@30y
more, regardless of whether the goods or servieesanpetitively purchased, shall require Boardraygl before a
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transaction may take place. All purchases, whicli ex@zeed these limits, should be brought to trenétin of the
business office well in advance of the need forgbeds or services. The bidding process may tageoapnately 2
to 3 months, from bid specification developmenBtthool Board approval. Since non-compliance mayltrés
criminal penalties, this requirement will be stgatnforced.

District employees shall not be permitted to pusehsupplies or equipment for personal use throlgh t
District’s business office. A Board member, empley or agent shall not, with criminal negligencakenor
authorize separate, sequential, or component psesha avoid the purchasing requirements set dadlircation
Code 44.031. An officer or employee shall not kimly violate Education Code 44.031 in any othenmex.
“Component purchases” means purchases of the canpparts of an item that in normal purchasing ticas
would be made in one purchase. “Separate purchamess purchases, made separately, of itemsrthatrimal
purchasing practices would be made in one purch&equential purchases” means purchases, oveiadpef
items that in normal purchasing practices wouldraele in one purchase.

Violation of the provision is a Class B misdemeaand an offense involving moral turpitude, conwnti
of which shall result in removal from office or disssal from employment. A Board member who is ccted of a
violation of this provision is considered to haweranitted official misconduct and for four yearseafthe date of
final conviction, the removed person is ineligitbebe appointed or elected to public office in Texa ineligible to
be employed by or act as an agent for the stagepofitical subdivision, and is in eligible to rémany
compensation through a contract with the statepmwlitical subdivision. (BBC) Education Code 44.032

Exceptions to the procurement methods describ@d @ 44.031, include the following:

Sole Source

A school district may purchase an item that is labé from only one source, such as an item with an
existing patent, book, film, utility service, optacement/component part. A common sole sourcenpsecfor
school districts is the purchase of IPads, whidil&e purchased only from Apple, Inc. The vendwlkprovide
written confirmation of their sole source statushte business office for audit purposes.

School Bus
The purchase or lease of one or more school bingding a lease with an option to purchase, rbest
submitted to competitive bidding when the contiaatalued at $20,000 or more.

Professional Services

The services of an architect, attorney, certifiabllig accountant, engineer, or fiscal agent. A&Aol
district may, at its option, contract for profesgbservices rendered by a financial consultart technology
consultant in the manner provided by GovernmenteC8ection 2254.003 in lieu of the methods provioedEC
44.031.

Construction

The procurement of construction is governed byGbgernment Code, Chapter 2267. This section
addresses the selection of the architect, engarekcontractor; the evaluation criteria, advergsiequirement, and
methods of procurement.

Change Orders

Change orders require more formal procurement ge@sein certain situations when “a change in pdans
specifications is necessary after the performafh@econtract is begun or if it is necessary to dase or increase
the quantity of work to be performed or of matesjaquipment, or supplies to be furnished, theidishay
approve change orders making the changes,” in danoe with subsection 44.0411(a), Texas EducatateC
Requirements related to change orders changedisagrily following the enactment of new statutorpyisions by
the 82dLegislature in 2011.

Change orders that exceed 25% of the original aoteéd amount of less than $1 million will requine t
district to apply competitive procurement processesccordance with Chapter 44 of the Texas Edogaliode
and/or Chapter 2269 of the Government Code. Tlgjgirement applies to contracts when “a change dotex
contract with an original contract price of lesarit$1 million increases the contract amount to $28®

Change orders that exceed 25% on original contiateount of less than $1 million will require the
district to apply competitive procurement processesccordance with Chapter 44 of the Texas Edogatiode
and/or Chapter 2269 of the Government Code. Tlgjgirement applies to contracts when “a change dotex
contract with an original contract price of lesartt$1 million increases the contract amount to #llom or more,
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the total of the subsequent change orders maynase the revised contract amount by more thagre®nt of
the original contract price,” in accordance witvsection 44.0411(d), Texas Education Code.

Change orders that exceed 25% on original conéractunt of $1 million or more will require the distr
to apply competitive procurement processes in aegare with Chapter 44 of the Texas Education Codéoa
Chapter 2269 of the Government Code.

Although state law related to quotes was repedteddistrict may solicit quotes for purchases when
advantageous to the district to obtain the bestpri

Receiving of Goods [Centralized]

The district utilizes a centralized redegvsystem — all goods are delivered to the TeadmoBuilding. A
copy of every purchase order for goods (suppliespegent) will be forwarded to the receiving cletkgon receipt
of the goods, the receiving clerk shall promptlyifyethat the order was received complete and indgcondition.
All assets and inventory that require a tag wilkégged [by the receiving clerk] before deliverythe appropriate
campus/department. All orders will be deliveredh® respective campus or department with a padlghpr
“check-off” and verification of receipt. Discrepaes, if any, should be reported to the receivirgglclUpon receipt
of the receiving report and the invoice, the vendlitirbe paid for the order. Staff members thateiee
authorization to pick-up goods directly from a vendhall submit written confirmation of receipttte receiving
clerk.

The Business Office shall resolve all receivingipancies such as damaged goods, shortage of,goods
etc. directly with the vendor.

Records Management and Retention

» The Local Government Records Act of 1989 [ahdnges that were enacted by the 74th Legislatut895],
requires all local governments to establisacards management program by ordinance, ordeysofution and
filed with the Texas State Library and Arctiv@ommission TSLAC). All local governments muse fiecords
control schedules or a written declaratiomadption of the State schedules. The deadlinedimptiance was
January 4, 1999.

» The TSLAC is responsible for the developmdmecaord retention schedules for governmental aigsn¥arious
retention schedules address the types ofdecweated and maintained by school districts sscBR —
Government Records, EL — Election Records;-Thax Records, and especially, SD — School DisRetords.
These schedules reflect the minimum retentimiod for each type of record.

» The district has implemented a Local RecordgeRtion Schedule that includes the types of recordated and
maintained by the district. This schedule atstudes the minimum retention period for eactetgprecord. The
local retention period may be greater, butless than the retention period set by the state.

» Board Policy CPC Legal defines a record asahbielow:

» A“local government record” means any document, grajetter, book, map, photograph, sound or video
recording, microfilm, magnetic tape, electomedium, or other information-recording mediungamdless of
physical form or characteristic and regardlegsvhether public access to it is open or restrictinder the laws
of the state, created or received by the istr any of its officers or employees, pursuaniiaiw or in the
transaction of public business.

Rental of facilities

Central Office shall coordinate thated of district facilities. The Superintendent klagprove the rental
agreements and the business office will coordinatte all related campuses and departments, espeailt relates
to the availability of specialized facilities, etécal, cooling/heating, etc.

A Rental Agreement is required for all rentalsadifities by outside organizations. All rental $eshall be
deposited to the district’'s miscellaneous reverag®ant. Refunds, if any, due to overpayment byrémeer shall be
processed for reimbursement.

District employees assigned to work in support cérstal agreement must be paid through the payroll
department. The fees charged to the renter witidied on the rental agreement. The renter shalb@atlowed to
pay district employees directly with cash, cheakpther method.
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A Rental Agreement is required for all rentalsadifities by outside organizations. All contradisié
include a cleaning fee of $50 [unless waived]. Ofkes, if any, will be negotiated with the lesseéhe time that
the rental agreement is executed. All rental agesgsnmust be accompanied by a Certificate of Imsugrgwith
Fort Hancock ISD as additional insured) prior te finst (1) day of facility usage.

The district shall not rent or lease district facilties to private individuals.

Rental Agreement (sample form)

Returned Checks

All makers of returned checks will be charged a.830ee. The fee is subject to increase baseden th
district’s depository bank service fee scheduleréburned checks. The district shall reserve thletrio reject future
checks from makers of returned checks.

Upon receipt of returned checks, the businesseffiall adjust the cash balance of the appropriate
account(s). In addition, the maker of the checll &iganotified to make payment, including the feethe district
within five (5) days.

If the maker fails to make payment within the f{&¢ day period, the Business Manager shall refemntim-
payment for initiation of collection and/or legabpesses.

Sale of Personal Property — Surplus

The Superintendent or designee is authorized tladeDistrict materials, equipment, and suppliebéo
unnecessary and shall dispose of unnecessary alst@guipment, and supplies for fair market valtighe
unnecessary property has no value, the Superintendelesignee may dispose of such property acegitdi
administrative discretion. Items obtained as feldargplus shall be managed according to federallagigns.

At least one surplus sale may be scheduled per Seaplus sales shall be advertised in the local
newspaper, on the districts website, or other ntettsoappropriate. Items shall be sold via markéging, sealed
bids, auction, or other acceptable method thattesuthe best return for the district.

Neither district supplies, nor equipment, shalkbkl or conveyed other than via a surplus salessnl
authorized by the Superintendent or the School s appropriate.
Additional information is available under the Fixadsets topic.

Sales Tax Exemption Form

Texas school districts, public schools, qualifiedrapt private schools and each bona fide chapthirnméa
qualifying school are exempt from the payment afdesales and use tax on purchases of taxable fiterniwir
use, if the purchases are related to the educapooeess. The sales tax exemption form shall be used foraeho
related purchases only. Misuse of the exemptiom fimr personal purchases constitutes a misdemeanor.

It is the purchaser’s responsibility to preseet ékemption form to the vendor at the time of thechase.
A teacher or other staff member who has purchasdhandise and then requests District reimbursemiénmot
be reimbursed the amount of the sales tax chargedrinection with the purchase. Items purchasedrfo
individual's own use, even though connected wittlaool or school organization and even if purchakexligh the
District are not exempt from sales tax. As an eancheerleaders purchasing their own uniformsgdlbraembers
purchasing their own instruments and athletic teporshasing their own jackets are not tax exempt.

Copies of the exemption form may be obtained froendusiness office, webpage or from the Texas
Comptroller of Public Accounts website. Each pusshiashall be responsible to complete, sign andeptdébe form
to the vendor. Note: The purchaser is certifyinthwiis/her signature the following:

I understand that | will be liable for payment dif state and local sales or use taxes which maybexdue for failure

to comply with the provisions of the Tax Code andlioapplicable law. | understand that it is a otinal offense to

give an exemption certificate to the seller foratabe items that | know, at the time of purchasé,bei used in a
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manner other than that expressed in this certiicand depending on the amount of tax evaded fttese may range

from a Class C misdemeanor to a felony of the sbdegree.

Taxes, which should have been exempt, will be uraiged for reimbursement if the exemption form is
not presented to the vendor at the time of thel@age. The purchaser shall pay the sales tax imtegdigon
submission of the sales receipt. The administratearetary/bookkeeper shall issue a receipt fos#es tax and
forward the funds to the business office for defpmsthe account(s) used for the purchase.

Purchase of personal items for staff or students arnot eligible for the sales tax exemption.

Sales Tax Exemption Form

Travel Expense — Advances & Settlements

All travel requests shall be submitted by complgtnrequisitiorprior to the travel event (meeting, conference,
workshop, athletic event, etc). Include hotel coggistration costs, meal and transportation cegts if the costs
will go to different vendors. Comments need to 8deal showing the vendor and the amount each shecdilve.

The travel request will be forwarded to the appiaipradministrator for approval. The final approwall
rest with the Superintendent.

The documentation for travel expenses tisrae-part process The Travel Authorization/Settlement form
acts as an estimate of travel expenses and refguestvancement of estimated travel expenses dedthE trip the
form acts as the certification of the employeewiaktravel expenses. The Internal Revenue Se(liR®) requires
that a settlement of advanced business expensetdiothtes that if a settlement is not receivbdf the amount of
the advance be deducted from the wages of the gapland properly taxed.

The travel rates for meals, lodging, mileage, arltha are limited to the rates and amounts stated
district policy, or the GSA per diems. Refer to fmt Hancock ISD Travel Guidelines for Employeassdurrent
policies, procedures and reimbursement rates.

Part 1. The Travel Authorization form shall be utilized bgmpus staff to request travel funds for student
travel expenses such as registration, meals, toatagion, lodging, etc. The current student traagds are: $30.00
per day for meals and actual lodging costs. Theetea will be issued a either a check or cashHerdstimated
lodging and transportation (taxi, shuttle, etaptl expenditures for the approved travel dateshéck will be
issued for the approved meal per diems. Referadtavel Guidelines for specific procedures andhfar

Part 2. Funds must be available for all estimated expeneit Typically, several requisitions shall be
entered to encumber funds for meals, lodging, tedien, transportation and other expenses. Famele the
requisitions may include the following vendorstrBveler (meals); 2) registration fee vendor; 3ljrae (flights).

Part 3. The Travel Settlement form shall be submitted witfiwe (5) days after the return of the traveler.
All actual travel expenses shall be recorded orsétlement form, with receipts for all expensesegt mileage and
meals. If travel funds were advanced via a chdtkiaavel monies due to the district shall be sutbeci with the
Travel Authorization/Settlement Form. All moniesedio the traveler will be paid upon approval of itthenediate
supervisor and availability of budgeted funds.

The TEA Travel Guidelines for state and federalfsishall be utilized to ensure that the locallydfeah
maximum travel expenditures are not exceeded. Tietnes may be found at the TEA website. Traxplemses
paid with state or federal grants shall not exabednaximums allowable by TEA. The excess travpkexitures
beyond the allowable amounts, if any, must be fraith local funds.

The Business Manager shall review all grant traxglenditures and seek clarification related tofgran
restrictions, as appropriate.

Fort Hancock ISD Travel Guidelines for Employees
Travel Authorization/Settlement Form

Vendors

Purchases from vendors that operate on a cash(dasi®t accept purchase orders) will not be alhwe
The district participates in several cooperativechasing programs. A list of these programs ardabla from the
Purchasing Department. Priority should be givethése vendors since the goods and/or servicestegre
subjected to the rigor of a competitive bid process
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Requests to add new vendors shall be accompanigtebyendor Application Packet. The packed includes
a vendor application, Form W-9, Felony Convictior &onflict of Interest Questionnaire (CIQ). Otkhlecuments
may include a Criminal History check and fingerfirig if the vendor will work directly with studentand/or a
Certificate of Insurance shall include the minimiavel of insurance in the areas of auto liabilggneral liability,
and workers compensation.

The W-9 Form is essential to add the business miractor to the vendor database. The name of the
vendor, as stated on the W-9 Form, shall be entamdtie vendor database. Payments will not be ritadendors
without a W-9 Form on file.

As a matter of law, all existing and new vendomalishe required to complete and file a CIQ with the
business office. The governing body (School Board) the Superintendent shall complete and file Loca
Government Officer Conflicts Disclosure StatemeZitS) with the business office.

The Felony Conviction Notice shall be collectedhfrall vendors that enter into a contract with tbleosl
district. The Texas Education Code, Section 44#&)3gtates that a person or business entity thateimto a
contract with a school district must give advanotae to the district if the person or an ownepperator of the
business entity has been convicted of a felonye Adtice must include a general description ofcthreduct
resulting in the conviction of the felony. Furthmre, Section 44.034(b) state that a school distray terminate a
contract with a person or business entity if tretrdlit determines that the person or businessydatiled to give
notice as required by Subsection (a) or misreptedghe conduct resulting in the conviction. Thetrett must
compensate the person or business entity for ssryierformed before the termination of the contraeistly,
Section 44.034(c) states that this section doegpyly to a publicly held corporation. In additianthe felony
conviction verification, the district shall obtaancriminal history background check and/or fingering
verification for all vendors that will work diregtwith students.

W-9
Vendor Conflict of Interest Questionnaire
Local Government Officer Conflicts Disclosure Stagnt
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