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Preface

The South San Antonio Independent School District has created the District Operating Procedures
through collaborating efforts of the Division of Finance & Business Operations, Internal Legal Counsel,
Division of Academics and Financial Accountability System Resource Guide (FASRG) to outline
District policies and procedures in the understanding of the complex financial requirements of the
educational world environment.

The main focus of the dynamic and fluid manual is to facilitate the various levels of policies in
accordance with state and federal law in order to meet the needs of schools and departments. Our
emphasis is on educating staff members through training to empower them in making sound business
practice decisions.

Suggestions for improvements in these procedures are always welcome.
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Accounts and BookkeepingProcedures



1.1 BASICSYSTEM CODE COMPOSITION

Fund Code

Function Code

Object 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.

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.

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 (Sub-objects)

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.

Example:

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

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 2016-2017 fiscal year of the school district, a 7 would denote the fiscal
year.

Optional Codes 4 and 5

An optional 2 digit code that may be used by the District to further describe the
transaction.



1.2 FUND CODES AND ACCOUNT GROUPS

Fund codes are the first, second, and third digits in the code structure.

General Operating Funds (1XX) (State and locally funded)
101 Food Service

161 Medicaid Administrative Claims(MAC)

162 School Health and Related Services (SHARS)
163 Technology Fund

164 Gifted and Talented

165 Career & Technology

166 Special Education

167 State Compensatory

168 Bilingual/ESL

171 Regional Day School Deaf

181 Athletics

183 Payroll ClearingAccount

184 Accounts Payable Clearing Account

199 General Fund

Special Revenue Funds (2XX, 3XX, 4XX) (State, locally and federally funded)
205 Head Start

211 ESEA Title I, Part A

224 IDEA-B Formula

225 IDEA-B Preschool

244 Vocational Education — Carl Perkins Basic Grant

255 Title 11, Part A: Teacher and Principal Training and Recruiting (TPTR)

263 Title 11, Part A: English Language Acquisition and Language Enhancement
289 School Climate Transformation Grant

315 IDEA-B Discretionary Deaf

316 IDEA-B Formula Deaf

317 IDEA-B Preschool Deaf

385 Visually Impaired

410 Textbooks

435 SSA Regional Day School for the Deaf

461 Campus Activity Funds

480 — 499 Various Local Grants

Debt Service Funds (Locally funded)
599 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 Funds (6XX) (Funded through bond proceeds)
699 Capital Project Fund

General Fixed Assets and General Long-Term Debt Account Groups (9XX) (Memorandum only)

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

902 General Long Term Debt - This set of self-balancing accounts is to account for debts of a non-current
nature.



1.3 FUNCTION CODES

11

12

13

21

23

31

32

33

34

35

36

41

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.

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

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.

Curriculum Development 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.

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

School Leadership -- 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 thatoffice.

Guidance, Counseling and Evaluation 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 realisticgoals.

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.

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.

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

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.

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.

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.
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52

53

61

71

81

95

97

99

Facilities 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.

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 detectiondogs.

Data Processing Services -- A function for which expenditures are for non-instructional 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.

Community Services -- A function for which expenditures are foractivities 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.

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

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

Payment to Juvenile Justice Alternative Education Programs -- This function code is used for
expenditures that are for the purpose of providing financial resources for Juvenile Justice
Alternative Education Programs under Chapter 37, TEC. The function code is used to account for
payments to other governmental entities in connection with students that are placed in discretionary
or mandatory JJAEP settings.

Payments to Tax Increment Fund -- This function code is used for expenditures that are for the
purpose of providing financial resources paid into a tax increment fund under Chapter 311, Tax
Code. The revenues are recorded under fund 199, Object 5746. The expenditures are recorded
under fund 199, Object 6499.

Other Intergovernmental Charges -- This code is used to record other intergovernmental charges
not defined above.



1.7 PROGRAM INTENT CODES

Program Intent codes (two 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 studentsserved.

10

11

20

21

22

23

24

25

28

30

BASICSERVICES

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

ENHANCEDSERVICES

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
intellectualplane.

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.

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.

Head Start --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 tosupplement federal awards for use on Title I, Part A schoolwide
campuses with at least 40% educationally disadvantaged students (including fund code 211,) in
the amount of the SCE allotment used to supplement federal awards. This program intent code
is also used in the Special Revenue Fund for fiscal budgets approved in notice of grant awards
(NOGA) for schoolwide federal projects benefiting Title I, Part A schoolwide campuses with at
least 40% educationally disadvantagedstudents.



SOUTH SAN ANTONIO INDEPENDENT SCHOOL DISTRICT

Budget Code Reference Sheet

Fund

Local Funds
199 General Fund
Federal Program Funds

205 Head Start

206 Title X-Edu. Homeless Children

211 Title | Pt. A & School Improvement

212 Title | Part C

224 |DEA-Part B, Formula

225 IDEA-Part B, Preschool

240 Food Service Fund

244 Career & Technical - Basic Grant

255 Title Il Part A

263 English Language Acquisition

274 Gear Up

281 ESSERII

282 ESSER Il

289 Federally Special Revenue Funds
289, 282, & 429 TCLAS Grant

State Program Funds
385 State Supp. Visually Impaired
404 Student Success Initiative
410 State Textbook Fund
483 COSA - After School Program
485 Pre-K 4 SA Local Grant
488 Food Service Dept. Grants
491 WIT - Workforce Industry Training
499 Donations

Debt Services Fund
599 Debt Service Funds

Other Funds
461 Campus Activity Funds
752 Print Shop
753 Workmen Comp. Insurance Fund
770 Self Insurance Fund
865 Student Activity Funds
876 Faculty Funds

As of 08/17/2023

Function

Instruction & Instr. Related Services

Instructional & School Leadership

Support Services - Student

General Administration

Support Services / Non-Student Based

11 Instructional Services
12 Instructional Resources & Media Serv.
13 Staff Development

21 Instructional Administration
23 Campus Administration

31 Guidance/Counseling and Assessment
32 Social Services

33 Health Services

34 Student (Pupil) Transportation

35 Food Services

36 Co-curricular/Extracurricular Activities

41 General Administration

51 Plant Maintenance and Operations
52 Security and Monitoring Services
53 Data Processing Services

61 Community Services

71 Debt Services

81 Facilities Acquisition & Construction
91 Contracted Instructional Services
93 Shared Service Arrangements

99 Other Inter-governmental Charges

Object

Payroll
6112
6117
6118
6119
6121
6125
6127
6129
6139
6141
6142
6143
6144
6146
6148
6149

Substitute

Salary Supplements/ Stipends

Tutorials & Extra Duty Pay (Professional)
Professional Salaries

Overtime - Support Staff

Para Professional Clerical Staff
Incentive - Support Staff / Part Time/ Temp.
Auxiliary/Support Staff Salaries
Employee Allowances

Medicare

Health Insurance

Worker's Comp. Ins.

TRS Care - On Behalf

Teacher Retirement

Sick Leave Rebate

District Matching

Professional & Contracted Services

6216
6219
6223
6234
6239

Consulting Services

Professional Services (Doctor, Lawyer, etc.)
Student Tuition

Region 20 Services

Education Service Centers - Commitments

6247 - 6249 Contracted Repairs & Maintenance
6255-6259 Utilities

6269
6291
6299
Supplies
6311
6315
6318
6319
6321
6329
6339
6341
6342
6395
6399

Rentals/Operating Leases
Consulting Services (Func. 13,21 &51)
Other Contracted Services

Fuel

Janitorial Supplies

Vehicle Supplies

Other Repair & Maintenance Supplies
Textbooks

Reading Materials

Testing Booklets, Forms, and Study Materials
Food - Food Service Fund Only

Other Food Costs - Food Service Fund Only
Technology Supplies

General Supplies

Travel/Other Expenses

6411
6412
6495
6494
6499

Travel & Subsistence - Employees
Travel & Subsistence -Students
Dues

Transportation Expenses

Misc. Operating Costs

Capital Outlay

6619
6629
6631
6639
6649

Land Improvement

Buildings Improvement

Vehicles > $5,000

Furniture, Equipment, Software > $5,000
Other Capital Outlay

Organization

Program Intent Code (PIC)

46 Band Equipment

74 Community in School
80 Head Start

92 Warehouse

Facilities
61 General Maintenance
64 Warehouse
67 Custodial
69 Plumbing
73 Electrical
76 HVAC
77 Ground
84 Athletics Grounds
85 IPM

Campus Department Regular
001 South San High School 701 Superintendent's Office 11 Basic Ed. Services
006 West Campus High School 702 Board of Trustees
039 DAEP 703 Tax Assessment & Collection Enhanced Services
041 Dwight Middle School 726 Business & Financial Services 21 Gifted and Talented
042 Shepard Middle School 727 Human Resources 22 Career and Technology
044 Zamora Middle School 728 Public Relation 23 Services to Students w/Disabilities
104 Hutchins Elementary 729 Record Management 24 Accelerated Ed. (At-Risk)
106 Palo Alto Elementary 750 General Administration 25 Bilingual Ed./Spec. Lang. Programs
107 Price Elementary 802 Career and Technical 28 Disciplinary Alt. Ed. Program - DAEP Basic Services
108 Frank Madla Elementary 803 Bilingual 30 Title 1, Part A Qualified
109 Five Palms Elementary 804 Deputy Superintendent 32 Pre-K (Early Childhood)
110 Armstrong Elementary 809 Chief Academic Officer 33 Early Childhood - Special Ed.
112 Carrillo Elementary 813 Special Education 34 Pre-K Comp. Ed
113 Benavidez Elementary 814 Athletic Office 35 Early Childhood - Bilingual
699 Summer School 816 Head Start 36 Early Education Allotment
817 Health Services 37 Dyslexia
818 Executive Instruction Services 38 College, Career, and Military Readiness
819 Executive Student & Parent Misc.
822 Learning and Education 91 Athletics and Related Activities
823 Guidance and Counseling 99 Unallocated - SSAISD uses this program intent code for
824 Student Services local, basic education funds when the expenditure is
825 Teaching & Learning coded to any function code other than 11
827 Human Resources Technology
828 Communication
830 Financial Operations
832 Payroll Department Technology
905 Transportation
907 Maintenance & Operations
910 Security Services Local Code
929 Instructional Technology
930 Technology Utilities Misc.
999 District Wide
040 Maintenance Tax Notes- Series 2020
043 Maintenance Tax Notes- Series 2021
045 Maintenance Tax Notes- Series 2022
Sub Object 074 Gear Up
Misc.

15




Commonly Used Object Codes

(May 2024)

62XX - PROFESSIONAL & CONTRACTED SERVICES

This code applies to services only. This means that is we already possess the items and require a vendor to provide
additional services or if the vendor is solely providing services, then the code 62XX should be used.

6219 |Professional Services Must be licensed/registered with the state; ex: Lawyer, Doctor, Engineer
6223 |Student Tuition Institutions of Higher Education such as Colleges, Universities, etc
6234 |Education Service Centers- Services NOT PART OF COMMITMENTS (Professional Development, in-person, etc
6239 |Education Service Centers -Commitments|Annual service fee for Commitments

6247-6249 |Contracted Repairs-Maintenance ex; parts/labor of band equipment/misc. repairs

6255-6259 | Utilities Governmental Entities
6269 [Rental/Operating Leases Copiers, Equipment, Machinery, Building, Spaces, Vehicles, Land, Facilities
6291 |Consulting Services Advisement of services provided by consultants to assist the District
6299 |Misc. Contracted Services Non-Professional Services

63XX - SUPPLIES AND MATERIALS

This code is used for tangible items (e.g., pencils, etc. regardless of whether or not additional services
such as customization or installation are included with the item

6311  (Fuel Gasoline and other fuel needed for operating District Vehicles

6315 |Janitorial Supplies Cleaning Supplies etc......

6318 |Vehicle Supplies Vehicle Supplies other than fuel

6319 |Repair & Maintenance Supplies Routine Maintenance, other vehicle repairs, (labor & cost)

6321 |Instructional Materials Instructional Materials such as workbooks, Teaching Consumables

6329 |Reading Materials Magazines, Newspaper, subscriptions, library books, etc..

6339 |Testing Booklets, Forms, Study Materials |Testing documents, (does not include general supplies, pens, pencils)
computers, monitors, Ipads, laptops, scanners, cameras, printers,

6395 | Technology software & License’s

6399 |General Supplies Items not to excee(':l $5,000 tg |nc'Iude but not limited to: ‘
consumable teaching and office items such as paper, pencils,
workbooks, other supplies for technology (such as mousepads, ipad
covers, keyboards, etc.. ) and staff & student uniforms- cheer, band,
sports, etc)

64XX- OTHER OPERATING COSTS
6411 |Travel (Employees) Professional Development, Trainings, Seminars, etc., hotel fees,
ploy registration fees (virtual included) other misc. expenses related to travel

6494 Transportation Expenditures This code is used when using the District yellow school buses

6412 |Travel (Students) Transportation (Charter Buses or. Rentelxl), registration fees, meals, and
other school sponsored events, field trips, (POR must include student
roster)

6495 Dues/Membership Fees Membershl.ps Fees (TASBO, TASA, etc.:) .
(POR must include staff name referencing associated fee)
Incentives, giveaways, awards, trophies, food, misc. items needed for

6499 Misc. Operating Costs school related meetings/functions, fees that are not associated with

Professional Development or travel, Graduation expenses, newspaper

advertisement fees, Fundraiser Related Item

6639 — Furniture, Equipment and Software (Single Item over $5,000 per unit)




TEA’s Financial Accountability System
Resource Guide (FASRG)

* Education Code 44.007 requires a
standard school district fiscal accounting
system that is compatible with PEIMS

* All school districts must use the account
code structure as described in the FASRG

» Required 15 digit account code, with 5
additional option codes

= Fund code (3 digits)

» Function code (2)

= Object code (4)

» QOrganization code (3)

» Fiscal year code (1)

= Program intent code (2)

» Category code — locally defined (5)

The Code Structure

X X X X X - X X XX - XX - XXX - X - XX - X X X
[ 1 [
I i
! i |
! I
Major Detail ~ Major Detail  Account Major Detail
Classification
Fund Function [ [ob; Organization |y | Fiscal Program |y | Local Local
Cod Codes A Codes Year Intent Option Option
(15X - $XX) (11-99) [ | Liz (001 -999) Code Codes Code 3 Codes 4
F ©-9 M| a1-99 ® and §
Account C 0
Groups Re
(OXX)
T

xpel ial Equity
Transfers Out (8X3XX)

1 Equity

Indicates a datory code for State reporting purposes

Indicates a code that may be used at local option




32 Pre-Kindergarten -- The Texas Education Agency (TEA) is adding these codes to comply
with statutory data collection requirements in the Texas Education Code, §29.1532(c), and to
enable the agency to determine compliance with the maximum allowable indirect cost rates for
indirect expenditures supporting specific programs (19 Texas Administrative Code §105.11)
and compliance with maintenance of effort (MOE) requirements to demonstrate local effort to
support educational programs through the expenditure of local operating funds.

e 33 Pre-Kindergarten - Special Education
e 34 Pre-Kindergarten — Compensatory Education
e 35 Pre-Kindergarten — Bilingual Education

Other

91  Athletics and Related Activities -- The costs incurred to provide for participation in
competitive athletic activities such as football, basketball, golf, swimming, wrestling,
gymnastics, baseball, tennis, track, volleyball, etc. This includes costs associated with
coaching as well as sponsors for drill team, cheerleaders, pep squad or any other organized
activity to support athletics. However, this does not include band.

99 Undistributed -- This code is used to identify costs for expenditure functions not specifically
identified with the major program areas listed above.

1.8 GENERAL LEDGER/JOURNAL BOOKKEEPINGPROCEDURES,

General Ledger Maintenance

General ledger entries shall be made on an on-going basis as needed. End-of-the-month and end-of-the-
year entries shall be made on a timely basis. End-of-the-year entries shall be made prior to the audit field
work by the district’s external audit firm.

Director of Budget & Fiscal Services with the assistance from the Finance department shall be
responsible for monitoring the general ledger maintenance on a monthly basis. The general ledger shall
be reviewed for accuracy in areas such as, but not limited to the following:

e Cash and investment balances equal the respective bank or investment monthly statements
e Aged purchase orders, receivables and payables

e Verify that fund accounts are inbalance

o Verify that bank account reconciling items are posted to the general ledger

Journal Entries
All general ledger entries shall be in balance (debits shall equal credits). A Journal VVoucher form shall be

used to document all entries. All journal entries shall be numbered for tracking purposes. The District
shall utilize a manual numbering system. Accountants shall be authorized to create journal entries and
bookkeepers shall be authorized to post journal entries to the general ledger.

All payroll general journals shall be interfaced to the finance system by the Payroll department. The staff
accountant shall verify to the Director of Budget & Fiscal Services that the pre-post payroll general
journals and the finance payroll general journals in balance and posted accurately to the general ledger.
All payroll general journals must be posted to the finance general ledger no later than the actual pay date.



All changes to the general ledger should be posted within the same month as the changes occurred, if
possible, or as soon as practicable. At times, prior to closing the month, additional reconciling journal
entries may be posted in accordance with the creation and approval guidelines.

All reports should be filed for audit purposes including, but not limited to, the following:
e Cash General Journal

General Journal

Check Payments & Check Register

Detail General Ledger

Summary General Ledger

The Director of Budget & Fiscal Services shall review a Summary General Ledger on a monthly basis to
ensure the accuracy of fundaccounting.

All data entry shall be from the appropriate source document(s). All data entry shall be validated
(verified) with the source documents. A system of checks and balance shall be in place to ensure that all
postings to the general ledger result in the desired outcome. For example, a cash receipt journal shall be
validated to ensure that the total amount deposit matches the posted cash receipt journal.
Ongoing, daily data entry validation greatly increases the accuracy of the fund accounting and facilitates
reconciliation of the monthly bank statements with the general ledger.
General Ledger Transaction (Minimum Data Required)
All general ledger financial transactions shall require the following minimum data:
o Date of the general ledger transaction — the date of the transaction should be within the posting
month and within the posting fiscal year.
e Account code(s) — the proper account code shall be used for all transactions
o Journal [transaction] number — the number assigned should be manually or automatically
assigned in a sequential order. A log of the journal numbers utilized each fiscal year should be
available in a manual or automated form. Automated, system-generated general ledger entries
shall be easily distinguished from manual general ledger entries.
e The credit and debit amounts— the total debits must match the total credits
o Reason for the general ledger transaction — the reason should explain the reason for the
transaction such as cash receipt number, adjustment to budget/expense, etc.
e  Supporting document — supporting documentation, if any, shall be attached to the journal entry
form for audit tracking purposes.

All general ledger payroll transactions shall require the following minimum data:
= Check date — the system-generated general ledger transaction should reflect the check date as

part of the journal entry number

= Account code(s) — the account codes charged for all payroll disbursements, including liability
accounts, should exist in the general ledger prior to posting the system-generated journal entries.
[Note: During the payroll posting process, the payroll department must print and verify that all
payroll accounts exist on the general ledger. If accounts do not exist on the general ledger, the
accounts should be verified for accuracy and if accurate, the list of account codes must be
submitted to an accountant to ensure that the appropriate accounts are created in the finance
system.



Within 15 days after the end of the month, all end-of-month reports should be printed and verified and
the end-of-month process completed. There are four (4) steps in completing the End-of-Month process as

listed below:
= Reconciliation of all bankaccounts

= EOM Activities (Report Generation & Verification)
= Run EOM Reports (archival purposes)
* Process the EOM Close

The Finance & Business Operations EOM Checklist and Procedures should be utilized to ensure that all
critical steps are followed during the EOM Process.

PROCESS CHART-FOR EOM CLOSING PROCESS

Sign onto the iTCCS If EOM can't be run then run Corr. any I/H checks

e e System and Run JFNO215-Ck Trans List, This that were shiehed it

;lelngzr}:z:::z zlfs;:/ge WFN5790-END OF list checks not paid out for the wrong accounting
: MOTH JOB SUBMISSION the month we are closing. period.

Run Microfiche
There will be 3 Jobs
: . Run JFNO400-BALANCE
Region 20 will call when Run JENO185- SHEET; SUMMARY OF SYSOUT Class-5
the regports are ready. SUMMARY REPORTS INCOME: EXP: CASH
4 ¢ SYSOUT Class-6

#351
SYSOUT Class-8

End of Fiscal Year Process

All changes to the general ledger should be posted within the same month as the changes occurred.
Within 60 days after the fiscal year, all end-of-fiscal year reports should be printed and verified for audit
purposes.

All end-of-fiscal year adjustments should be posted to the general ledger prior to closing out the fiscal
year. Prior to the start of the audit field work, the following adjustments shall be posted to the general
ledger:
e Reconcile all cash and investment accounts — all cash and investment accounts shall match the
corresponding bank or investment general ledger balances as of August 31%, as reflected on the
respective monthly statement.

¢ Reconcile all revenue accounts with amounts received and/or earned as of August 315 — All
measurable revenue should be posted to the general ledger. For example, all state aid earned as
of the most recent Summary of Finance & Business Operations report from TEA shall be posted
to the appropriate state revenueaccounts.
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¢ Reconcile all grant revenue and expenditures — the revenue and expenditures in every grant
program (state and federal) should equal. The excess revenue if any should be reclassified to a
payable to the granting agency, unless the excess revenue is an advance payment (deferred
revenue). If expenditures exceed revenue, the amount due from the granting agency should be
posted to the revenue account and accounts receivable accounts.

o Reconcile the final amended budget — verify that all budget amendments (at the functional level)
have been posted to the general ledger. The sum of the original budget, plus all budget
amendments during the fiscal year shall equal the final amended budget.

¢ Reconcile and post all accounts receivables — all funds due from other sources, as of August 31%,
shall be posted to the general ledger. The receivables shall be measurable and expected to be
received within 60 days after the end of the fiscal year in accordance with the district’s
accounting standards.

¢ Reconcile and post all accounts payables — all payables due to others (vendors especially), as of
August 31%, shall be posted to the general ledger. The amounts due for all goods and/or services
received as of August 31% are classified as accounts payable and paid during the next fiscal year.
The District has established a September 30" cut-off for prior year accounts payables, unless the
accounts payable expense exceeds $10,000 and is known prior to the end of the audit field work.
[Note. The accounts payable account (2110) in the prior fiscal year and the next fiscal year must
be in balance.]

e Reconcile all accrued wages and benefits as of August 31% — All accrued wages and benefits
shall be posted to the general ledger, especially for all wages earned in August but scheduled to
be paid in the next fiscal year (after September 1%).

e Reconcile all prepaid expenses as of August 31% — All prepaid expenses shall be posted to the
general ledger to object code 1410. A prepaid expense is typically one that is represents a
disbursement of funds (payment) for goods or services that will be received or utilized in the
next fiscal year. For example, a maintenance agreement that has a term of January 1% through
December 31%, would have an expense for 6 months in the current fiscal and a prepaid expense
of 6 months at the end of the fiscal year. [Note. The prepaid expenses should be cleared in the
next fiscal year by posting the expense to the appropriate expense account code(s).

¢ Reconcile the fixed assets ledger with all fixed asset additions, deletions, or changes — All assets
(as defined in the Fixed Asset Procedures Section) acquired during the fiscal year shall be added
to the fixed asset ledger (database or Excel spreadsheet). All assets disposed of (sold or lost)
shall be removed from the fixed asset ledger. Changes, if any, to the location, value, or category
of assets shall be posted to the fixed asset ledger in Fund Code 901.

e Reconcile the fund balance as of August 31 — All changes, reductions, additions, and/or
designations [restricted, committed, assigned, etc.] of fund balance accounts shall be posted to
the general ledger. All budgetary fund balance accounts (object code 3700) shall be posted to the
appropriate fund balance account (typically object code 3600). Note. Changes to the budgeted
and committed fund balances should be supported by minutes of Board approval.

Gifts from the Public
The Board may accept any bequest or gift of money or property on behalf of the District. The gift shall

become the sole property of the District for its use and disposition. All gifts shall be given to the District
and not to a particular school. At the discretion of the Superintendent of designee, the gift may be used
in a particular school. As per board policy CDC (Local), any gift of $5,000 or less may be accepted by
the Superintendent on behalf of the Board.




The Superintendent shall examine and evaluate offers of gifts to the District and may accept or
recommend acceptance to the Board when gifts:

7 Have a purpose consistent with District purpose.

8 Place no restrictions on theschool program.

9 Do not require the endorsement of a business product.

10 Do not conflict with polices or actions of the Board or public law.

11 Do not require extensive District maintenance.

South San Antonio ISD Donation Process (Form)

Superintendent

Donor
(Donor

Donations $5,000 or less

mm—y Chief Academic
completes
Donation Form) School Board

Donations exceeding $5,000

Finance Department
(Verification of
Donations
requirements)
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Budgetary Process



21 FINANCE & BUSINESS OPERATIONS CALENDAR

* At the beginning of the Fiscal calendar year, Finance & Business Operations will implement the following calendar

TIMELINE

ACTIVITY/PROCESS

September 1, 20XX

Approved operating budget for General Operating, Food Service, and Debt Service funds implemented.

Balance iTCCS live file after upload from budget prep. Verify all numbers before campuses are allowed to use the
system.

Mid-September

Leveling - budget amendment for additional changes in personnel if necessary

September 20XX End of 1st Six Weeks - Request enrollment numbers
October 20XX End of 2nd Six Week - Request enrollment numbers
MAC April-June Quarterly Report Due
November 20XX PEIMS Fall submission due - budget snapshot at 10/31/XX.
Mid-December 20XX | Financial Statements - finalize for Board approval at December meeting.
December 20 20XX End of 3rd Six Weeks - Request enrollment numbers
January 20XX Mid-Year allocations for campuses. Prepare budget amendment if necessary.
Student projections per campus established for next year budget.
Controlled Budget Management process in effect for campuses.
NCLB Comparability Report Due
MAC July-September Quarterly Report Due
February 20XX Staffing meetings with campuses and Human Resources Department to determine staffing needs.

Conduct budget workshops for campuses/departments. Provide instructions for completing required forms.

Submit Indirect Cost data (ICRP) to TEA for next year's rate

Start working on SHARS due April 1

Make sure to advertise Final Financial Statements in newspaper Ad

Mid February 20XX

PEIMS Financial Statement submission due

February 20XX End of 4th Six Week - Request enrollment numbers
Campus Improvement Plan Division of Academics "CILT"
March 20XX Budget input from Administrators

Discuss and obtain management and campus administrators budget input

Verify Property Tax Values

Review capital asset planning with appropriate departments (Athletics, Band, Facilities, Cafeteria, Technology)

Regular Board Meeting

Distribute budget calendar to Trustees in their Information Packets

Mar. - April 20XX

Individual campus/department meetings with Finance & Business Operations staff to assist in the completion of
required budget documents. All meetings scheduled through the Finance Office

April 20XX

End of 5th Six Week - Request enrollment numbers

SHARS Cost Report Due

MAC October-December Quarterly Report Due

End of April 20XX

All budgets need to be turned in to the Finance & Business Operations Department.

May 31 20XX End of 6th Six Week - Request enrollment numbers
End of May 20XX Payroll rollover into Budget Position Management.
June 20XX Controlled Budget Management process in effect for departments.
June 20XX S.S.1.S.D. Board of Trustees budget workshop; campus and department budgets will be reviewed along with prioritized
programs and projects as determined by the Superintendent and Business Office.
MAC January-March Quarterly Report Due
July 20XX S.S.A.1.S.D. Board of Trustees budget workshop; campus and department budgets will be reviewed along with
prioritized programs and projects as determined by the Superintendent and Finance & Business Operations department.
July 20XX 72 hour notice of July Board meeting; the certification of anticipated collection rate by tax assessor/collector at regular
July Board meeting; appointment of individual to calculate and publish South San 1.S.D.'s effective tax rate.
Announce date, time, and place of public meeting to discuss proposed budget and proposed tax rate.
Deadline for Chief Appraiser to certify appraisal rolls to the taxing units as soon as practical.
External Auditors to begin preliminary field work
August 20XX Publish "Notice of Public Meeting to Discuss Budget and Proposed Tax Rae." Notice must be published more than 10

days but less than 30 days before the date of the public meeting. The public meeting is scheduled for Thursday,
August 26, 20XX at 6:00pm

Special Board Meeting to Discuss Budget and Proposed Tax Rate August 2016

1) Adopt the 2016-2017 Budget

2) Adopt the 2016-2017 Tax Rate

3) Amend the 2015-2016 current year budget

Last day for delivery of warehouse orders that impact the 2015-2016 budget.

End of August 20XX

Balance all items in budget prep file for upload into live iTCCS file.




2.2 BASIS OFBUDGETING

The funds and accounts of the District have been established under the rules prescribed in the Financial
Accounting and Reporting Module of the Texas Education Agency Financial Accountability System
Resource Guide. The Board of Trustees requires that annual budgets to be adopted for the General Fund,
the Child Nutrition Fund and the Debt Service Fund. Budgets are prepared using the same accounting basis
for financial statements. The modified accrual basis of accounting recognizes revenues in the accounting
period in which they become both measurable and available and it recognizes expenditures in the
accounting period in which the fund liability is incurred, if measurable, except for unmatured interest and
principal on long-term debt, which is recognized when due. The Special Revenue Funds and Capital
Projects Funds adopt project-length budgets which do not correspond to the District’s fiscal year and are
not subject to Boardapproval.

Ledal R irement for B t

Legal requirements for school District budgets are formulated by the state, the Texas Education Agency
(TEA), and the local district. In addition, legal requirements also may be imposed by state and federal
grants, TEA legal requirements and local District requirements for basic budget development and
submission.

Sections 44.002 through 44.006 of the Texas Education Code establish the legal basis for budget
development in school districts. The following items summarize the legal requirements from the
code:

« The superintendent is the budget officer for the District and prepares or directs the budget to be
prepared.

« The District budget must be prepared by a date set by the state board of education, currently August
31. In order for the budget to be adopted by the board of trustees, inclusive of amendments, the
District budget must be prepared by August 20.

« The president of the board of trustees must call a public meeting of the board of trustees, giving
ten days public notice in a newspaper, for the adoption of the District budget. Any taxpayer in the
District may be present and participate in the meeting.

« Concurrently with the publication of notice of the budget above, a school District must post a
summary of the proposed budget on the school district’s Internet website or in the district’s central
administrative office if the school District has no Internet website. The budget summary must
include a comparison to the previous year’s actual spending and information relating to per-student
and aggregate spending on instruction, instructional support, central administration, District
operations, debt service, and any other category designated by the commissioner. (Section 44.0041,
TEC).

« No funds may be expended in any manner other than as provided for in the adopted budget. The
board does have the authority to amend the budget or adopt a supplementary emergency budget to
cover unforeseenexpenditures.

« The budget must be prepared in accordance with GAAP (generally accepted accounting principles)
and state guidelines.

« The budget must be legally adopted before the adoption of the tax rate unless the District electsto
adopt a tax rate before receiving the certified appraisal roll for the District as provided by Section
26.05(g), Tax Code (see the following point if the District elects to adopt the tax rate first).
Additionally, a school District must publish a revised notice and hold another public meeting
before the District may adopt a tax rate that exceeds the following: (1) The rate proposed in the



notice prepared using the estimate; or (2) The district’s rollback rate determined under Section
26.08, Tax Code, using the certified appraisal roll.

« If a school District elects to adopt a tax rate before adopting a budget, the District must publish
notice and hold a meeting for the purpose of discussing the proposed tax rate as provided by TEC
44.004. Following adoption of the tax rate, the District must publish notice and hold another public
meeting before the District may adopt a budget. The comptroller shall prescribe the language and
format to be used in the notices. The school District may use the certified estimate of taxable value
in preparing anotice.

+ HB 3, 81st Regular Session, added TEC 39.084 which requires that on final approval of the budget
by the school board, the school District shall post on the district’s internet website a copy of the
adopted budget. The website must prominently display the electronic link to the adopted budget
until the third anniversary of the date the budget was adopted.

2.3 ANNUAL OPERATING BUDGET,

Fiscal Year
The District operates on a fiscal year beginning September 1 and ending August 31.

Budget Planning

Budget planning shall be an integral part of overall program planning so that the budget effectively reflects
the District’s programs and activities and provides the resources to implement them. In the budget planning
process, general educational goals, specific program goals, capital improvement goals, and alternatives for
achieving program goals shall be considered, as well as input from the District and campus level planning
and decision-making committees. Budget planning and evaluation are continuous processes and shall be
a part of each month’sactivities.

B Pr verview
The Budget Development Process is comprised of three major phases

e Planning
e Preparation
e Evaluation

Planning Phase

The first phase of the Budget Development Process is planning. Planning involves defining the mission,
goals and objectives of campuses, departments, and the district.

Since strategies to attain the goals and objectives need to be developed before starting the actual budget
calculation process, it is important that each campus and department prepare statements in the “Mission,
Goals and Objectives” and “Performance Evaluation” forms as the initial exercise in planning the annual
campus/department budget. This exercise comprises developing narrative and quantitative statements.

This information will be used to analyze and justify the district’s basic programs and operational request,
as well as to ensure that individual campus and department mission, goals and objectives are consistent
with the district’s overall mission, goals, and objectives. Line item budgeting remains the primary fiscal
tool; thus completion of the “Mission, Goals and Objectives” and “Performance Evaluation” is an
important step in summarizing and evaluating each campus/department and its budget.



Preparation Phase

Revenue Projections
In order to meet the future needs of the district, administrators should forecast the source and amount of

resources or revenue available. Therefore, projections of revenue from the three major sources should be
made. These revenue sources include Local, State, and Federal aid.

Local Revenues typically consists of monies generated by the local tax efforts. Factors that need tobe
taken into account include such things as assessed property values, property value growth/decline rates,
applicable tax rates, historical collection rates, applicable state wealth per student limitations, state
mandated tax rate rollback thresholds, and delinquent tax collections.

State Revenues traditionally consists of monies received as a result of state funding. The tool that plays
a major part in the estimation of this type of resources is the state provided “Summary of Finances”
which takes into account several components. These components include such things as student
enrollment, enrollment population classifications, allotment weights, student attendance, weighted
average daily attendance, free and reduced lunch participation, as well as all of the Local Revenue tax
efforts. All Directors involved in Special Education, Gifted & Talented, Career & Technology
Education, State Compensatory Education, and Bilingual Education forecasted Special Population
FTEs. The Special Population counts from each category help determine the revenue projections from
the Texas Education Agency.

Federal Revenues involve a variety of amounts and sources. These sources generally are federally
distributed funds, which can flow through the district, Region Education Centers, Texas Education
Agency, or directly from the federal source. Methods of allocations can vary from payment of indirect
costs to applications for specificgrants.

Expenditure Projection

In order to support the mission, goals and objectives of the district, administrators should forecast the
operating costs for all funds necessary to achieve those intents. Expenditures/expenses should be classified
by the major object classes according to the types of items purchased or services obtained. These budgetary
allocations should project costs for the major expenditure categories (objects), which include:

Payroll Costs (6100) are the costs of employee salaries and benefits. These costs make up 85% or more
of annual operating expenditures and should be based primarily upon enrollment projections and
applicable state mandates concerning class, size, minimum salaries, etc. When appropriating or after
appropriation of this area, it is important that the appropriate administrator conducts a full analysis of
the personnel situation as well as submit recommendations addressing the findings. The “Payroll
Analysis” form is the management tool that can assist to address this issue. Therefore, this form needs
to be completed and submitted to the Finance & Business Operations department by the Budget
Request deadline.

Professional and Contracted Services (6200), Supplies and Materials (6300) and Other Operating Costs
(6400) are typically variable and miscellaneous expenditures. The projection of these costs may also
be based upon student enrollments or can be disbursed based on the authorized administrator’s
discretion. The completion of expenditure estimates for costs not directly related to enrollment levels
such as utilities, insurance and maintenance costs are simply calculated based upon historical data or
anticipated changes.

Debt Service Costs (6500) are usually repayment of financed debt and should be based upon debt
repayment schedules when bonds or other debt is issued. The appropriation of this type of expenditure
is very limited or non-existent at the school or department levels.

Capital Outlay Costs (6600) includes items that are inventoried and become part of the district’s fixed
assets group such as furniture, audio-visual equipment, computer equipment, and other equipment.



These costs should be forecasted and budgeted based on an overall District Capital Improvement Cost
Plan rather than on an individual campus or department basis, the proper “Capital Outlay Justification”
form needs to be submitted aswell.

Evaluation Phase

Evaluation is the last step of the district’s budget cycle. Information is compiled and analyzed to assess the
performance of each individual department and campus, as well as the District as a whole. This information
is a fundamental part of the planning phase for the following budget year.

In the educational context, budgeting is a valuable tool in both planning and evaluation processes.
Budgeting provides a vehicle for translating educational goals and programs into financial resource plans.
Thus, instruction planning (to attain student educational goals) should determine budgetary allocations.
This link between instruction and financial planning is critical to effective budgeting. In addition, such a
budgeting practice may enhance the evaluation of budgetary and educational performance since resource
allocations are closely associated with instructional plans.

| ibilit

District-wide
o Must comply with federal/state laws and local board policies
o Must ensure that all resources are reflected in the District/Campus Improvement Plans
o Must ensure that all students are served
o Must ensure that all students in special programs are served in accordance with TEC
Site-Based Committee (budget committee)
o Develops goals and objectives for district
o Review the Campus Improvement Plans
o ldentifies budgetary needs (resources) and funding priorities
o Prepares preliminary District and campus budget (advisory only)
Campus Principal and Assistant Principal(s)
o Acts as budget manager for the school
o Reviews preliminary budget prepared by site-based committee
o Evaluates staffing needs based upon enrollment projections
o Reviews the campus budget and provides input to the Superintendent
Central Office Administrators
o Review of staffing needs (Human Resources)
o Review of special program compliance (Special Program Administrator)
o Review of Campus Plan and budgets to ensure compliance with District Plan (Curriculum
Department)
o Review of budgets to ensure fiscal compliance (Finance & Business Operations Department)
o Provide budgetary guidance to campus and department staff
Superintendent
o Conducts final review of campus and department budgets
o Submits proposed budgets to the School Board
School Board
o Reviews campus and department budgets for compliance with District goals
o Conducts budget public hearings
o Adopts the official budget



2.4 BUDGET AMENDMENT

A budget amendment form (http://www.southsanisd.net/Page/477) is required when a change is made
increasing any one of the functional spending categories or increasing revenue object accounts and other
resources. (Form)

The South San Antonio ISD authorizes the Superintendent to approve any budget amendment requiring a
change in fund or function, when the amount does not exceed $25,000. Per Policy CE (LOCAL). An
amendment approved by the Superintendent as a result of this provision must be reported to the Board at
the next Board meeting.

SSAISD General Fund Budget Amendment
Approval Process

(A Budget Amendment 1s required when moving funds between functional spending categories)

Division of
Superintendent

Division of Chief Academic
Academics Officer

Division of Chief Financial

Office of CFO

Office of CFO

prepares agenda item
for the monthly
Board Meeting

Finance Officer

CFO Post upon
approval

* Office of CFO will present budget amendments.
* Requestor will be required to attend board meeting to answer any questions from Board.

* Academics consists of Campus Principals, Curriculum Instruction Budget Officers & Technology
* Finance consists of Maintenance, Business Operations & Human Resources Budget Officers
¢ Superintendent consists of Communications

Example of Budget Amendment request: From Account: IXX-11-6XXX-XX-6XX To Account: IXX-12-6XXX-XX-6XX

lucati : : | .
TEA has developed additional requirements for school District budget preparation as follows:

« Aschool District must amend the official budget before exceeding a functional expenditure category,
i.e., instruction, administration, etc., in the total District budget. The annual financial and compliance
report should reflect the amended budget amounts on the schedule comparing budgeted and actual
amounts. The requirement for filing the amended budget with TEA is satisfied when the school District
files its Annual Financial and Compliance Report.
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2.5 BUDGET CHANGEREQUEST

A Budget Change Request (BCR) is required when budget dollars are needed in a particular line item
within the same functional category. BCR’s must be electronically requested through the District’s

iTCCS system.
1. Budget Change RequestProcess
2. Requestor-Campus/Department Manager
3. Review and approve- Division of Academics, Finance & Business Operations or Superintendent
Office
4. Review and approve-Special Programs Account (Federal Funds) and General Accountant (Local

Fund)

Division Descriptions

Academics consists of Campus Principals, Curriculum & Instruction Budget Officers

Finance consists of Technology, Maintenance & Business Operations Budget Officers
Superintendent consists of Communications and Human Resources Budget Officers
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Accounts Payable



3.1 ACCOUNTSPAYABLEPROCEDURES

A. Purchase Orders

1.

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

Add a line for shipping, ifapplicable.

No changes, substitutions or increase of funds can be made to a purchase without prior
approval.

SSAISD is tax exempt. Taxes should not be added to fees or price.

No purchase order can be cancelled without confirmation from vendor of cancellation.

A purchase order must be done prior to a purchase being made. If this is not done, merchandise
may be paid for by campus funds, not from budgeted District funds. Preview items must be
done as a purchase and will be paidas such if not returned by terms.

Purchase Orders need to have the followingapprovals:

Campus principal/supervisor

Purchasing Department

General Accountant

Grant Manager, if using grantfunds

e o oe

B. Receiving Direct Deliveries

1.

When merchandise is shipped direct to campus, Accounts Payable must be notified in order for
the invoice to be considered for payment. This can be done by returning the receiving copy
signed of the purchase order to Accounts Payable for payment.

All returned purchases are coordinated by the campus or department secretary. Partial
shipments need to be monitored to ensure that the full shipment is received within a reasonable
time period. Partial payments should not be made unless prior arrangements have been made
with the vendor.

Invoices given direct 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.
Only original documentation will beaccepted.

C. Open PurchaseOrders

1.
2.
3.

All open purchase orders are done as blanket requisitions.

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 or current year budget, as they will be considered prior year purchase and
funds will not be available to paythem.

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.

Open purchase orders to retailers: charge slips/receipts must be sent in as used, do not wait until
purchase order 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, list purchase order number on all receipt/charge slips. Do
not send copy of purchase order until you are ready to close purchase order or the funds are
depleted.

Once encumbered funds are depleted or spent, a new purchase order will need to be generated
before further purchases can be made.



D. Consultants

1. Consultants are never paid in advance. This should not be reflected in any agreement made with
consultant. A payment is made after services are rendered. This can be done in a series of
payments or in one lumpsum.

2. Consultants must complete the appropriate vendor forms. http://www.southsanisd.net/Page/497
E. Mileage Reimbursement

1. Acompleted Monthly Travel Report form should accompany mileage reimbursement.
http://www.southsanisd.net/Page/476

2. Both employee and supervisor/principal/director approval is required for reimbursement.

3. Original form is to be uploaded as supporting documentation in the requisition.

4. The District will reimburse employees at the mileage rate indicated on the official state
mileage guide. For out-of-district travel, use MapQuest to calculate distance.

F. Membership Dues

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

2. No membership dues will be paid without the proper attachments.

3. Purchase Order for subscriptions list ship to of your location.

G. Payment for Contract Services

1. Form should list date of service, what service was and the dollar amount.

2. Supplemental payment form must be complete by listing vendor name, address, and social
securitynumber.

3. Anincomplete form will result in delay ofpayment.

4. Payment can only be made from an original agreement, not from a copy and must follow the
steps under purchasingsection:

a) Fill out a purchase order including all pertinent information, Purchasing
Director approval.
b) Must be approved by campus principal/supervisor.
¢) Must be approved by Financedepartment.
d) If grant funds are used, it must be approved by grant supervisor.
H. Invoices and Payments

1. Allinvoices that contain the appropriate discounts, bid/quote pricing, terms of shipment, tax
exemption, and extensions correctly will be paid within thirty (30) days of invoice (Govt. Code
2251).

2. Accounts Payable checks will be processed weekly for release of the end of the work week.
(Refer to South San Antonio ISD Accounts Payable Check Run Schedule 2015-2016)
http://www.southsanisd.net/Page/3922

I. Returned Merchandise
1. Merchandise delivered to a campus must be returned by a campus. The campus will be
responsible for notifying Accounts Payable of this transaction in order for proper credit to be
received.

J. Use of School CreditCards
1. SSAISD has only two major creditcards.
2. Credit cards will be used for travel and emergency situations.
3. The District provides a vendor issued credit card.



http://www.southsanisd.net/Page/497
http://www.southsanisd.net/Page/476
http://www.southsanisd.net/Page/3922

3.2 TRAVEL PROCEDURES (FOR LOCAL, FEDERAL, STATE AND GRANT FUNDS)

School Board Policy DEE Local states: An employee shall be reimbursed for reasonable, allowable
expenses incurred in carrying out District business only with the prior approval of the employee’s
immediate supervisor and in accordance with administrative regulations.

Note: Travel expenses incurred due to the fault of a traveler, except for extenuating circumstances,
such as late registration, cancelled flight, etc. are not considered to be reasonable or necessary;
therefore, all such expenses shall be paid or reimbursed by the traveler.

All travel expenses shall comply with federal, state and local guidelines. The District shall apply the same
travel guidelines and rates for all travel expenses regardless of funding sources, except for the following:

e Excess lodging above the GSA schedule or conference rate, as applicable only with local funds
(Fund 199, to be approved by the Superintendent, the Chief Academic Officer or the Chief
Financial Officer).

Federal guidelines (IRS):

o All travel expenses shall be paid under an Accountable Plan: 1) travel must have a business
connection; 2) the traveler shall account for all expenses; 3) excess advances, if any, shall be
reimbursed to the district; and 4) meal expenses shall be in conjunction with overnight travel only.

e The meal expenses for the day of departure and return shall be adjusted based on the date of
departure and return as noted in the District travel guidelines.

e Travel advances will not be provided to a traveler more than 30 days prior to the travel event.

Federal Guidelines (EDGAR):

o All travel expenses paid with federal grant funds (typically funds 2XX) shall meet the new
EDGAR requirements (200.474) such as: 1) all travel costs must be reasonable and necessary; 2)
all travel costs must be consistent with the district’s travel policy; 3) all travel costs must be
directly related to the grant award; and 4) all travel costs must meet the obligation of expenses
rules.

¢ In addition, all federally-funded travel expenses must meet the TEA’s Current Travel & Mileage
Reimbursement Rates (as published in the most recent TEA Correspondence).

State Guidelines (TEA):
o All mileage, lodging, and meal reimbursement rates published by the Texas Comptroller of Public
Accounts apply to all grants (federal and state, typically funds 2XX, 3XX and 4XX) funded by
TEA for individuals on travel status. Refer to GSA rates for the current fiscal year at:_
https://fmx.cpa.state.tx.us/fm/travel/travelrates.php
o All travel expenses paid with federal and state grant funds shall meet the allowable travel expenses
as specified in the TexTravel Guidelines, subject to limits imposed by District travel guidelines.




Local District Guidelines:

The local District guidelines shall apply to all travel expenses regardless of funding source for in-state and
out-of-state travel. All anticipated travel costs shall be submitted on a requisition request along with
supporting documentation, approved by the immediate supervisor, and the Purchasing Director. With
federal funds, an additional approver(s) will be added to the path. All anticipated travel costs shall be
encumbered to the appropriate budget account code(s) before any travel-related costs are incurred by the
district or traveler.

Travel Rates:

The mileage, lodging, and meal reimbursement rates published by the comptroller apply to all travel
reimbursement rates. The link below to the Domestic Maximum Per Diem Rates should be used to
determine the appropriate rates for in-state and out-of-state travel:
http://www.gsa.gov/portal/category/21287
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WASHINGTON, DC
METRO AREA

The Department of Defense sets for rates for The State eraﬂmenl
Alaska, Hawvail, U.S. Territories, and Possessions sets Foreign rates.
(OCONUS rates.) Yisit DoD Site > Visit State Dept Site =

Note: General fund accounts shall be used to pay meal and lodging costs in excess of the Domestic
Maximum Per Diem Rates. SOUTH SAN ANTONIO ISD does not pay for any meals for day trips. A
day trip is defined as a trip that does not require an overnight stay.
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District Allowable Travel Expenses:

Meals-reimbursement only*

Full Meal Per Diems — If the dates of travel are all full days and no meals are provided by the
event, indicate the number of days for meals on requisition request. The total number of meals
reimbursed will be based on whether meals are provided by the event and the day of departure
and/or return and the current GSA meal per diem for the destination location/month.
Adjusted Meal Per Diems:

o Adjust the requested amount for meals if the conference/workshop will include any meals.

If meals (except continental breakfast and receptions) are provided as part of the event,
reductions should be made in accordance with the GSA Schedule.

o The first and last day of travel will be reduced to 75% of the GSA meal per diem.
Student Meals: Attach a list of students to support the number of meals requested for co-curricular
or extra-curricular events, if applicable. Refer to the district reimbursement rates for in-state and
out-of-state travel for students. A detailed receipt for the student meals must be submitted with the
Travel Settlement form. Current rates: $24 per day in-state and $24 per day out-of-state.
A check or ACH will be issued to the traveler within 30 days of the travel event for all board
members and student meal per diems. All of the required documentation shall be submitted to the
business office in accordance with the business office deadlines.
The traveler shall complete a Travel Settlement after the travel event and shall certify the “actual
costs”. The actual costs shall not include any meal tips. Travelers do not have to submit receipts
for their meal expenses. If the actual costs are less than the advanced per diem, the traveler must
reimburse the unspent funds to the district within 10 business days of the travel event.
*Meal Per Diem advances are allowed only for students and board members.

Lodging

Lodging costs shall be allowable for travel events that require an overnight stay away from the
traveler’s home. No lodging shall be allowable in the traveler’s home city at a commercial lodging
establishment.

The maximum nights of lodging shall be based on the start and end dates of the travel event and the
distance of the travel location. Lodging costs that exceed the required minimum shall not be
deemed necessary or allowable travel costs. For example, if an event in Austin has a 10 am or later
start, lodging costs would not be reasonable, necessary or allowable travel costs.

The traveler shall estimate the lodging expense per night (including all taxes, surcharges, etc.). A
conference or event hotel shall be the first priority to minimize transportation costs at the event
city.

The maximum lodging rate, shall be for the city of travel and the month of travel based on the GSA
website or the conference rate. A copy of the lodging rates for the date(s) of travel shall be attached
to the requisition request as supporting documentation for audit purposes.

The traveler (or campus secretary on behalf of the traveler) shall make the hotel reservation and
secure with their personal credit card.

Hotel and travel websites such as Hotels.Com, Expedia, Travelocity, etc. are discouraged as they
require pre-payment and will not remove state tax.

The traveler may, at his/her request, stay with a family member or friend instead of at a hotel. If the
traveler selects this option, the traveler shall not receive any payment in lieu of lodging costs.

The traveler may, at his/her request, choose to return to their home city each day of a multiple-day
travel event if the distance from their home city to the event city is less than 100 miles each way.
The traveler may receive mileage reimbursement for each trip in lieu of the lodging costs.

The traveler shall present a Hotel Occupancy Tax Exemption Certificate to a Texas hotel. If the
traveler fails to present the certificate, the traveler will not be reimbursed for the unallowable tax



expense. The Hotel Occupancy Certificate can be found on the district’s Business Webpage. The
hotel occupancy tax exemption does not apply to out-of-state travel.

The traveler shall present a Sales Tax Exemption Certificate to a Texas hotel for parking costs. If
the traveler fails to present the certificate, the traveler will not be reimbursed for the unallowable
tax expense. The Sales Tax Exemption Certificate can be found on the district’s Business
Webpage. The sales tax exemption does not apply to out-of-state travel.

When at least two (2) travelers (district employees) are traveling to the same event, they may share
the lodging and each receive the maximum lodging rate on the GSA schedule. Each traveler shall
submit a travel voucher for their portion of the lodging costs. District employees shall not be
required to share a room with another employee, but may be encouraged to share a room to
minimize the lodging costs.

When a traveler shares lodging with a non-district employee or district employee not in travel
status, the maximum lodging costs shall be the appropriate GSA schedule rate for single
occupancy.

Internet charges at a lodging facility shall be allowable only for Cabinet members to support email,
iTCCS or other work-related access. Internet charges for other staff members shall be subject to
pre-approval on a case-by-case basis.

Lodging costs such as movies, gym facility, spa or other non-essential costs are not allowable for
reimbursement or payment with any district funds.

Lodging tips may be paid at the traveler’s discretion, but will not be allowable travel costs for
reimbursement or payment with any district funds.

A detailed lodging receipt must be submitted by the traveler with the Travel Settlement Form
within 10 business days after the travel event.

Transportation — Flights

Flight costs shall be allowable for travel events that require travel away from the traveler’s home.
The departure and return dates of the flight shall be based on the start and end times of the travel
event and the distance of the travel location.

The actual cost of commercial air transportation (lowest coach fare) to accommodate the required
travel dates of the travel event shall be allowable costs.

Travelers should travel to their destination location by the most economical means, i.e. either flight
or mileage; however, travelers may opt to travel to their event destination via district/personal
vehicle in lieu of flying to the event for medical or personal comfort reasons. If the traveler opts to
travel to an out-of-state destination, the costs/reimbursement for transportation shall be limited to
the lesser of the mileage or estimated flight cost.

Travelers are encouraged to use Southwest Airlines (SWA), as SWA fliers are allowed to check up
to two (2) bags, limited to no more than 50 pounds each at no additional cost, but not required.

All flights shall be purchased by the campus/department with the District credit card for the most
economical route and schedule to meet the travel plans. A requisition request shall be submitted
along with supporting documentation and approved by the respective supervisor. Supporting
documentation for flights shall include two quotes for all fees associated with flight, one must be
obtained from SWA.

A rental car at the event location shall be allowable if it is the most economical method to access
the event location, prior approval required.

All flight costs associated with deviations from the required travel plans, such as pre or post
personal days shall be paid by the traveler. For example, if the required travel dates are Sunday
through Wednesday, but the traveler opts to depart on Friday to spend personal days at the travel
destination, the additional cost, if any, to fly on Friday shall be paid by the traveler.



Transportation — Mileage

Mileage reimbursements shall be allowable for travel events that require travel away from the
traveler’s home.

Travelers shall be reimbursed at the current mileage rate established by the Texas Comptroller
and/or TEA.

Travelers shall be required to submit fuel receipts, if any, for travel in a district-owned vehicle.
Travelers shall not be required to submit any fuel receipts for travel in a personal vehicle.

The District has chosen the MapQuest mapping system to document mileage reimbursements. A
MapQuest printout with the mileage from the point of origin [campus or district address] to the
point of destination shall be printed and attached as supporting documentation to the requisition
request.

Mileage costs related to personal destinations before, during or after the travel event shall not be
allowable costs. In addition, mileage costs due to the traveler’s error in reaching the destination,
such as getting lost shall not be allowable costs.

When four or fewer employees travel on the same itinerary, only one may be reimbursed for
mileage. When more than four employees travel on the same itinerary, only one out of every four
may be reimbursed for mileage. The district shall allow for an equal distribution of the mileage
allotment among the travelers if they opt to drive separately to the event.

Transportation — Rental Car

Rental car costs shall be allowable for travel events that require travel away from the traveler’s
home via a flight if use of the rental car is the most economical mode of transportation.

Rental car costs shall not be allowable if the traveler can reach the travel destination via taxi or
shuttle at a lower cost.

Rental car daily rate shall not exceed $120/day; plus all applicable taxes and mandatory charges..
Charges for liability insurance supplement, personal accident insurance, safe trip insurance or
personal effects insurance are not allowable costs.

A requisition request is required to be submitted along with a quote from Enterprise.com for the
dates of rental and preferred vehicle information.

Rental car reservation will be made by the Purchasing department based on the traveler’s submitted
preference.

Travelers shall be required to submit fuel receipts, if requesting reimbursement, for travel in a
rental car.

Rental car deviations from the required travel plans, such as pre or post personal days will not be
permitted. For example, if the required travel dates are Sunday through Wednesday, but the traveler
opts to depart on Friday to spend personal days at the travel destination.

Detailed rental car and fuel receipts must be submitted by the traveler with the Travel Settlement
Form within 10 business days after the travel event.

Transportation — Parking Charges

Parking charges shall be allowable for all travel events within Bexar County, in-state and out-of-
state, as appropriate, if the traveler is traveling in a rental car, district-owned vehicle, or personal
car while on travel status.

Parking at the airport at the traveler’s home location shall be allowable, as appropriate, for all
required travel dates. Additional parking days, at the traveler’s option due to pre or post travel days
shall not be allowable costs with district funds.

Parking receipts must be submitted by the traveler with the Travel Settlement Form within 10
business days after the travel event.



Transportation — Toll Charges

Toll charges shall be allowable for all in-state travel events, as applicable, if the traveler is
traveling in a rental car, district-owned vehicle, or personal car while on travel status.

Toll receipts, as appropriate, must be submitted by the traveler with the Travel Settlement Form
within 10 business days after the travel event. Toll charges while in a district-owned vehicle are
forwarded to the district by the toll authority.

Transportation — Taxi, Shulttle, etc.

Taxi and shuttle costs shall be allowable for all in-state and out-of-state travel events, as applicable,
if the traveler is on travel status.

Taxi and shuttle tips may be paid at the traveler’s discretion, but will not be allowable travel costs
for reimbursement or payment with any district funds.

Registration Fees

Registration fees for a conference, workshop, or other training event as supported by a registration
form are allowable costs. Fee-based optional events such as a speaker or awards luncheon shall be
approved on a case-by-case basis if the event fee is reasonable and the traveler would derive a
work-related benefit from attending the event. Fee-based optional events such as socials,
excursions, tours, or other purely entertainment events are not allowable costs.

The authorized travel expenses shall be supported by the registration form and Schedule of Events.
The documentation shall include the start and end dates of the event, event location and registration
fee.

A copy of the registration form and Schedule of Events shall be submitted with the requisition
request as supporting documentation.

o Allowabl | _

Alcoholic drinks or beverages

Entertainment expenses, such as in-room movies, fee-based hotel amenities such as gyms, spas,
etc.

Expenses for spouses or other non-district employees

Expenses due to the traveler’s failure to cancel a registration or travel arrangements (except for
extenuating circumstances)

Hotel Internet charges (unless expense is work-related and pre-approved on travel authorization)
Non-substantiated or fraudulent travel reimbursement requests shall be non-allowable travel
expenses. Travelers who submit fraudulent travel reimbursement requests shall be subject to
disciplinary action, up to and including termination of employment.

nt Travel ve rul I
All travel request for field trips must be submitted 30 days prior to trip.
All Student Travel requests must have the following attached: list of students, managers &
sponsors, and agenda for event.
All reimbursements must be received within 10 days of the completion of competition. All
receipts must be submitted with a copy of your travel request.
No reservations shall be made prior to all approvals being received.
If the coach/sponsor pays for all meals, then one receipt must be obtained from the eating
establishment and remitted to the Business Office. If the funds were advanced, excess funds must
be returned promptly.
Sponsors must receive Tax Exempt Form to present when buying student meals. Taxes will not
be reimbursed for studentmeals.



Meal expense for students are a maximum of $24 per day based on the time of day the students leave or
return from an approved trip. Meal allocations for breakfast, lunch and dinner are $8 each.

Out-of-State Travel:

o All requests for out-of-state travel must be submitted 60 days prior to trip.

o A written request shall be made by the Principal for all trips out of state and must be approved in
advance by the Chief Academic Officer. Per Diem for student meals will be in accordance with
the District travel procedures and regulations.

e  Qut-of-state student travel will be the responsibility of the Academics Department to determine
who will pay out-of-state studentmeals.



V.

Cash Management



4.1 CASHMANAGEMENT

Cash management refers to the collection, concentration and disbursement of cash. The goal is to manage
the cash balances of the District in such a way as to ensure the availability of cash for everyday operating
expenditures. Factors considered as a part of cash management include a district's level of liquidity, its
management of cash balances, and its short-term investment strategies.

4.2 INVESTMENTS

Public Funds Investment Act

State and federal laws establish rules within which all school districts are expected to operate when
investing public funds. The Public Funds Investment Act (PFIA), found in Chapter 2256 of the Texas
Government Code, provides investment guidelines for the majority of political subdivisions in the state,
including school districts. The PFIA was first passed in 1987. It was significantly rewritten in 1995 in
response to the Texas State Auditor reports on investment losses at Texas institutions and in review of
investment problems in Texas counties and elsewhere. In 1997 amendments further clarified the intent of
the 1995 requirements. Additional amendments have since been passed by the Texas Legislature, primarily
clarifying and improving public funds investment options.

Authorized Investments
Chapter 2256 of the Texas Government Code specifically sets guidelines for the types of investments

authorized for purchase by governmental entities in the state. Board Policy CDA (Legal) follows these

guidelines for authorized investments for school districts. Board Policy CDA (Legal) is included in this

document and lists ten types of investments that are acceptable for school districts. For further information

on the state authorized investments for school districts refer to Board policy CDA. Board Policy CDA

(Local) sets policy for SSAISD that places further limits on investments for the district. The Board of

Trustees of SSAISD limits investmentsto:
1. Obligations of, or guaranteed by, governmental entities as permitted by Government Code

2256.009.

Certificates of deposit and share certificates as permitted by Gov. Code 2256.010

Fully collateralized repurchase agreements as permitted by Gov. Code 2256.011

A securities lending program as permitted by Gov. Code 2256.0115

Banker acceptances as permitted by Gov. Code 2256.012

Commercial paper as permitted by Gov. Code 2256.013

No-load money market mutual funds and no-load mutual funds as permitted by Gov. Code

2256.014

8. A guaranteed investment contract as an investment vehicle for bond proceeds, provided it meets
the criteria and eligibility requirements of Gov. Code 2256.015

9. Public funds investment pools as permitted by Government Code 2256.016. In the exercise of
these powers, the Board may contract with an investment management firm registered under the
Investment Advisers Act of 1940 (15 U.S.C. Section 80b-1 et seq.) or with the State Securities
Board to provide for the investment and management of its public funds or other funds under its
control. A contract made for such purpose may not be for a term longer than two years. A renewal
or extension of the contract must be made by the Board by resolution. Gov’t Code 2256.003(b)
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District Investment Reporting Requirements
Chapter 2256 of the Texas Government Code requires the Board of Trustees to take action on three

investment related issues annually. Those are:

1. In accordance with Section 2256.005(¢), the Board of Trustees shall review the district’s
investment policy and investment strategies not less than annually. Following the annual review
the Board must adopt a written resolution stating that the investment policy and strategies have
been reviewed, and that the adopted resolution records any changes made to either the
investment policy or strategies.



2.

In accordance with Section 2256.008(a), the Board of Trustees must approve of an independent
source, or sources, for investment training required to be provided to the district’s designated
investment officers.

In accordance with Section 2256.025, the Board of Trustees shall annually review, revise and
adopt a list of qualified brokers authorized to engage in investment transactions with the
district’s designated investmentofficers.

Each action above requires that the board’s action be recorded in the minutes of the Board
meeting. Not less than quarterly, the investment officer shall prepare and submit to the Board a
written report of investment transactions for all funds covered by the Public Funds Investment
Act (PFIA). This report shall be presented to the Board and the Superintendent not less than
quarterly, within a reasonable time after the end of each quarter.

The report must:

1.
2.
3.

Contain a detailed description of the investment position of the District on the date of the report;
Be prepared jointly and signed by all District investment officers.
Contain a summary statement for each pooled fund group (i.e., each internally created fund in
which one or more accounts are combined for investing purposes). The report must be prepared
in compliance with generally accepted accounting principles and must state:

a. beginning market value for the reporting period,;

b. additions and changes to the market value during the period;

c. ending market value for theperiod; and

d. fully accrued interest for the reporting period.
State the book value and market value of each separately invested asset at the beginning and end
of the reporting period by the type of asset and fund type invested.
State the maturity date of each separately invested asset that has a maturity date.
State the account or fund or pooled group fund in the District for which each individual
investment was acquired.
State the compliance of the investment portfolio of the District as it relates to the District’s
investment strategy expressed in the District’s investment policy and relevant provisions of
Government Code, Chapter 2256.
If the District invests in other than money market mutual funds, investment pools or accounts
offered by its depository bank in the form of certificates of deposit, or money market accounts or
similar accounts, the reports shall be formally reviewed at least annually by an independent
auditor, and the result of the review shall be reported to the Board by that auditor.
Gov’t Code 2256.023.

Investment Strategies
As part of the investment policy, the Board shall adopt a separate written investment strategy for each of

the funds or group of funds under the Board’s control. Each investment strategy must describe the
investment objectives for the particular fund under the following priorities in order of importance:

1.

o0k w

Understanding of the suitability of the investment to the financial requirements of the District;
Preservation and safety of principal;

Liquidity;

Marketability of the investment if the investment needs to be liquidated before maturity;
Diversification of the investment portfolio; and

Yield.

Refer to Gov’t Code 2256.005(d)

The investment strategy is to maintain a liquidity position in pool accounts with the potential of taking
advantage of an investment firm that has an expertise in school District investments.

Regardless if the District contracts with an investment management service or continues to operate the
investment strategies in-house, the overriding focus and concern will be safety of principal and meeting
cash liquidity needs. The targeted benchmark for the year will be to meet or exceed the Fed Funds
Effective Rate. In all likelihood, most funds will be invested in TexPool for the majority of the year.



Standard of Care
Investments shall be governed by the following objectives in order of priority:
1. Preservation and safety of principal;
2. Liquidity; and
3. Yield.
Investment due diligence shall take the following into consideration:
1. The investment of all funds, rather than the prudence of a single investment, over which the
officer had responsibility.
2.  Whether the investment decision was consistent with the Board’s written investment policy

Refer to Gov’t Code 2256.006
Investment Officers

The District shall designate one or more officers or employees as investment officer(s) to be responsible
for the investment of its funds. If the District has contracted with another investing entity to invest its funds,
the investment officer of the other investing entity is considered to be the investment officer of the
contracting Board’s District. In the administration of the duties of an investment officer, the person
designated as investment officer shall exercise the judgment and care, under prevailing circumstances that
a prudent person would exercise in the management of the person’s own affairs, but the Board retains the
ultimate responsibility as fiduciaries of the assets of the District. Unless authorized by law, a person may
not deposit, withdraw, transfer, or manage in any other manner the funds of the investing entity. Authority
granted to a person to invest the District’s funds is effective until rescinded by the District or until
termination of the person’s employment by the District, or for an investment management firm, until the
expiration of the contract with the District. Gov’t Code 2256.005(f)

A District or investment officer may use the District’s employees or the services of a contractor of the
District to aid the investment officer in the execution of the officer’s duties under Government Code,
Chapter 2256. Gov’t Code 2256.003(c) SSAISD’s investment officer is the Chief Financial Officer. The
Chief Financial Officer and the Controller are the only two employees of the district who have the
authority to withdraw from the investment funds.

Investment Training

Within 12 months after taking office or assuming duties, the investment officer(s) of the District shall
attend at least one training session from an independent source approved either by the Board or by a
designated investment committee advising the investment officer. This initial training must contain at least
ten hours of instruction relating to their respective responsibilities under the PFIA. Gov’t Code 2256.008(a)

The investment officer must also attend an investment training session not less than once in a two-year
period and receive not less than ten hours of instruction relating to investment responsibilities under the
PFIA from an independent source approved by the Board or a designated investment committee advising
the investment officer. If the District has contracted with another investing entity to invest the District’s
funds, this training requirement may be satisfied by having a Board officer attend four hours of
appropriate instruction in a two-year period. Gov’t Code 2256.008(a). Investment training shall include
education in investment controls, security risks, strategy risks market risks, diversification of investment
portfolio and compliance with the Government Code, Chapter 2256. Gov’t Code 2256.008(c).

Personal Interest
A District investment officer who has a personal business relationship with a business organization offering
to engage in an investment transaction with the District shall file a statement disclosing that personal
business interest. An investment officer who is related within the second degree by affinity or
consanguinity, as determined by Government Code Chapter 573, to an individual seeking to sell an
investment to the investment officer’s District shall file a statement disclosing that relationship. A required
statement must be filed with the Board and with the Texas Ethics Commission. For purposes of this policy,
an investment officer has a personal business relationship with a business organization if:
1. The investment officer owns ten percent or more of the voting stock or shares of the business
organization or owns $5,000 or more of the fair market value of the business organization;




2. Funds received by the investment officer from the business organization exceed ten percent of
the investment officer’s gross income for the previous year; or

3. The investment officer has acquired from the business organization during the previous year
investments with a book value of $2,500 or more for the personal account of the investment
officer.
Refer to Gov’t Code 2256.005(i).

Sellers of Investments
A written copy of the investment policy shall be presented to any person offering to engage in an
investment transaction with the District or to an investment management firm under contract with the
District to invest or manage the District’s investment portfolio. For purposes of this section, a business
organization includes investment pools and an investment management firm under contract with the
District to invest or manage the District’s investment portfolio. The qualified representative of the business
organization offering to engage in an investment transaction with the District shall execute a written
instrument in a form acceptable to the District and the business organization substantially to the effect that
the business organization has:
1. Received and thoroughly reviewed the District investment policy; and
2. Acknowledged that the business organization has implemented reasonable procedures and
controls in an effort to preclude investment transactions conducted between the District and the
organization that are not authorized by the District’s policy, except to the extent that this
authorization is dependent on an analysis of the makeup of the District’s entire portfolio or
requires an interpretation of subjective investment standards. The investment officer may not
acquire or otherwise obtain any authorized investment described in the District’s investment
policy from a person who has not delivered to the District the instrument described above.
Gov’t Code 2256.005(K)

Board Approved Investment Pools

TexPool
TexSTAR
Texas Term
Wells Fargo

4.3 INTERNAL CONTROLS

The purpose of these Internal Controls is to ensure the adequate controls exists in the areas of purchase,
cash management, investments, fixed assets and other business areas included herein. The Finance
department’s primary goals are to protect the assets of the district and to ensure that all financial
transactions are performed in accordance with the general accepted accounting principles.

Financial Management System
1. The District’s financial management system, iTCCS Finance System, shall be utilized to expend a

track all local, state and federal grants expenditures. The financial management system shall be
maintained in a manner that provides adequate internal controls over the data integrity, security and
accuracy of the financial data.

2. The financial management system must contain information pertaining to local, state and federal
awards, authorization, obligations, unobligated balances, assets, expenditures, income and interest
and be supported by source documentation. All expenditures shall be in accordance with the districts
written procedures such as cash management, and other procedures, as appropriate.

Adoption and Implementation of Computer-based Financial Management System
The Board of Trustees, based upon the recommendation of the Superintendent, has adopted the Internet-

based Texas Computer Cooperative Software (iTCCS) as the computer-based management tool for its



business operations. The Board recognizes the system, when fully implemented provides for a
hierarchical series of access to business processes within the District which are keyed to each individual
employee’s system login.  The Superintendent shall cause the iTCCS system to be at all times operated
in conformance with the procedures set with in this manual. At a minimum, the system operational
parameters shall ensure:

1. That access to the system be granted through an approved system login;
2. That all logins be executed through a secure password protected log-on system;
3. That the system maintain, as a part of its meta-data, a record of the time and duration of

each employee log-on, together with a record of all transactions or entries made during
the log on-session.

4. That the system be programmed in such a manner so as to endure that each employee’s
password gives the employee only access those portions of the system in which that
employee has been authorized to enter data or transactions as a part of their job
description.

5. That on a quarterly basis, the Superintendent direct the Business Office staff review,
update, and report to the Superintendent on the required password protections are current
and accurately reflect the assigned responsibilities of District staff with access to the
system. The Superintendent shall inform the Board of the status and findings of the
guarterly review required under this section as a part of his or her Superintendent’s
report, at the next regular meeting following the receipt of each quarterly staff report.

Business department staff handles and/or processes a substantial amount of confidential information. All
staff is strictly prohibited from revealing confidential information to an unauthorized individual. Unless
required by Federal, state, and local statute, the District is not required to permit public access to their
records. The District shall make all grant-related records available for access to the federal granting agency
and/or pass-through entity uponrequest.

The business office staff shall be authorized to access the District’s financial and/or payroll system(s) for
job-related purposes only. Use of the systems for personal reasons or benefit will result in disciplinary
action, up to and including employment termination.

Each staff member shall take appropriate steps to ensure that their respective computer system is managed
in a control environment to prevent unauthorized access. At no time (including lunch breaks) shall a
computer system be logged on to a financial data system while unattended by the respective staff member.
All computer systems shall revert to a screen lock after 5 minutes of nonuse.

Each staff member shall be responsible for securing their assigned (selected) password. At no time shall
passwords be shared with others or posted in visible locations within the staff member’s work space.
Violators of this restriction shall be subject to disciplinary action, including but not limited to employment
termination.

Data system access to the authorized modules, shall be determined by the Director of Purchasing and the
Director of Technology. Each staff member shall have access to their respective database(s) and tabs within
a database based on their position. Security roles will be established and assigned with the specific access
to each module. In the event that a staff member gains access, due to human or software error, that he/she
is not entitled to, it is the responsibility and duty of the staff member to notify the Security Administrator,
or the Director of Purchasing regarding the ability to access the restricted database or module(s).



Revoking Access

Access to data systems are subject to change and/or revocation when changes occur to a staff member’s
position, duties or responsibilities. Access to data systems are also subject to revocation when a staff
member is in violation of the guidelines.

Segregation of Duties

At a minimum, the business office staff shall operate under a segregation of duties, including but not
limited to, the following:
1. Endorsement of checks — The same staff member shall not prepare and endorse accounts payable
or payroll checks.
2. Bankreconciliations — The same staff member shall not prepare cash disbursements, cash deposits,
or other cash transactions and reconcile the district’s bank accounts.
3. Maintain non-cash accounting records — The same staff member shall not prepare non-cash general
ledger transactions and post the transactions to the general ledger.
4. Purchasing and Receiving functions — The same staff member shall not serve as the final approver
of a purchase order and verify receipt of the goods.
5. Contract Management — The same staff member shall not approve a contract for goods or services,
and have sole approval authority to disburse the payment for the contracted goods or services.

: £ Traini

Every staff member will be scheduled to attend at least, one training and/or conference opportunity per
year. An annual training calendar shall be developed that may include, but is not limited to, topics in the
following areas:
1. Account coding
Payroll and Human Resources Compliance Issues
GASB
Audit requirements
Legal changes, such asPurchasing
State and Federal GrantsManagement
Data system (software)
Travel Guidelines
Student Activity Accounts

WoNoR~LDN

Additional training requests should be submitted to the Director of Budget & Fiscal Services. It is the
employee’s responsibility to request additional training that he/she feels will be beneficial in performing
the assigned job tasks. At times, the immediate supervisor may also recommend or direct that a staff
member attend specific training to improve their skills or comply with a Growth Plan.

In an effort to support compliance of fiscal policies and procedures, the business office shall conduct annual
training for campus and department administrative and support staff, as appropriate. The Director of
Budget & Fiscal Services shall be responsible for developing the training calendar. Critical training areas
shall include, but not be limitedto:

= Activity Account Management

= Budget Development Process

= Cash Management

= State and Federal GrantsManagement

Finance Department Annual Deadlines
1. A Business and Payroll Annual Deadlines will be posted on the Finance Department webpage

every year. This list of daily, weekly, and monthly deadlines has been established to ensure that
we receive documents on a regular, timely basis.



2. Each Finance Department staff member shall monitor the submission of required documents in
their respective area of responsibility by the established deadlines.

4.4 BANKING INTERNAL AND MONITORING CONTROLS

Electronic Banking Access
Online banking system access to the authorized products, shall be determined by the Superintendent.

Each authorized user shall have access to their respective products and limits based on their position.
Security roles will be established and assigned with the specific access to each product.

Authorized users shall be responsible for securing their passwords and tokens. Users shall take
appropriate steps to ensure that their respective computer system is manage in a control environment to
prevent unauthorized access. Users are strictly prohibited from revealing confidential information to an
unauthorized individual. At no time shall the passwords be shared with other staff members.

Access to the electronic banking system are subject to change and/or revocation when changes to a staff
members position, duties or responsibilities. Access to banking systems are also subject to revocation
when staff member is in violation of the guidelines. (Form)

To safeguard District funds in the depository(s) authorized by the Board of Trustees (Board), the
Superintendent and/or Chief Financial Officer shall perform and comply with the following procedures.

1. Create and maintain a consolidated listing of authorized signatories over the District depository(s)
(Signatory Listing).

2. On the first business day of each calendar month, review any changes in Board membership and
District personnel to determine if depository signatories must be added or removed. As appropriate
and necessary, prepare a formal recommendation to add or remove authorized signatories. If no
changes are identified, document the review performed.

3. On or before September 1st of each calendar year, review the Signatory Listing to determine if
signatories must be added or removed. Amend the Signatory Listing as appropriate and necessary. If
no changes are identified, document the review on the Signatory Listing. If performed by a designee,
he or she shall submit the Signatory Listing to the Superintendent for review.

4. Maintain the Signatory Listing in the District’s official records.

At the next regularly scheduled Board meeting following September 1st, the Superintendent or designee
shall provide the Signatory Listing to the Board. If necessary, the Superintendent or designee shall also
provide the Board with a resolution addressing any necessary changes to depository signatories.

In the event that an authorized signatory of the depository suddenly leaves the District for any reason, the
Superintendent or designee shall immediately take all necessary steps to ensure that the individual no
longer retains any signatory authority, and shall notify the Board at the next regularly scheduled meeting
of this action. If necessary, the Superintendent or Chief Financial Officer shall also provide the Board with
a resolution addressing any necessary changes to depository signatories at that time.

ignatur r
Immediately following every Board of Trustees meeting at which Board officers are selected in accordance
with Board Policy BDAA (Local) the Superintendent shall obtain and transmit to the District’s Depository
Bank new electronic and physical signature cards with appropriate signatures of each required District
signatory for each of the District’s district-wide accounts.  After execution, the Superintendent shall
promptly transmit such signature cards to the District’s Depository Bank.

Board member signature cards will not be required for campus activity accounts. Each campus activity
account shall list that campus’s Principal as the account’s authorized signatory. Immediately following the
appointment of each new campus Principal, the Superintendent shall obtain and transmit to the



District’s Depository Bank new physical and, as appropriate, electronic signature cards with appropriate
signatures of the campus Principal of the District’s district-wide accounts. After execution, the
Superintendent shall promptly transmit such signature cards to the District’s Depository Bank.

| iliati

To safeguard District funds in the depository(s) authorized by the Board, District personnel shall perform
and comply with the following procedures.

1.

For each District-wide accounts, the District Staff Accountant and Bookkeeper shall reconcile the
ending balance on each bank and investment account statement to the ending balance recorded in the
District’s check register within ten (10) business days after receiving the bank and investment account
statement. As appropriate and necessary, the District Staff Accountant and Bookkeeper shall prepare
a journal voucher to post transactions and forward all worksheets and journal vouchers to the Director
of Budget & Fiscal Services forreview.

For each campus activity fund account the District Budget Specialist shall reconcile the ending balance
on each bank and investment account statement to the ending balance recorded in the District’s check
register within twenty (20) business days after receiving the bank and investment account statement.
As appropriate and necessary, the District Budget Specialist shall prepare a journal voucher to post
transactions and forward all worksheets and journal vouchers to the Director of Budget & Fiscal
Services for review.

The Superintendent will meet periodically with the Board of Trustees, as a part of the Superintendent’s
Report, and provide the Board of Trustees with a report on the status of the reconciliations of all
accounts of the District.

The Director of Budget & Fiscal Services shall review the worksheets and journal vouchers and
approve any adjustments up to, but not exceeding, $500. If any unreconciled or unusual items are
identified or if adjustments exceed $500, the Director of Budget & Fiscal Services shall forward the
pertinent worksheet(s) and journal entry(s) to the Chief Financial Officer.

The Chief Financial Officer shall review and address any unreconciled or unusual items and proposed
adjustments exceeding $500. This shall include investigation as to whether the unreconciled or
unusual item is the result of fraud, waste, or abuse and take any and all appropriate actions to address
the issue.

Upon approval by either the Director of Budget & Fiscal Services or the Chief Financial Officer, the
Staff Accountant shall post the approved journal entries.



Bank Reconciliation Flow Chart

Staff Accountant, Bookkeeper LA,
Director of Budget & Fiscal Services o P Bookkeeper or Specialist
or Specialist
Download Bank Statement from . Reconcile wire transfers
. . : Reconcile monthly check :
Depository Bank and disseminate to . : processed during month and
register against cleared checks . .
Accountant/Bookkeeper . clear transits from previous
and voids found on statement month

Staff Accountant,
Bookkeeper or Specialist

Reconcile Deposits and voids
from iTTCS system against
bank statement

Staff Accountant, Bookkeeper Staff Accountant,
or Specialist Bookkeeper orSpecialist

Make appropriate adjustment Create and post Journal

for errors found and items in Voucher to recognize
transit interest earned

Staff Accountant, Bookkeeper or

Specialist Director of Budget/Chief Financial

Officer

Review and Approve Bank
Reconciliation worksheet

Create Bank Reconciliation
Worksheet. Worksheet will reflect
General Ledger totals and ending
bank statement are in agreement

50



Authorized Bank Accounts

District Wide Accounts: WELLS FARGO
Worker's Compensation Fund

General Fund

Cafeteria Account

General Fund

EDA Bond Series 2005

IFA Construction Series 2002

EDA Bond Series 2007

Unlimited Tax School BLDG Bonds Series 2010
Construction Bond Series 2010 QSCB

Build America Bonds Taxable Series 2010

Campus Accounts:

South San High School Campus
South San High School Student
Career Ed Student

Shepard Middle Student
Shepard Middle Campus
Robert Zamora Middle Campus
Robert Zamora Middle Student
Dwight Middle Campus
Dwight Middle Student

Roy P Benavidez Elem.

Payroll Accounts

Accounts Payable Fund

Cafeteria Fund

Workers Compensation Fund
Athletic Fund

Special Athletic Fund

land S Fund

Special Revenue Fund

Instructional Facilities Construction Fund
School Facilities Construction Fund
Public Property Finance Fund
Facilities Emergency Grant Fund
Construction Fund Series 1999
Fiduciary Fund

Campus Hutchins Elem.

Palo Alto Elem Campus

Price Elem. Campus

Frank Madla Elem. Campus
Five Palms Elem. Campus Neil
Armstrong Elem.Campus

Miguel Carrillo Elem.Campus

No additional bank accounts shall be opened with or in order to service funds of the District without specific
authorization from the Board of Trustees. The Superintendent’s shall be responsible the consolidation of
District bank accounts into the least number necessary to appropriately account for and separate funds. Prior
to opening a new bank account, the Superintendent’s designee shall identify the legal, contract or business
requirement necessitating the establishment of the account and prepare a formal recommendation to the
Superintendent. The Superintendent shall review and approve or disapprove the recommendation. If
approved, the Superintendent or designee shall provide the Board with a resolution to authorize the
establishment of a new bank account. In the resolution, the Superintendent or designee shall disclose the
legal, contract or business requirement necessitating the establishment of the account.

Electronic Authorization Limitation.

For amounts exceeding $25,000 for non-routine transactions, a District employee may not cause the
electronic transfer of funds from the District’s depository without the Superintendent’s prior written
authorization. The Superintendent or Chief Financial Officer shall report to the Board any and all electronic
transfers exceeding $25,000 at the next regularly scheduled meeting of the Board.

The Chief Financial Officer shall obtain the Superintendent’s written authorization prior to making or
authorizing any electronic payment in excess of $25,000 pertaining to a non-recurring payment
arrangement. District personnel must request, initiate and post electronic payments for recurring and routine
payment arrangements in the same manner as a wire transfer request. Examples of recurring and routine
electronic payments are those pertaining to health insurance premiums, bond issuances, etc.



Dual Controls
The Superintendent or Chief Financial Officer shall ensure that no single District employee has effective
control and undue influence over every phase of a bank transaction especially with respect to intra-
account fund transfers, check disbursements and wire or other electronic transfers. Accordingly, to
properly safeguard District funds, the Superintendent or Chief Financial Officer shall segregate the duties
of District employees particularlyregarding:

1. Asset handling and disposition;

2. Recording of transactions; and

3. Reconciling transactions or balances against independent source documents.

Intra-account, wire and electronic transfer process

Staff
Accountant/Bookkeeper

Reviews Wire Transfer request
for accuracy and approves or
returns for corrections

Accounts/Payroll
Accountant

Request Wire Transfer
Request to cover
disbursement for vendor and
employees

Financial Officer General Accountant

Reviews Processed Wire Transfer Enters approved Wire
Form and approves Wire Transfer Transfer Request on the
systematically on District District Depository Bank

Depository Bank online online transfer module

Automated Alerts

The Superintendent or Chief Financial Officer shall ensure that authorized signatories are able to closely
monitor District bank accounts. Accordingly, authorized signatories must access the Fraud Manager
Module available on the bank’s website and register to receive email, text messages and push notifications
(if the pertinent app is downloaded to the signatory’s cellular phone). Each authorized signatory must
provide the Superintendent or Chief Financial Officer with documentary evidence (e.g., PDF copy of
registration confirmation) that they have registered to receive the required alerts. The Superintendent or
Chief Financial Officer must maintain the documentary evidence on file with the Signatory Listing.

The accounts payable/payroll accountants shall validate all checks issued by transmitting the positive pay
file to District’s depository bank. The accounts payable/payroll accountants shall ensure that the positive
pay file sent to the bank contains the check number, account number, issue date and dollar amount.

When a check is presented that does not have a "match™ in the file, the bank will identify it as an "exception
item." In this instance, the bank will send an email or text message to authorized signatories with an image
of the exception item. Upon receipt, the Superintendent or Chief Finance Officer shall review the image
and, if appropriate, instruct the bank to pay or return the check. The accounts payable/payroll accountants
shall appropriately address any check returned to the District and, if this is done by a designee, immediately
report the incident to the Chief Financial Officer or Director of Budget & Fiscal Services.
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45 PETTY CASHPROCEDURES

Petty Cash Accounts are established on an as-needed basis only. Petty Cash cannot be used for any

Federal Grants. The funds issued for petty cash are to be used to purchase items that are needed in a
timely manner. Petty Cash funds should be utilized only in an emergency and not used in place of a
purchase order. Open Purchase Orders can be used for routine small expenses.

1. Setting up Petty Cash Accounts

a. All new petty cash accounts must be approved through the Finance department.

b. If approved, a petty cash custodian will be assigned to the account. This person will be
responsible for maintaining the fund.

2. Controls

a. Petty cash funds should be kept in a locked box or drawer when not in use.

b. The fund should be counted, reconciled and replenished every month.

c. The check to replenish the petty cash account is made payable to the petty cash
campus/department.

3. Operating Procedures

a. Petty cash expenditures must be authorized by the petty cash custodian before an
expenditure can be made. Advances are not allowed and expenditures will be reimbursed.

b. Sales tax cannot be reimbursed.

c. A petty cash voucher must be completed and signed for each expenditure.

d. Personal checks cannot be cashed from petty cash funds.

4. Replenishment Procedures

a. The petty cash Fund should be reconciled before each reimbursement request.

b. The purchase order, along with the petty cash vouchers, original receipts, and the
reconciliation report should be turned in to the Accounts Payable department.

c. The fund will not be reimbursed for sales tax, or expenses that have not been properly
documented with receipts, vouchers or signatures.

d. Itis the responsibility of the petty cash custodian to follow the appropriate procedures and
make sure the fund is alwaysbalanced.

5. Closing out Petty Cash

a. The Finance department should be notified immediately if there is a change in the petty cash
custodian.

b. Inthe event that petty cash is no longer needed, contact the Finance department to close out
the fund. The fund(s) will need to be reconciled and closed out to the proper account.

c. The Finance department is responsible for payroll and accounts payable. The Finance and
Payroll staff shall have direct access through logins and passwords to the District’s financial
data.

d. Checksigning is automated through the iTCCS System. A limited number of personnel in
the finance and payroll department have access to this process.

e. For accounts payable, the Senior Bookkeeper and Secretary to the Executive Director of
Budget and Finance inputs all invoices and verifies the check register for accuracy. The
Finance Office processes all checks and places in envelopes. The check register is given to
the District Accountant to make sure all checks are accounted for.

f. Bank reconciliations are completed on the first of every month. The District Accountant,
Senior Bookkeeper and Secretary to the Executive Director of Budget and Finance conducts
reconciliations each month and then is reviewed by the Executive Director of Budget and
Finance, the District Accountant and the Federal Programs Accountant.



46 FRAUD AND WASTE ANDABUSE

The South San Antonio ISD is committed to the highest possible standards of ethical, moral and legal
business conduct. In line with this commitment, the District has established an anonymous reporting
hotline. The hotline is intended to be used to report serious concerns or questionable actions that:
May lead to incorrect financial reporting;

Are unlawful;

Are not in line with South San Antonio ISD policies and procedures;

Otherwise amount to serious improperconduct.

All calls to the South San Antonio ISD Reporting Hotline should be made in good faith to report fraud,
waste or abuse. The hotline is available every day of the year and 24 hours a day. It is for use by
employees or the general public who wish to report an incident anonymously.

Additional guidelines— Anti-fraud Confidentiality

e Business office staff handle and/or process a substantial amount of confidential information. All
staff is strictly prohibited from revealing confidential information to an unauthorized individual.
Among the most critical information is documentation related to employee’s health, benefits,
financial, family members or other personal information.

¢ All Finance division staff members must execute a Confidentiality and Use of Information
Agreement and submit to the Director of Budget and Fiscal Services.

e Violators will be disciplined, may be terminated and may be reported to the appropriate
authorities.

Consequences for Inappropriate Behavior (zero tolerance)
e Dishonest actions will not betolerated.

e Violators will be disciplined, may be terminated and may be reported to the appropriate
authorities.

Notification/Communication of Fraudulent Activities
e All employees have a duty to report certain matters such as theft, fraud, and dishonesty in the
workplace.
e Actual or suspected fraud should be reported to the Finance Director and/or Superintendent.

e Any and all concerns about potential fraudulent activities should be reported to the Finance
Director and/or Superintendent.

Records Management & Security of Data
¢ Allfinance records are the property of South San Antonio and should be maintained in
accordance with the established Records Retention Schedule
e iTCCS system backups should be performed on a regular basis in accordance with established
guidelines

¢ Nodistrict records and/or data backups shall be destroyed, or shared with any individuals outside
the business department without appropriate authorizations.
4.7 FIXED ASSETS

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

2. Have a useful life of one year or more.

3. Isnon-expendable

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

5. All fixed assets will be inventoried through the Finance department. The items must be included
at the time of entry: funding source, cost basis, acquisition date, location of items.
Link: http://www.southsanisd.net/Page/472



http://www.southsanisd.net/Page/472

a. Software:

1) Useful life of more than 12 months but more than $5,000 in cost. In this case,
the initial set up fee would be capitalized, but the subscription fee would not
be capitalized.

2) Any maintenance fee would also not be capitalized.

3) Both subscription and maintenance fee would be coded to 6200 or 6300
depending on thearrangement.

4) Slightly different for web-basedsoftware:

5) Forexample, a single subscription with unigque logins and passwords may need
to be inventoried.

6) If the per unit cost is $500 and there are 10 users, then the cost is
$5,000. You may have to capitalize this.

b. Department/ Campus:

1) Each District department and or campus is responsible for identifying high risk

mobile technology assets and track their inventory.

The District will repair, as necessary, items that were purchased with District funds. Please
keep the following guidelines in mind when considering an item for repair or replacement.
1. Repair:
a. If the item in question is technology, contact that department to see if the item is still
under warranty. For warranty on any other item, contact the Purchasing Department.
b. All items submitted for repair will be reviewed on an individual basis. The District
typically provides funds for the repair of instructional items or items critical to the
operation of a campus; however, budget constraints will be considered.
c. Fixed assets requiring repair will be evaluated to determine if it is more feasible to
replace the item than to continue to repair it.
d. Repair and/or replacement of items costing $500 or more will be limited to problems
that have occurred during the normal operation of the equipment. Equipment thathas
been damaged or vandalized is the responsibility of the individual campus.

2. Replacement

a. Items with an estimated cost of $500 or more purchased with District funds will be
considered for replacement using District funds. Individual campuses and
departments will be responsible for replacing items which do not fall within these
guidelines.

b. If anitem is to be replaced, only the original amount OR the replacement cost for a
similar item, whichever is less, will be provided by the District. Should the campus
or department wish to “upgrade” the item being replaced, the campus or department
will be responsible for providing the additional funds to purchase the “upgrade.”

3. Stolen

a. A police report must be filed with the South San Police Department on any stolen
with a cost of $500 or more or a fixed asset item before the District will replace it.

b. Check with the Purchasing Department for guidance about whether or not a claim
should be filed with the District’s insurance carrier.

c. Items stolen that are not a fixed asset or cost less than $500 will be the responsibility
of the campus or department.

d. Only the original amount OR the replacement cost for a similar item, whichever is
less, will be provided by the District. Should the campus wish to “upgrade” the item



being replaced, the campus or department will be responsible for providing the
additional funds to purchase the “upgrade.”

Movement of Fixed Assets

Fixed Assets must not be transferred to any physical location unless a Transfer Form has been properly

completed and approved by supervisor, Grant Manager Director (Federal Funds Only), Chief Academic
Officer and Chief Financial Officer.

The administrator of each District location is required to prepare an annual inventory of the location’s
fixed assets. The administrator may delegate the inventory responsibilities as deemed necessary to
accurately complete the inventory within the allowable time limitations. The administrator shall exercise
reasonable caution to assure that all physical areas of his or her school or department have been included
in the inventory and that the inventory has been made in accordance with instructions. The date of the
inventory, instructions, and reporting forms will be furnished to the schools and departments by the
District in the spring of each year. Inventory items must actually be observed and counted. The
inventory should be completed and submitted to the Finance Department for items over $5, 000.

The Finance department will send the tags to departments or campuses on items over $5,000 to be tagged.
Included in the process is the tags with purchase order and copy of the invoice to have the department or
campuses tag the item.

Equipment considered as surplus and/or unfit for further economical usage (including scrap material) may
be transferred to the Furniture Services department for temporary storage or for ultimate disposition.
Before such transfer can occur, arrangements must be made with the Warehouse department personnel
regarding the availability of space and trucking facilities.

Disposal of Technology Equipment
Technology equipment can only be disposed of after additional approval by the Technology department.

When items purchased wholly, or in part, with federal funds are no longer serviceable or required by the
District, the grant manager director must adhere to any special guidelines of the program for disposition.

Purchase of Real Property
The South San Antonio ISD guidelines for purchasing real property can be found in Board Policy CHG

(Legal).



Unclaimed Property

To appropriately address unclaimed property pursuant to applicable state law, the Superintendent or

designee shall perform and comply with the following procedures.

1. On January 1% of the calendar year, prepare a report identifying any and all personal property in the
District’s control and possession that has not been claimed by its rightful owner (Unclaimed Property
Report). The Unclaimed Property Report should identify the property (e.g., check number, check
date, property type — accounts payable disbursement, activity fund deposit, payroll check), the
property’s total value, the property’s owner, the owner’s last known mailing address, the date (and
time, if applicable) of the last documented communication or other contact with the owner,! the form
or type of the last documented communication or other contact, the length of time the property has
remained unclaimed,? and the required abandonment period for the property type. To determine the
required abandonment period for the respective property type, consult the Texas Comptroller of
Public Accounts (Comptroller) website at http://comptroller.texas.gov/up/reporting.php.

2. For property valued at $250 or more, issue correspondence via United States mail to the rightful
owner of the personal property in the District’s control and possession at least thirty (30) calendar
days prior to March 1st of the calendar year. In the correspondence, disclose that the District is
holding personal property to which the addressee may have ownership, identify the property in the
District’s control and possession and inform the owner that, pursuant to state law, the property will be
deemed abandoned on March 1% and may be subsequently turned over to the Comptroller on July 1st
of the same year if the property is not claimed. The correspondence should be issued to the owner’s
last known mailing address. For a sample due diligence letter, refer to_
http://comptroller.texas.gov/up/pdf/98-904 Due_Diligence-General.pdf.

3. If the rightful owner does not claim the personal property by March 1% of the calendar year, classify
the property as abandoned. Update the Unclaimed Property Reportaccordingly.

4. On the before June 1% of the calendar year, review the Unclaimed Property Report and identify
unclaimed property as of March 1% that has reached the required abandonment period.

5. For unclaimed property with a value exceeding $100, prepare a report to the Comptroller for all
property not previously reported to the Comptroller that is unclaimed for the required period of
abandonment or longer. The required report must be prepared using the Unclaimed Property
Reporting System. Go to http://comptoller.texas.gov/up/up_disk.php.

6. On or before July 1% of the calendar year, submit all property not previously reported to the
Comptroller that is unclaimed for the required period of abandonment or longer. The submission
must be performed as prescribed by the Comptroller.

7. For unclaimed property with a value of $100 or less, prepare a report(s) identify the property and
publish the report on the District’s website. At a minimum, the report should disclose the information
contained in the Unclaimed Property Report.

For further direction and guidance, consult the Comptroller or legal counsel. As appropriate and necessary,
the Superintendent or designee shall promptly reconcile and recommend for closure any depository from
which abandoned personal property is delivered to the Comptroller.

1 Contact with the owner may be established by mail, electronic mail, accessing an online account or by telephone. In order to
establish that the communication was made, telephone contacts must be documented in writing with the date and time of the
conversation.

2 The length of time the property has remained unclaimed is determined as the number of years that have lapsed since the District’s
last documented communication or other contact.
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V.

Records Retention



1 RECORDS RETENTION MANAGEMENT

Record retention management ensures that critical records are identified and retained in accordance with
State and Federal guidelines as per Government Code, Section 441.158. The Local Government Records
Act establishes the primary requirements for records retention policies and plans. These record retention
guidelines are specified in Board Policy — CPC (Legal) & (Local).

A. Records Retention

The financial management system shall be utilized to store, maintain, and report all required federal grant
information. Consequently, the District shall ensure that access to the data is restricted to authorized
individuals in accordance with the district’s Data Security and Access policies. In addition, the District
shall retain all federal grant records for a period of five (5) years in accordance with the district’s Local
Records Retention Plan. The district’s Record Management Officer (RMO) shall be responsible to ensure
that all records are retained, stored and accessible, as appropriate.

B. Definitio

n
A “local government record” means any document, paper, letter, book, map, photograph, sound or video
recording, microfilm, magnetic tape, electronic medium, or other information-recording medium,
regardless of physical form or characteristic and regardless of whether public access to it is open or
restricted under the laws of the state, created or received by the District or any of its officers or
employees, pursuant to law or in the transaction of public business. The term does not include:

1. Extraidentical copies of documents created only for convenience of reference or research by
District officers oremployees.

2. Notes, journals, diaries, and similar documents created by a District officer or employee for his or
her own personal convenience.

3. Blank forms, stocks or publications, and library and museum materials acquired solely for the
purposes of reference ordisplay.

4. Copies of documents in any media furnished to the public under the Open Records Act or other
state law.

C. Records Management Officer Role
The Records Management Officer (RMO) shall:

1. Assistinestablishing and developing policies and procedures for the District’s records management
program.

2. Administer the records management program and provide assistance to the custodians in order to
reduce costs and improve record-keeping efficiency.

3. In cooperation with the custodians of records, prepare and file records control schedules, amended
schedules, and lists of obsolete records, as required by the Local Government Records Act.

4. In cooperation with the custodians of records, prepare or direct the preparation of requests for
authorization to destroy records, when such requests are required under the Local Government
Records Act.

5. In cooperation with the custodians of records, identify and take adequate steps to preserve District
records of permanent value.

6. In cooperation with the custodians of records, identify and take adequate steps to protect essential
District records.

7. In cooperation with the custodians of records, ensure that the maintenance, preservation,
microfilming, destruction, or other disposition of records is carried out in accordance with the
District’s records management program and legal requirements.

8. Disseminate to the Board and custodians of records information concerning state laws,
administrative rules, and government policies relating to the District’s records.

9. In cooperation with the custodians of records, establish procedures to ensure that the handling of



records is carried out with due regard for the duties and responsibilities of custodians that may be
imposed by law and the confidentiality of information in records to which access is restricted by
law.

D. Record Retention Schedules:
The District has adopted the TSLAC local government retention schedule that pertain to school districts
and include:

1. Local Schedule GR - Records Common to All Governments

2. Local Schedule EL - Records of Elections and Voter Registration

3. Local Schedule TX - Records of Property Taxation

4. Local Schedule SD - Records for Public School Districts

The link to the Retention Schedule for Public Schools can be found at
http://www.tsl.state.tx.us/slrm/recordspubs/sd.html

E. Destruction of Records:
A District record may be intentionally destroyed under any of the following conditions:
1. The record is listed on a records control schedule filed with TSLAC and either its retention period
has expired or it has been microfilmed or electronically stored in accordance with legal standards.
2. The record appears on a list of obsolete records approved by TSLAC.
3. Adestruction request is filed with and approved by TSLAC for a record not listed on an approved
control schedule.
4. Thedistrict court issues an expunction order for the destruction or obliteration of the records,
pursuant to state law.
5. The records are defined as exempt from scheduling or filing requirements or listed as exempt in a
records retention scheduleissued by TSLAC.
However, the District shall preserve documents, including electronically stored information, and suspend
routine record destruction practices as applicable according to procedures developed by the RMO:
¢ Inthe event of pending or reasonably anticipated litigation
¢ Inthe event of an investigation by a federal agency or department or any bankruptcy case; or
¢ Inthe event of a public information request

Notification shall be given to appropriate staff of any applicable obligations to suspend routine record
destruction practices.

F. Methods of Storage of Records:
e Microfilming - District records may be maintained on microfilm in addition to or instead of paper
or other media, subject to the requirements of Chapter 204 of the Local Government Code and
rules adopted by TSLAC. Local Gov’t Code 204.002

o Electronic storage - District records may be stored electronically in addition to or instead of
source documents in paper or other media, subject to the requirements of Chapter 205 of the
Local Government Code and rules adopted by TSLAC. Local Gov’t Code 205.002

e \Website posting - The District’s records management program shall address the length of time
documents will be posted on the District’s website when the law does not specify a posting
period.


http://www.tsl.state.tx.us/slrm/recordspubs/sd.html

SOUTH SAN ANTONIO ISD
RETENTION SCHEDULE
(TEXAS STATE LIBRARY AND ARCHIVES COMMISSION)

LOCAL SCHEDULE SD
(Revised Second Edition)

RETENTION SCHEDULE FOR RECORDS FOR SOUTH SAN ANTONIO INDEPENDENT SCHOOL DISTRICT

This schedule establishes mandatory minimum retention periods for records that are associated with Public School Districts. No local
government office may dispose of a record listed in this schedule prior to the expiration of its retention period. A records control
schedule of a local government may not set a retention period that is less than that established for the record in this schedule. Original
paper records may be disposed of prior to the expiration of their minimum retention periods if they have been microfilmed or
electronically stored pursuant to the provisions of the Local Government Code, Chapter 204 or Chapter 205, as applicable, and rules of
the Texas State Library and Archives Commission adopted under those chapters. Actual disposal of such records by a local government is
subject to the policies and procedures of its records management program.

Destruction of local government records contrary to the provisions of the Local Government Records Act of 1989 and administrative
rules adopted under it, including this schedule, is a Class A misdemeanor and, under certain circumstances, a third degree felony (Penal
Code, Section 37.10). Anyone destroying local government records without legal authorization may also be subject to criminal penalties

and fines under the Public Information Act (Government Code, Chapter 552).
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INTRODUCTION

The Government Code, Section 441.158, provides that the Texas State Library and Archives Commission shall issue records retention
schedules for each type of local government, including a schedule for records common to all types of local governments. The law provides
further that each schedule must state the retention period prescribed by federal or state law, rule of court, or regulation for a record for
which a period is prescribed; and prescribe retention periods for all other records, which periods have the same effect as if prescribed by
law after the records retention schedule is adopted as a rule of the commission.

Local Schedule SD sets mandatory minimum retention periods for records series (identified in the Records Series Title column) commonly
found in local education agencies other than state colleges and universities and junior colleges. Except as noted below, it is for the use of
public school districts of all types, regional educational service centers, educational cooperatives for special education or other purposes,
rehabilitation districts, county industrial training school districts, and county vocational districts.

Local Schedule SD is also for the use of active offices of county superintendents of schools and county departments of education. The
retention periods for the records of abolished offices of county superintendents of schools, some of which may be in the custody of local
education agencies, are given in Part 6 of Local Schedule CC (Records of County Clerks).

This schedule should not be used by the following local education agencies, which are governed by state agencies or state boards, except to
the extent permitted by the State and Local Records Management Division of the Texas State Library and Archives Commission: Texas
School for the Blind, Texas School for the Deaf, University of North Texas Academy of Mathematics and Science, and any schools
governed by state agencies such as Texas Youth Commission, Department of Aging and Disability Services, etc.).

The retention period for a record applies to the record regardless of the medium in which it is maintained. Some records listed in this
schedule are maintained electronically in many offices, but electronically stored data used to create in any manner a record or the functional
equivalent of a record as described in this schedule must be retained, along with the hardware and software necessary to access the data, for
the retention period assigned to the record, unless backup copies of the data generated from electronic storage are retained in paper or on
microfilm for the retention period. This includes electronic mail (e-mail), websites and electronic publications.

Unless otherwise stated, the retention period for a record is in calendar years from the date of its creation. The retention period, again
unless otherwise noted, applies only to an official record as distinct from convenience or working copies created for informational
purposes. Where several copies are maintained, each local government should decide which shall be the official record and in which of its
divisions or departments it will be maintained. Local governments in their records management programs should establish policies and
procedures to provide for the systematic disposal of copies.
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Section 202.002, Local Government Code, forbids the destruction of a local government record at the expiration of its retention period if
the subject matter of the record is known by the custodian to be in litigation or if the record is subject to a pending request for disclosure
under the Public Information Act. In addition, a record of a school district may not be destroyed if there is an outstanding request to
inspect and review the record under the federal Family Educational Rights and Privacy Act (FERPA). A record of a school District may
also not be destroyed, although its retention period has expired, if it is subject to a pending audit by a federal or state grantor or sub
grantor agency or if questions remain unresolved from a conducted audit until audit finds are resolved.

A local government record whose retention period has expired may not be destroyed if any litigation, claim, negotiation, audit, public
information request, administrative review, or other action involving the record is initiated; its destruction shall not occur until the completion
of the action and the resolution of all issues that arise from it.

A local government record whose retention period expires during any litigation, claim, negotiation, audit, public information request,
administrative review, or other action involving the record may not be destroyed until the completion of the action and the resolution of all
issues that arise fromit.

If a record described in this schedule is maintained in a bound volume of a type in which pages are not designed to be removed, the
retention period, unless otherwise stated, dates from the date of the last entry.

If two or more records listed in this schedule are maintained together by a local government and are not severable, the combined record
must be retained for the length of time of the component with the longest retention period. A record whose minimum retention period on
this schedule has not yet expired and is less than permanent may be disposed of if it has been so badly damaged by fire, water, or insect or
rodent infestation as to render it unreadable, or if portions of the information in the record have been so thoroughly destroyed that
remaining portions are unintelligible. If the retention period for the record is permanent in this schedule, authority to dispose of the
damaged record must be obtained from the Director and Librarian of the Texas State Library and Archives Commission. A Request for
Authority to Destroy Unscheduled Records (Form SLR 501) should be used for this purpose.

Certain records listed in this schedule are assigned the retention period of AV (as long as administratively valuable). This retention period
affords local governments the maximum amount of discretion in determining a specific retention period for the record described.

Use of Asterisk
)
The use of an asterisk (¥) in this revised second edition of Local Schedule SD indicates that the record is either new to the second edition,
the retention period for the record has been changed for the record, or substantive amendments have been made to the description of or
remarks concerning the record. An asterisk is not used to indicate minor amendments to grammar or punctuation.
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ABBREVIATIONS USED IN THIS SCHEDULE

AV - As long as administratively valuable
CE - Calendar year end
CFR - Code of Federal Regulations
FE - Fiscal year end

TAC - Texas Administrative Code
US - Until Superseded
LA — Life of Asset
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RECORDS OF PUBLIC SCHOOL DISTRICTS

Retention Notes: ) OTHER SCHEDULES - This schedule should be used by public school districts, regional educational service
centers, and other local education agencies (as defined on page 2) in conjunction with Local Schedule GR (Records Common to All
Governments) and Local Schedule TX (Records of Property Taxation). In particular, many records maintained by public school districts
are includable among the general administrative, financial, and personnel record series in Local Schedule GR, especially those relating to
grant allocations, funding, and reporting. In any instances of conflict between retention periods established in this schedule and in Local
Schedules GR or TX, the retention periods in this schedule shall prevail.

b) GRANT RECORDS - The 5-year retention period frequently established for records of school districts in this schedule and Local
Schedule GRderivesfromfederalrequirements in34CFR80.42(a)(1) and(c), which declares thefollowing: —Starting dateof retention
period—(1) General. When grant support is continued or renewed at annual or other intervals, the retention period for the records of each
funding period starts on the day the grantee or sub grantee submits to the awarding agency its single or last expenditure report for that
period. However, if grant support is continued or renewed quarterly, the retention period for each year’s records starts on the day the
grantee submits its expenditure report for the last quarter of the Federal fiscal year. In all other cases, the retention period starts on the day
the grantee submits its final expenditure report. If an expenditure report has been waived, the retention period starts on the day the report
would have been due.l These requirements involve the retention of financial and programmatic records, including supporting documents,
statistical reports, and other records pertinent to program regulations or the grant agreement relating to projects or programs funded by the
U.S. Department of Education through sub grants using federal funds from the Texas Education Agency.

These federal regulations require that all records of the types mentioned must be available for audit for 3 years after the date of submission
of the single or last expenditure report by the Texas Education Agency as sub grantor, not by the school district. Because final expenditure
reports are submitted by the Texas Education Agency after all reports from districts are received, a 5-year retention period for many
records of school districts is necessary to satisfy this requirement adequately.

If an audit is pending in which an expenditure or the eligibility of a student to participate in a federal program is questioned, then all
records affecting the outcome of the audit must be retained until the audit is settled.

Copies of reports or records submitted to the Texas Education Agency must be retained by school districts in accordance with this
schedule.

For additional information on grant records, see pages 15 and 16 of Local Schedule GR.



PART 1: STUDENT ACADEMICRECORDS

Retention Note: Any records in this part (e.g., enrollment cards) created for students who enroll or register in a school district, but who
do not subsequently attend classes need be retained only as long as administratively valuable.

Record
Number

Record Title

Record Description

Retention
Period

SD3200-01 ACADEMIC RECORDS
SD3200-01a ACADEMIC RECORDS The academic achievement record or its PERMANENT.
equivalent used to record academic
achievement in grades 9-12.
*SD3200-01b | ACADEMIC RECORDS Cumulative record of achievement in grades | Date of withdrawal
Pre-K through 8. + 5 years.
SD3200-02 BIRTH DATE Copies of birth certificates, church records, AV.
DOCUMENTATION bible records, passport or immigration
records, or other documents used to
establish a date of birth.
$D3200-03 CUSTODY DOCUMENTS Copies of court instruments relating to Until the studentis | Retention Note: It is an exception to
adoption, guardianship, or custody. 18. the retention period given that a court
order superseded by a subsequent
order (e.g., a change in guardianship)
need be retained only as long as
administratively valuable.
*SD3200-04 ENROLLMENT OR Date of withdrawal | See retention note (b) on page 7.
REGISTRATION FORMS + 5 yeats.
*SD3200-05 HOME LANGUAGE Date of withdrawal | See retention note (b) on page 7.
SURVEYS + 5 years.
SD3200-06 MISSING CHILD
PREVENTION AND
IDENTIFICATION
PROGRAM RECORDS

ABBREVIATIONS USED IN THIS SCHEDULE

AV — As long as administratively valuable
FE — Fiscal year end

CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CFR — Code of Federal Regulations
US — Until Superseded



Record
Number

Record Title

Record Description

Retention
Period

REINMEES

SD3200-06a MISSING CHILD Fingerprint cards. Date of withdrawal.
PREVENTION AND
IDENTIFICATION
PROGRAM RECORDS
SD3200-06b MISSING CHILD Photographs. US, or 3 years, Retention Note: A Texas Education
PREVENTION AND whichever is Agency regulation (19 TAC 61.1041)
IDENTIFICATION soonet. requires that at withdrawal a student's
PROGRAM RECORDS fingerprints and photograph taken as
part of a Missing Child Prevention and
Identification Program be returned to
the student's parent or guardian. If a
district is unable to return the
fingerprints and photograph, they
must be destroyed.
SD3200-06¢ MISSING CHILD Parental consents. AV after
PREVENTION AND fingerprints and/or
IDENTIFICATION photograph taken.
PROGRAM RECORDS
SD3200-07 PARENTAL PERMISSION Parental consents for a student to engage in Until cessation of Retention Note: If a student is
RECORDS school activities or programs, excepf consents | activity for which involved in an accident while engaged
noted elsewhere in this schedule. consent granted + | in an activity for which parental
2 years; o, if consent was granted, the consent form
annually renewable, | or statement must be retained for the
US + 2 years. same period as Accident Reports (see
item number SD3300-01).
SD3200-08 STUDENT AV. Applies to both sending and receiving
WITHDRAWAL/RECORD districts.
TRANSFER FORM
SD3200-09 TEST AND ACADEMIC
MEASUREMENT REPORTS

AV — As long as administratively valuable

FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE

CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CPR — Code of Federal Regulations
US — Until Superseded




Record
Number

Record Title

Record Description

Retention
Period

Remarks

SD3200-09a

TEST AND ACADEMIC
MEASUREMENT REPORTS

Reports of results of TAAS, TEAMS, TABS,
TAKS, STAAR, and other standardized state
and national achievement, mental abilities,
and aptitude tests reported by score,
percentile rank, etc.

1 year after
recording of data in
the academic
achievement or
cumulative record.

Retention Note: If testing results of
the types described are not recorded
on the academic achievement or
cumulative record (see item number
SD3200-01) either manually or by
affixing labels, the results must be
retained PERMANENTLY for grades
9-12 and until the date of withdrawal +
5 years for all other grades.

*SD3200-09b

TEST AND ACADEMIC
MEASUREMENT REPORTS

Reports of results of other tests or
measurements (e.g., reading/mathematics
profiles).

Date of withdrawal
+ 5 years.

See retention note (b) on page 7.

ASSURANCE FOR
STUDENTS WHO ARE
VICTIMS OF A VIOLENT
CRIMINAL ACT

Transfer Policy Statement of Assurance
includes date the incident occurred, incident
number, identity of perpetrator, if known,
etc.

SD3200-09c TEST AND ACADEMIC District summaries on a group basis of the 3 years.
MEASUREMENT REPORTS | results of standardized testing.
*SD3200-10 ETHNICITY FORMS Student and Staff Ethnicity and Race Data 3 years ot until By Regulation - 34 CFR 74.53; 80.42;
Questionnaire litigation, claim, or 71 FR 448606.
audit is complete,
whichever islater.
*SD3200-11 STATEMENT OF School Safety Choice Option (SSCO) 5 years. Texas Education Agency Guidance

Relating to a Student Who Is a Victim
of a Violent Criminal Offense, Section

111, (d).

AV — As long as administratively valuable

FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE

CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CPR — Code of Federal Regulations
US — Until Superseded




Record Record Title Record Description Retention Remarks

Number Period
SD3225-01 ACCESS POLICIES Written policies and procedures US. 34 CFR 99.32.
demonstrating how a district meets the
requirements of the Family Educational
Rights and Privacy Act of 1974, as amended,
and federal rules adopted under the act.
SD3225-02 ACCESS TO INFORMATION, | Recotd of each request for access to and

RECORDS OF each disclosure of personally identifiable
information from the educational records of
a student.
S$D3225-02a ACCESS TO INFORMATION, | Documentation of requests from and 2 years.
RECORDS OF disclosures to the parent or eligible student,

to an official of the district for what the
district has determined ate legitimate
educational interests, to a party with written
consent from the parent or eligible student,
or to a party seeking ditectory information.

SD3225-02b ACCESS TO INFORMATION, | Documentation of requests from and PERMANENT. By regulation - 34 CFR 99.32(a)(2).
RECORDS OF disclosures to any party not included in (a).
SD3225-02¢ ACCESS TO INFORMATION, | Written consents from the parent or eligible Retention Note: It is an exception to
RECORDS OF student for information disclosure. the retention periods given for parental
and eligible student consents that if the
(1) From the parent. Until the studentis | only records covered by a consent are
18. those associated with enrollment by a
student in grades Pre-K through 8, the
(2) From the eligible student. PERMANENT. consents may be disposed of at the

same time the records are destroyed.

SD3225-02d | ACCESS TO INFORMATION, | Written refusals from the parent or eligible
RECORDS OF student to the disclosure of directory
information.

(1) If refusals are valid as long as the student | AV after date of
is in attendance. withdrawal.

ABBREVIATIONS USED IN THIS SCHEDULE
AV — As long as administratively valuable CE — Calendar year end CPR — Code of Federal Regulations
FE — Fiscal year end TAC — Texas Administrative US — Until Superseded
LA — Life of Asset



PART 2: FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACTRECORDS

Record Record Title
Number

Record Description

Retention
Period

Remarks

as applicable.

SD3225-03 PROTEST OF RECORD
STATEMENTS

Statements by parents or eligible students
commenting on contested information in a
student record, or stating why they disagree
with a district's decision not to amend a
record, or both.

For as long as the
record containing
the contested
information is
maintained.

By regulation - 34 CFR 99.21(c)(1).

SD3225-04 RECORD AMENDMENT
REQUESTS AND RELATED
DOCUMENTATION

Requests from parents or eligible students to
amend student records, notices by the
district of denial or consent to amendments,
requests for hearings on denied requests,
hearing notices, and written decisions by
hearing examiners.

2 years.

AV — As long as administratively valuable
FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE

CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CPR — Code of Federal Regulations
US — Until Superseded



PART 3: RECORDS OF SPECIAL POPULATIONS AND SERVICES

Retention Note: The term "cessation of services" used in the retention periods set in sections 3-1 through 3-5 with reference to records
created on students who are referred to but not subsequently enrolled in the special program described, means the date determination
against enrollment is made.

SECTION 3-1: SPECIAL EDUCATION PROGRAM RECORDS
Record Record Title Record Description Retention Remarks

Number Period

*SD3250-01 ENROLLMENT LISTS AND 5 years. See retention note (b) on page 7.
ROSTERS
*SD3250-02 STUDENT RECORDS Recotds of each student referred to or Cessation of Retention Notes: a) It is an
receiving special education services, setvices + 5 years, but | exception to the retention period given for
including referral, assessment, and see retention note (a). this record group, that the
reevaluation reports; enrollment and following information must be retained
eligibility forms; admission, review, and PERMANENTLY in some form on each
dismissal (ARD) and transitional planning student in grades 9-12 patticipating in a
committee documentation; individual special education program: name, last
educational plans (IEP) and individual known address, student ID or Social
transitional plans (ITP); parental consent forms Security number,
for testing and placement; and other records of grades’ classes attended’ and grade level and
services required under federal and state year completed. If an academic
regulation. achievement record [see item number
SD3200-01(a)]is created for the
student and maintained among those for
students in the regularpopulation,
it is not necessary for special education
records custodians to maintain the
prescribed information beyond 5 years after
the cessation of setvices,provided
that it is contained in the Academic
Achievement Record.
b) Prior to the destruction of any
records in this record group, the
cligible student or the parents of the
student, as applicable, must be notified
in accordance with federal regulation.
(c) See retention note (b) on page 7.
ABBREVIATIONS USED IN THIS SCHEDULE
AV — As long as administratively valuable CE — Calendar year end CPR — Code of Federal Regulations
FE — Fiscal year end TAC — Texas Administrative US — Until Superseded

LA — Life of Asset



SECTION 3-2: BILINGUAL AND SPECIAL LANGUAGE PROGRAM RECORDS

Record Title

*SD3250-08 STUDENT RECORDS

Record Description

Records of each student referred to or
receiving bilingual or special language
services, including recommendations from
parents or teachers for bilingual instruction,
student interview documentation,
notifications to parents, parental consents or
denials, language proficiency assessment
committee (LPAC) reports, exit reports,
follow-up study reports, and other records of
services required by state regulation or
pertinent to the identification of students for
bilingual education or special language
programs.

Retention

Remarks

Period

Cessation of

services + 5 years.

See retention note (b) on page 7.

AV — As long as administratively valuable
FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE

CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CPR — Code of Federal Regulations
US — Until Superseded




SECTION 3-3: GIFTED/TALENTED PROGRAM RECORDS

Record Title

SD3250-16 STUDENT RECORDS

Record Description

Records of each student referred to or
receiving setvices in a gifted/talented
program, including nomination and
observation documentation, testing results,
parental consents, committee reports and
recommendations, and other records of
services required under state regulation or
pertinent to the identification of students for
patticipation in gifted/talented programs.

Retention

Remarks

Period

Cessation of

services + 5 years.

Record
Number
*SD3250-20

STUDENT RECORDS

Record Title

Record Description

Records of each student referred to or
receiving services under Section 504,
including referral, pre-placement, and
reevaluation reports, parental notices; group
and impartial hearing deliberations; and other
records of services required under Section
504 regulations.

SECTION 3-4: SECTION 504 PROGRAM RECORDS

Retention
Period

Cessation of

services + 5 years.

See retention note (b) on page 7.

AV — As long as administratively valuable
FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE

CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CPR — Code of Federal Regulations
US — Until Superseded




Record

SECTION 3-5: DYSLEXIA PROGRAM RECORDS

Record Title

Record Description

Retention

Remarks

Number

Period

receiving dyslexia program services,
including referral and assessment reports;
group deliberations; parental notices; and

services + 5 years.

SD3250-26 ENROLLMENT LISTS AND Cessation of
ROSTERS services + 5 years.
SD3250-27 STUDENT RECORDS Records of each student referred to or Cessation of Retention Note: This record group

does not include the special education
records of students with dyslexia or
related disorders receiving special

other records of setrvices required under state
regulation.

education services. See item number
SD3250-02.

AV — As long as administratively valuable

FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE

CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CPR — Code of Federal Regulations
US — Until Superseded




SECTION 3-6: MIGRANT STUDENT RECORD TRANSFER SYSTEM
(MSRTS) RECORDS

Record Record Title Record Description Retention Remarks
Number Period
*SD3250-33 DAILY MSRTS LOGS 5 years. See retention note (b) on page 7.
*SD3250-34 ENROLLMENT AND 5 years. See retention note (b) on page 7.
WITHDRAWAL REPORTS
*SD3250-35 MONITORING Summaries of eligibility verifications and 5 yeats. See retention note (b) on page 7.
DOCUMENTATION validations, parent/guardian questionnaires,

copies of validated certificates of eligibility,
and copies of any correspondence from a
school district to a regional educational
service center requesting deletionof
ineligible children from the MSRTS.
*SD3250-36 RECRUITING RECORDS Rectruiter logs, questionnaires, and similar 5 yeats. See retention note (b) on page 7.
records documenting efforts of recruiters to
identify and enroll currently and formerly
migrant students.

SD3250-37 STUDENT RECORDS

*SD3250-37a | STUDENT RECORDS Certificates of eligibility. End of eligibility + | Retention Note: Eligibility ends 6

5 years. years from the qualifying arrival date
(QAD) as it appears on the certificate
of eligibility. The qualifying arrival
date was referred to as the last
qualifying move (LQM) oncertificates
of eligibility prior to 1991. See
retention note (b) on page 7.
SD3250-37b STUDENT RECORDS Copies of most current educational and UsS. Retention Note: Program

health records or forms providing regulations require that an active file

ABBREVIATIONS USED IN THIS SCHEDULE
AV — As long as administratively valuable CE — Calendar year end CFR — Code of Federal Regulations
FE — Fiscal year end TAC — Texas Administrative US — Until Superseded
LA — Life of Asset



Record Record Title Record Description Retention Remarks

Number Period
educational and health updates, information be maintained on each migrant child
from which is transmittable to regional identified for the current school year
educational service centers for data entry. in a project district or cooperative

project district. The file must include,
in addition to the certificate of
eligibility, a copy of each of the most
current educational and health records
of the student. Although the
minimum retention period is set as
US, superseded records should not be
disposed of until notification that all
required data from the superseded
records has been accurately reflected
in MSRTS records in Little Rock. If
original student educational and health
records, rather than copies, are the
source for MSRTS data, the records
must be retained for the periods
established in Parts 1 and 5 of this

schedule.
SD3250-37c STUDENT RECORDS Data verification reports from the MSRTS AV.
center in Little Rock.
AV — As long as administratively valuable CE — Calendar year end CFR - Code of Federal Regulations
FE — Fiscal year end TAC — Texas Administrative US — Until Superseded

LA — Life of Asset



ABBREVIATIONS USED IN THIS SCHEDULE

AV — As long as administratively valuable CE — Calendar year end CFR - Code of Federal Regulations
FE — Fiscal year end TAC — Texas Administrative US — Until Superseded
LA — Life of Asset
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SECTION 3-7: OTHER SPECIAL POPULATIONS RECORDS

Record Record Title Record Description Retention Remarks
Number Period
SD3250-43 FEDERAL IMPACT AID Locally designed form used to survey
SURVEY FORMS parents to determine eligibility for federal
impact aid under P.L. 81-874.
*SD3250-43a | FEDERAL IMPACT AID Survey forms of students determined to be 5 years. See retention note (b) on page 7.
SURVEY FORMS eligible and used to complete district

applications for school assistance in federally
affected areas.

SD3250-43b | FEDERAL IMPACT AID Survey forms of students determined not to AV.
SURVEY FORMS be eligible.

*SD3250-44 McKINNEY HOMELESS 5 years. See retention note (b) on page 7.
ASSISTANCE ACT
STUDENT RECORD

PART 4. ATTENDANCE RECORDS

Record Record Title Record Description Retention Remarks
Number Period
SD3275-01 ATTENDANCE CONTROL
DOCUMENTATION
SD3275-01a ATTENDANCE CONTROL Correspondence to and from parents or AV.
DOCUMENTATION guardians concerning absences and tardiness.
SD3275-01b ATTENDANCE CONTROL Correspondence with law enforcement or 2 yeats.
DOCUMENTATION other agencies concerning violations of the
compulsory school attendance law, including
all associated documentation.
SD3275-01c ATTENDANCE CONTROL Attendance officet's logs and reports of 2 years.
DOCUMENTATION parents or guardians visited.
*SD3275-01d | ATTENDANCE CONTROL Documents relating to student attendance Date of decision +
DOCUMENTATION hearings and appeals 2 yeats.
SD3275-02 ATTENDANCE REPORTS
SD3275-02a ATTENDANCE REPORTS Copies of attendance and enrollment reports | 5 years.
submitted to the Texas Education Agency,
including those term and period reports
ABBREVIATIONS USED IN THIS SCHEDULE
AV — As long as administratively valuable CE — Calendar year end CPR — Code of Federal Regulations
FE — Fiscal year end TAC — Texas Administrative US — Until Superseded

LA — Life of Asset



Record
Number

Record Title

Record Description

Retention

Period

REIMESS

submitted to the superintendent by
principals for the purposes of compiling
state-mandated reports.

SD3275-02b

ATTENDANCE REPORTS

Daily Registers of Pupil Attendance (or an
equivalent locally-designed record) and
similar daily or periodic reports used to
document the attendance and absence of
students.

5 years.

SD3275-03 SCHOLASTIC CENSUS

RECORDS

Census cards or rolls of school age children
residing in the county or district.

PERMANENT,
but see retention note.

Retention Note: The Local
Government Records Act (Section
201.008, Local Government Code)
transferred custody of all scholastic
census records still in the possession of
elected county officials to the

custody of the Texas State Library and
Atrchives Commission for preservation as
historical records. Some census
documents, which were compiled by

the office of the county superintendent of
schools from 1905 through 1969, may
have passed into the custody of
independent school districts. These
census cards and rolls must be retained
PERMANENTLY, as well as those from
the state- mandated 1970 enumeration,
which was conducted by school districts.
Although the Local Government Records
Act did not automatically transfer any
scholastic census records in the custody of
school districts to

the Texas State Library and Archives
Commission, districts may offet to
transfer census records to the commission
for preservation. Census cards or rolls
compiled by school districts in 1971 and
after for local administrative reasons need
be retained only as long as

AV — As long as administratively valuable
FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE

CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CPR — Code of Federal Regulations
US — Until Superseded




Record
Number

Record Title

Record Description

Retention
Period

Remarks

administratively valuable.

*SD3275-04

TRANSFER, APPLICATIONS
FOR, AND ASSOCIATED
REPORTS

Documentation concerning the transfer and
enrollment of students in districts other than
those in which they ate a resident.

5 years.

See retention note (b) on page 7.

PART 5: STUDENT HEALTHRECORDS

Record Record Title Record Description Retention
Number Period
SD3300-01 ACCIDENT REPORTS Reports of accidents to students. 5 yeats; ot 2 years

after the student
reaches the age of
18, whichever later.
SD3300-02 ACTIVITY AND Daily and other periodic activity and 3 years.
STATISTICAL REPORTS statistical reports, exvept those noted elsewhere in
this section, compiled by school nurses or nurse
extenders relating to student health matters.
SD3300-03 CORRESPONDENCEWITH Correspondence to and from parents or 2 years.
PARENTS OR GUARDIANS guardians concerning student health matters.
SD3300-04 CUMULATIVE HEALTH Date of withdrawal
CARD OR RECORD + 2 years.
SD3300-05 EMERGENCY CARDS Card or other form of record providing US or until student
information on whom to contact in case of ceases enrollment,
accident or illness to a student. whichever sooner.
SD3300-06 EXCLUSION AND Affidavits ot similar documents seeking the
VERIFICATION exclusion of students from participation in
DOCUMENTATION immunization or other health care programs for
medical or religious reasons, or verifications of
previous illness or health
testing.
SD3300-06a EXCLUSION AND Exclusion documentation.
VERIFICATION 1 year, or date of
DOCUMENTATION (1) Affidavits of medical contraindications. withdrawal + 2

AV — As long as administratively valuable

FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE

CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CPR — Code of Federal Regulations
US — Until Superseded




Record
Number

Record Title

Record Description

Retention
Period

Remarks

(2) Affidavits of religious conflicts.

years if
contraindication is
lifelong.

Date of withdrawal
+ 2 years

health screening.

Cumulative Health
Record.

SD3300-06b EXCLUSION AND Verifications of mumps or measles illness. Date of withdrawal Retention Note: It is an exception to the
VERIFICATION + 2 years. retention periods set for subsections (b) and
DOCUMENTATION (c) of this group

that if data from the verification
ion is h

SD3300-06c | EXCLUSION AND Verifications from physicians or health Date of withdrawal f;’;“ﬁ?fig;gf:giﬁ e
VERIFICATION ag{:ncies of prior testing of sight, hearing, and + 2 years. number SD3300-04), the documentation
DOCUMENTATION spinal curvature. :

need be retained only as longas
administratively valuable after recording.

SD3300-07 HEALTH SCREENING
DOCUMENTATION

SD3300-07a HEALTH SCREENING Worksheets, checklists, examination forms, AV after entry of
DOCUMENTATION and similar documents used in student information on

*SD3300-07b

HEALTH SCREENING

Vision, hearing, and spinal screening reports

2 years.

combination with a cumulative health card as in
item number 3300-04).

+ 2 years.

DOCUMENTATION submitted to the Texas Department of State
Health Services.
SD3300-08a IMMUNIZATION RECORDS Immunization record (either separate or in Date of withdrawal Retention Note: It is an exception to

the retention petiod given for the
immunization record that if
immunizations ate performed by

school nurses or other medical
technicians employed by the school district.
the immunization record and parental
consent forms for the administration of
vaccine must be retained by the school
until the person receiving the vaccine is 20
years old or

10 years after the consent form was
signed, whichever later.

>

AV — As long as administratively valuable
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Record
Number

Record Title

Record Description

Retention
Period

Remarks

SD3300-08b IMMUNIZATION RECORDS Annual reports of immunization status. 3 years.
SD3300-09 PHYSICIAN REFERRALS Copies of referrals to physicians, including AV after entry of
AND REPORTS any attached screening worksheets, and information on
reports from physicians on referred health Cumulative Health
matters. Record.
SD3300-10 REPORTS TO Copies of reports on child abuse or neglect, | 2 years.
ENFORCEMENT AGENCIES | communicable disease, dog bites, drug
offenses, missing children, or sexually
transmitted disease submitted to the Texas
Department of State Health Services, the
Texas Health and Human Services
Commission, ot local law enforcement and
animal control agencies.
SD3300-11 SPECIAL HEALTH CARE
RECORDS
SD3300-11a SPECIAL HEALTH CARE Logs or reports of medications or treatment | 3 years.
RECORDS administered to students on a group or
individual basis.
SD3300-11b SPECIAL HEALTH CARE Parent's requests and physician's End of validity of
RECORDS authorizations for specialized health care. request or
authorization + 2
years.

AV — As long as administratively valuable

FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE

CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CPR — Code of Federal Regulations
US — Until Superseded



PART 6: INSTRUCTION AND GRADE REPORTING RECORDS

Record Record Title Record Description Retention
Number Period
SD3325-01 CURRICULUM GUIDES US.
SD3325-02 GRADE BOOKS 1 year after entry of
grades in the Retention Note: If grades are entered
academic in the academic achievement record or
achievement or the cumulative record (see item number
cumulative record. | SD3200-01) from reports compiled
from grade books, these reports must
be retained for the same minimum
period as grade books.
SD3325-03 GRADE REPORTS Periodic grade reports created for internal AV.
administrative purposes, providing data on
grades or grade rankings by class, teacher,
campus, course, population, ethnic
breakdown, etc. except reports of the type
noted in item number 3325-05.
SD3325-04 LESSON PLANS AV.
SD3325-05 REPORT CARDS Copies of report cards or grade reports ora | 1 year after entry of | Retention Note: If copies of report
comparable record evidencing the grades grades in the cards or grade reports are the only
that have been reported for a student to the | academic record of grades received at the K-8
student's parents. achievement or levels they must be retained for date of
cumulative record. | withdrawal of the student + 5 years. If
they are the only record of grades
received at the 9-12 levels prior to the
use of a standardized academic
achievement record, they must be
retained PERMANENTLY.

ABBREVIATIONS USED IN THIS SCHEDULE

AV — As long as administratively valuable
FE — Fiscal year end

CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CPR — Code of Federal Regulations
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PART 7: DISCIPLINE AND COUNSELINGRECORDS

Record Title Retention Remarks

Period

Record
Number

Record Description

SD3350-01

DISCIPLINE RECORDS

Records relating to the discipline, corporal
punishment, suspension, and expulsion of
students maintained by superintendents,
principals, and counselors, including parental
conference reports and correspondence with
parents.

*SD3350-01a | DISCIPLINE RECORDS Records relating to removal to a Disciplinary | 5 years.
Alternative Education Program, suspension, Retention Note: Records for discipline
or expulsion. events resulting in the removal of a
student from class must be maintained
with Public Education Information
Management System (PEIMS) data for
five years.
SD3350-01b DISCIPLINE RECORDS Records relating to forms of discipline other AV.
than removal to a Disciplinary Alternative
Education Program, suspension, or
expulsion.
SD3350-02 STUDENT GUIDANCE AND Individual student counseling files maintained AV. Retention Note: It is an exception to the
COUNSELING FILES by school counselors, including parental retention period for this record group that
conference reports. ouidance and counseling files
programmatically associated with
participation in special programs as described
in Part 3 of this schedule must be retained for
the same period as the student records for the
special program.
In addition, records of counseling in any
federally funded special guidance or counseling
project or program must be
retained for 5 years beyond cessation of
counseling services to the student.
*SD3350-03 LAW ENFORCEMENT Notification from a law enforcement agency of End of school By law — Texas Education Code, Section
NOTIFICATIONS the atrest of a student enrolled ina public year 37.017.

primary or secondary school in accordance




with Code of Criminal Procedure, art. 15.27.

Retention Note: State law (Texas
Education Code, Section 37.017) directs
school districts to retain law enforcement
notification separately from a student’s
permanent academic file and requires
destruction of the notification at the end
of the school year in which the
notification is issued.

Record
Number

PART 8: ADULT AND VOCATIONAL EDUCATION RECORDS

Record Title

Record Description

Retention
Period

Remarks

patticipation in work study programs;
student rating forms, progtess reports, and
record cards; individual follow-up records;
and similar records of assignments to and
the completion by a student of vocational
education projects and tasks.

+ 5 years.

*SD3375-01 CLASS ORGANIZATION 5 yeats. See retention note (b) on page 7.
REPORTS AND ROSTERS
*SD3375-02 CURRICULUM PLANNING Project and study plans developed by 5 years. See retention note (b) on page 7.
DOCUMENTATION instructors in vocational education, including
those for vocational summer work.
*SD3375-03 FOLLOW-UP REPORTS Reportts on post-instructional experience of | 5 years. See retention note (b) on page 7.
leavers and completers of vocational
education programs.
*SD3375-04 STUDENT RECORDS Cooperative training plans; applications for End of enrollment | See retention note (b) on page 7.

AV — As long as administratively valuable
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PART 9: DRIVERS EDUCATIONRECORDS

Record Record Title Record Description Retention Remarks
Number Period
*SD3400-01 STUDENT RECORDS Individual records of students enrolled in 5 yeats. See retention note (b) on page 7.
driver’s education.
*SD3400-02 STUDENT ROSTERS 5 years, if used in
lieu of individual
student records;
otherwise AV.
SD3400-03 INSTRUCTIONAL 1 year after entry of
CHECKLISTS scores and other

data in student
individual record or

rosters.
SD3400-04 LICENSING AND Any copies of forms or certificates AV.
COMPLETION FORMS maintained in student files relating to
applications for drivers licenses, course
completions, insurance discount forms, and
notices of cancellation.
SD3400-05 REQUESTS FOR AV.
RECOGNITION OF
COMPLETION
DOCUMENTS
ABBREVIATIONS USED IN THIS SCHEDULE
AV — As long as administratively valuable CE — Calendar year end CPR — Code of Federal Regulations
FE — Fiscal year end TAC — Texas Administrative US — Until Superseded

LA — Life of Asset



Record
Number

PART 10: ACCREDITATION RECORDS

Record Title

Record Description

Retention

Period

community, and staff involvement in the
establishment of performance objectives;
and similar records created in school districts
to plan for and monitor progress during
interims between accreditation visits.

SD3425-01 ACCREDITATION REPORTS

SD3425-01a ACCREDITATION REPORTS | Reports to the Texas Education Agency on AV after
accreditation planning or the self-monitoring | subsequent
of progress toward the achievement of goals. | accreditation.

SD3425-01b ACCREDITATION REPORTS | Accreditation investigative reports from the | PERMANENT.
Texas Education Agency to the board of
trustees of a school district.

SD3425-02 PLANNING RECORDS Self studies; planning documents used to AV after Review before disposal; some records
establish goals and indicators; achievement subsequent of this type may merit PERMANENT
reports; documents evidencing parent, accreditation. retention for historical reasons.

AV — As long as administratively valuable

FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE

CE — Calendar year end
TAC — Texas Administrative
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CPR — Code of Federal Regulations
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PART 11: FOOD SERVICE RECORDS

Record Record Title Record Description Retention Remarks
Number Period

SD3450-01 CERTIFICATES OF Authorizations for persons to act on behalf US + 5 years.
AUTHORITY of a school district in school lunch matters.

SD3450-02 DAILY FOOD SERVICE Daily record of full-price, reduced-price, and | FE + 5 years.
RECORDS free breakfasts and lunches served.

SD3450-03 FOOD AND FOOD FE + 5 yeats.
EQUIPMENT INVENTORY
RECORDS

SD3450-04 FREE OR REDUCED-PRICE
MEAL RECORDS

SD3450-04a FREE OR REDUCED-PRICE | Applications from parents for free or FE + 5 years.
MEAL RECORDS reduced-price breakfasts or lunches.

SD3450-04b FREE OR REDUCED-PRICE | Rosters or lists of eligible students. FE + 5 years.
MEAL RECORDS

SD3450-04c FREE OR REDUCED-PRICE | Policy statements on free and reduced-price | US + 5 years.
MEAL RECORDS meals.

SD3450-05 HEALTH INSPECTION 3 years.
REPORTS

SD3450-06 MENU RECORDS

SD3450-06a MENU RECORDS Menu planning records. AV.

SD3450-06b MENU RECORDS Daily menus. 5 yeats.

ABBREVIATIONS USED IN THIS SCHEDULE
AV — As long as administratively valuable CE — Calendar year end CPR — Code of Federal Regulations
FE — Fiscal year end TAC — Texas Administrative US — Until Superseded
LA — Life of Asset



PART 12: TEXTBOOK RECORDS

Record Record Title Record Description Retention Remarks
Number Period

SD3475-01 ANNUAL MEMBERSHIP FE + 2 yeats.
REPORT

SD3475-02 LOCAL TEXTBOOK US.
COMMITTEE REPORT

SD3475-03 TEXTBOOK CUSTODIAN US + 2 yeats.
BONDS

SD3475-04 TEXTBOOK INVENTORY
AND DISTRIBUTION
CONTROL RECORDS

SD3475-04a | TEXTBOOK INVENTORY Inventories US + 1 yeat.
AND DISTRIBUTION
CONTROL RECORDS

SD3475-04b | TEXTBOOK INVENTORY Book cards or records comparable in FE + 2 years.
AND DISTRIBUTION function documenting what books were
CONTROL RECORDS distributed to each student and similar

records documenting their return or non-
return.

SD3475-04c TEXTBOOK INVENTORY Records documenting the distribution, FE + 2 years.
AND DISTRIBUTION transfer, and return of textbooks on a
CONTROL RECORDS campus by campus basis.

SD3475-04d | TEXTBOOK INVENTORY Reports on state-owned textbooks that have | FE + 2 years.
AND DISTRIBUTION been destroyed.
CONTROL RECORDS

SD3475-05 TEXTBOOK
PROCUREMENT RECORDS

SD3475-05a TEXTBOOK Requisitions and supplemental requisitions FE + 2 years.

PROCUREMENT RECORDS

for textbooks, learning systems, and related
materials, including those for use by visually
disabled students, placed with the Texas
Education Agency (TEA), the Texas
Instructional Materials Center for the
Visually Impaired, or other vendors as may
be permitted by law or regulation, including
supporting documentation such as
statements of charges, packing slips, freight
bills, and shipment-error reports.




SD3475-05b TEXTBOOK Otder notifications from the Texas AV after receipt
PROCUREMENT RECORDS | Education Agency (TEA) concerning and reconciliation
processing of textbook orders. of shipment.
SD3475-05¢ TEXTBOOK Documentation relating to the procurement | AV after receipt
PROCUREMENT RECORDS of sample textbooks, learning systems, and and reconciliation
related materials. of shipment.
SD3475-06 TEXTBOOK SALES AND
DISPOSITION RECORDS
SD3475-06a TEXTBOOK SALES AND State textbook sales invoices and FE + 2 years.
DISPOSITION RECORDS acknowledgment statements, logs (district
and campus) of textbooks paid for, payment
or reduced payment waivers, payment
account cards, and any district forms used
for the transmittal of textbook funds from
campuses to the textbook coordinator.
SD3475-06b | TEXTBOOK SALES AND Records relating to the disposition by AV.
DISPOSITION RECORDS donation or destruction of expiring or out-
of-adoption textbooks.

AV — As long as administratively valuable

FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE
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TAC — Texas Administrative
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Record
Number

PART 13: SCHOOL TRANSPORTATION RECORDS

Record Title

Record Description

Retention
Period

REINMEES

SD3500-01 APPLICATIONS FOR NEW Requests to the Texas Education Agency for | FE + 5 yeats.
TRANSPORTATION approval of state funds for eligible pupil
PROGRAMS transportation services.
SD3500-02 CONTRACTS FOR Contracts with public or commercial 4 years after the
TRANSPORTATION companies for pupil transportation services, expiration or
SERVICES including copies of applications to the termination of the
Texas Education Agency (TEA) for contract | contract according
approval. to its terms.
SD3500-03 DRIVERS RECORDS (sce also
Section 3-1 of Local Schedule GR)
SD3500-03a DRIVERS RECORDS (sce also Medical examination reports. US + 3 years.
Section 3-1 of Local Schedule GR)
SD3500-03b | DRIVERS RECORDS (see also School bus driver training certification 3 years.
Section 3-1 of Local Schedule GR) | verifications.
SD3500-03c DRIVERS RECORDS (see also Drivet's license record checks. US or date of
Section 3-1 of Local Schedule GR) separation + 2
years, as applicable.
SD3500-04 ELIGIBLE RIDER Documentation, maintained in the form of 3 years.
DOCUMENTATION lists of actual bus riders by name and route
number, including all associated records
providing source information needed to
complete ridership sections of state-required
pupil transportation reports (see item number
3500-05).
SD3500-05 PUPIL TRANSPORTATION Annual reports to the Texas Education 3 years. Retention Note: This record group
REPORTS Agency on the number of pupils transported includes requests for approval of bus
by school bus or private means (including routes, now part of the Regular Pupil
route mileage), used by the agency to Transportation Report, but submitted
determine transportation allotments. separately in prior years.
SD3500-06 ROUTE DESCRIPTIONS A turn-by-turn accounting for each approved | US + 3 years.

route, specifying road designations and
corresponding mileages.




SD3500-07 SCHOOL
TRANSPORTATION COST
AND MAINTENANCE
RECORDS
SD3500-07a SCHOOL Vehicle master record containing the LA. Retention Notes: a) This schedule
TRANSPORTATION COST following: complete description of the does not require the creation of a
AND MAINTENANCE vehicle, including vehicle identification and vehicle master record of the type
RECORDS license numbers; annual beginning and described, but if a vehicle master
ending odometer readings; total annual fuel, record is not maintained, records
maintenance, labor, and parts costs; and containing the prescribed information
complete maintenance history (in summary must be retained for the life of the
form showing date and nature of service, vehicle. For example, if work orders
repair or state inspection). in (b) are the only record maintained
of repairs to school buses, they must
be retained for the life of the vehicle.
(b) If a school bus is salvaged as the
result of an accident, the vehicle
master record or, if one is not created,
documents providing the types of
information prescribed, must be
retained for LA + 3 years.
SD3500-07b SCHOOL Service requests/wotk orders. 2 yeats.
TRANSPORTATION COST
AND MAINTENANCE
RECORDS
SD3500-07c SCHOOL Daily activity reports compiled by vehicle 2 years.
TRANSPORTATION COST shop personnel and/or drivers showing fuel
AND MAINTENANCE and oil consumption, odometer readings,
RECORDS routine inspections, etc., from which data is
derived for operating cost reports and the
vehicle master record.
SD3500- SCHOOL School bus usage reports for extracurricular 2 years.
07d TRANSPORTATION COST activities, field trips, or for private purposes
AND MAINTENANCE under contract needed for compiling annual
RECORDS operating costs reports under (e).
SD3500-07¢ SCHOOL Annual operation cost reports submitted to FE + 5 years.
TRANSPORTATION COST the Texas Education Agency.
AND MAINTENANCE
RECORDS
SD3500-08 SCHOOL BUS PURCHASE FE + 5 yeats.

REQUISITIONS




SURVEILLANCE VIDEO (no
incident)

*SD3500-09 SCHOOL BUS
SURVEILLANCE VIDEO
*SD3500-092 | SCHOOL BUS Video recorded where no incident occuts. AV. Retention Note: The Texas State

Library and Archives Commission
strongly urges, but does not require,
retaining school bus surveillance
videos for a minimum of ten school
days as recording technology permits.

*SD3500-09b | SCHOOL BUS Video that records an incident. 30 days after
SURVEILLANCE VIDEO incident resolved or
(incident) verdict is rendered.

AV — As long as administratively valuable

FE — Fiscal year end
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PART 14: SCHOOL SAFETYRECORDS

Record Record Title Record Description Retention Remarks
Number Period
SD3525-01 EVACUATION AND FIRE US.
EXIT PLANS
SD3525-02 FIRE DRILL RECORDS Records of fire drills, including schedules, 3 years.

reports, correspondence with fire

departments, and associated documentation.
SD3525-03 FIRE SAFETY INSPECTION 3 years.
REPORTS

PART 15: FINANCIAL RECORDS

Retention Note: This part supplements and should be used in conjunction with Part 2 of Local Schedule GR.

Record Record Title Record Description Retention Remarks

Number Period

SD3550-01 AGENCY FUND Any accounts payable, accounts receivable, FE + 3 years. Retention Note: Compare item
ACCOUNTING RECORDS or ledgers and journals used to document the numbers GR1025-26, GR1025-27,
receipt and expenditure of local agency funds and GR1025-30 in Local Schedule
from clearing accounts that are custodial in GR. The minimum retention period
nature (e.g., student picture accounts). for records of agency funds is an

exception to the prevailing FE + 5
year retention period for school
district financial records.

SD3550-02 COUNTY AVAILABLE FE + 3 years.
REPORTS

SD3550-03 SCHOOL BONDS, Until receipt of
APPLICATIONS FOR guaranty
GUARANTY OF documentation.

ABBREVIATIONS USED IN THIS SCHEDULE
AV — As long as administratively valuable CE — Calendar year end CFR — Code of Federal Regulations
FE — Fiscal year end TAC — Texas Administrative US — Until Superseded
LA — Life of Asset



PART 16: PERSONNEL AND STAFFING RECORDS

Retention Notes: a) This part supplements and should be used in conjunction with Part 3 of Local Schedule GR.

b) If the retention period for a record in this part is given as US or as US + a specific number of years and the person to whom the record
relates ceases employment before supercession occurs, the date of separation shall also be considered the date of supercession for records
retention purposes.

SECTION 16-1: INDIVIDUAL EMPLOYEE RECORDS

Record Record Title Record Description Retention Remarks
Number Period
SD3575-01 ABSENCE FROM DUTY 4 years.
REPORTS
SD3575-02 APPLICATIONS AND Copies of applications/recommendations
RECOMMENDATIONS FOR endorsed by the superintendent or other
PROFESSIONAL OR authorized school official and forwarded by
PARAPROFESSIONAL the district or the applicant to the Texas
CERTIFICATES OR Education Agency for the purposes of
PERMITS, COPIES OF certification or review of qualifications.
SD3575-02a APPLICATIONS AND Application for Nonrenewable Permit 1 year.
RECOMMENDATIONS FOR
PROFESSIONAL OR
PARAPROFESSIONAL

CERTIFICATES OR
PERMITS, COPIES OF
SD3575-02b | APPLICATIONS AND All others. AV.
RECOMMENDATIONS FOR
PROFESSIONAL OR
PARAPROFESSIONAL
CERTIFICATES OR
PERMITS, COPIES OF
SD3575-03 AUDIT VERIFICATION US, but see retention
CARDS note. Retention Note: The most recent
audit verification card present in his
or her personnel file upon

separation of an employee must be
retained PERMANENTLY and




should be considered an addendum
to the Teacher Service Record (see
item number GR1050-12 in Local
Schedule GR).

SD3575-04

DEFICIENCY PLAN

US by a teaching
certificate, or
separation of employee
+ 5 years, as

applicable.

*SD3575-05

PERFORMANCE
APPRAISAL RECORDS

SD3575-05a

PERFORMANCE
APPRAISAL RECORDS

Appraisal record (including documentation
submitted by the teacher).

PERMANENT.

Retention Notes: The records
listed in this group are those
currently used in the Professional
Development and Appraisal System
(PDAS) and its local equivalent
implemented on a statewide basis in
the 1997-1998 school year; in the
Texas Teacher Appraisal System
(TTAS) implemented on a statewide
basis in the 1986-1987 school year
and used through the 1996-1997
school year for the career ladder
appraisal process; and in TTAS
functional equivalents used in
districts for teacher performance
appraisals for the 1983-1984, 1984-
1985, and 1985-1986 school years.
For teacher appraisal records prior
to the 1983-1984 school year see
item number GR1050-21 in Local
Schedule GR.

SD3575-05b

PERFORMANCE
APPRAISAL RECORDS

Observation/evaluation forms (including
documentation submitted by the teacher).

4 years after teacher
signs for receipt of
appraisal record.

SD3575-05¢

PERFORMANCE
APPRAISAL RECORDS

Notes taken by appraisers during
observations or similar written

AV after teacher signs
for receipt of

AV — As long as administratively valuable

FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE
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TAC — Texas Administrative
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Record
Number

Record Title

Record Description

Retention
Period

Remarks

documentation created by the teacher's
supervisor that, in combination with the
formal observation, is used to determine
credit for the criteria and indicators on the
observation/evaluation forms.

observation/evaluation
form.

*SD3575-05d | PERFORMANCE Teacher assessments of instructional goals AV
APPRAISAL RECORDS and outcomes.
SD3575-05¢ PERFORMANCE Professional growth plans. 4 years.
APPRAISAL RECORDS
SD3575-05f PERFORMANCE Grievance and response documents. For the same periodas | Retention Note: For employee
APPRAISAL RECORDS the appraisal record to | grievance records other than those
which they relate. relating to performance appraisals
see item number GR1050-20 in
Local Schedule GR.
SD3575-06 SERVICE RECORD Affidavits attached to teacher service record | PERMANENT.
AFFIDAVITS claiming months served prior to the 1949-50
school year.
SD3575-07 STATEMENTS OF Until receipt by district
COMMITMENT (OUT-OF- of Texas certificate or
STATE CERTIFICATES) date of separation + 5
years, as applicable.
*SD3575-08 STATEMENTS OF AV.
INTENTION TO BECOME
A UNITED STATES
CITIZEN
SD3575-09 TEACHER CERTIFICATE PERMANENT. Retention Note: This was a
REGISTERS standard record of county
superintendents of schools, but it
was also maintained in some
independent school districts in years
prior to the emergence of a formal
Teacher Service Record (see item
number GR1050-12 in Local
Schedule GR).
*SD3575-10 TUBERCULOSIS AV.
CERTIFICATES
*SD3575-11 CRIMINAL HISTORY 1 year from date By law - Section 411.084, Local

CHECKS

obtained or after the

Government Code.




Record Title Record Description Retention REINEE

Period
information is used for
the authorized Retention Note: This record series
purpose, whichever is is only for public school employees;
sooner. for all other government employees,
see item number GR1050-11 in
Local Schedule GR.

SECTION 16-2: STAFFING RECORDS

Record Record Title Record Description Retention Remarks
Number Period
SD3575-16 PERSONNEL ROSTERS Including those detailing assignments to 3 yeats.
grades, courses, etc.
*SD3575-17 PERSONNEL UNIT AV.
REQUIREMENT
CALCULATION
WORKSHEETS
SD3575-18 SUBSTITUTE TEACHING 3 years.
ROSTERS

ABBREVIATIONS USED IN THIS SCHEDULE
AV — As long as administratively valuable CE — Calendar year end CPR — Code of Federal Regulations
FE — Fiscal year end TAC — Texas Administrative US — Until Superseded
LA — Life of Asset



PART 17: MISCELLANEOUS REPORTS AND SURVEYS

Record Record Title Record Description Retention
Number Period
*S1D3600-01 PUBLIC EDUCATION 5 yeats.

INFORMATION

MANAGEMENT SYSTEM

(PEIMS) DATA

SUBMISSIONS

SD3600-02 DATA VERIFICATION Data printouts or reports from the Texas AV.
REPORTS Education Agency (TEA) or other agencies Retention Note: For example,
provided for informational purposes reports sent by Texas Education
showing data received and entered in Texas Agency (TEA) or an educational
Education Agency (TEA) or other agency service center showing data received
databases and similar documents secking and entered as the result of Public
confirmation of the accuracy of current data Education Information Management
information. System (PEIMS) data submissions fall
under this record group as well as any
retained copies of data verification
reports returnable to Texas Education
Agency (TEA), such as forms used to
confirm and/ot update data for the
Texas School Directory.
SD3600-03 SURVEYS Surveys, questionnaires, opinion polls, and AV.

similar documents received from the Texas Retention Note: It is an exception to

Education Agency or other agencies, the retention period given for this

completed and returned by the record group that records of the type

superintendent or other school official, and described received by a regional

used by the sutveying agency for the education service center as a

preparation of needs assessments or surveying agency must be retained

statistical reports and not for the specific by the center for 5 years.

purpose of monitoring compliance with a

required or grant-funded program in the

respondent district.

AV — As long as administratively valuable

FE — Fiscal year end

ABBREVIATIONS USED IN THIS SCHEDULE

CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CPR — Code of Federal Regulations
US — Until Superseded




Record
Number

PART 18: MISCELLANEOUSRECORDS

Record Title

Record Description

Retention
Period

REINMEES

SD3625-01 PROGRAM APPROVAL Applications and supporting documentation
APPLICATIONS for local programs that must be approved by
the Texas Education Agency before
implementation but which do not involve the
allocation of state or federal funds controlled
by the agency.
S$D3625-01a PROGRAM APPROVAL Applications approved. US + 5 years or life
APPLICATIONS of program + 5
years, whichever
applicable
S$SD3625-01b PROGRAM APPROVAL Applications not approved. AV
APPLICATIONS
SD3625-02 REQUESTS FOR WAIVER OF | Requests and renewals of requests for waivers
TEXAS EDUCATION of Texas Education Agency policies and
AGENCY POLICIES AND rules, including any attached documentation.
RULES
SD3625-02a REQUESTS FOR WAIVER OF | Requests granted. 5 years
TEXAS EDUCATION
AGENCY POLICIES AND
RULES
SD3625-02b REQUESTS FOR WAIVER OF | Requests not granted. AV
TEXAS EDUCATION
AGENCY POLICIES AND
RULES
S$SD3625-03 SCHOOL CALENDAR US + 2 years
SD3625-04 UNIVERSITY Cortrespondence, schedules, rosters, reports, 2 years
INTERSCHOLASTIC records of patticipation, and similar
LEAGUE RECORDS documentation, except financial records (see
Local Schedule GR), concerning the
participation of a district in academic, music,
and athletic contests and programs governed
by the University Interscholastic League.
*SD3625-05 EXTRACURRICULAR Application, selection, and evaluation records | 2 years
ACTIVITY RECORDS for participation in extracurricular activities

(cheetleading, National Honor Society,
student council, etc.)




Record Record Title Record Description Retention Remarks

Number Period
*S1D3625-06 STUDENT
DRUG/ALCOHOL TEST
RESULTS
*SD3625-06a | STUDENT Negative Results. 1 year.
DRUG/ALCOHOL TEST
RESULTS (negative results)
*SD3625-06b | STUDENT Positive Results or Refusal Form. Date of withdrawal, | Retention Note: All documentation
DRUG/ALCOHOL TEST graduation, or 5 should be maintained separate from
RESULTS (positiveresults) years, whichever the student cumulative folder and only
sooner. released to student, his/her parent or
person in lawful control of student,
Supetintendent, Head Coach/Sponsot
of extracurricular activity, and other
school officials with legitimate interest
in information. Results shall not be
shared with law enforcement except as
required by law.
*SD3625-07 | VISITOR LOGS 2 years.
*SD3625-08 PARKING DECAL/PERMIT US or expiration of
RECORDS permit.
ABBREVIATIONS USED IN THIS SCHEDULE
AV — As long as administratively valuable CE — Calendar year end CFR - Code of Federal Regulations
FE — Fiscal year end TAC — Texas Administrative US — Until Superseded

LA — Life of Asset



Record
Number

Record Title

PART 19: LIBRARY RECORDS
Retention

Record Description

Remarks Period

*SD3650-01 ACCESSION/DEACCESSION | Records used to update library catalogs ot AV. Retention Note: This record series
RECORDS inventory records of the accession through does not include the record copy of
purchase or gift or the deaccession through purchase requisitions or ordets or
loss or withdrawal of library and museum accounts payable documentation. See
materials. item numbers GR1025-26 and
GR1075-03 in Local Schedule GR.
*SD3650-02 BORROWER Records documenting the registration of AV.
REGISTRATION borrowers.
RECORDS
*SD3650-03 CIRCULATION RECORDS Records documenting the circulation of AV.
library materials to individual borrowers.
*SD3650-04 INTERLIBRARY LOAN Records relating to the lending and AV. Retention Note: It is an exception to
RECORDS borrowing of library materials through the retention period for this item that
interlibrary loan. if interlibrary loan services are funded
by indirect grants from the U.S.
Department of Education, the record
copy of documents evidencing
interlibrary loan activity must be
retained for FE + 7 years. See
introductory retention note
concerning grant records in Part 2 of
Local Schedule GR.
*SD3650-05 INVENTORY RECORDS Shelf lists or equivalent records showing Us.
current library and museum holdings.
*$D3650-06 | LIBRARY CATALOGS US.

ABBREVIATIONS USED IN THIS SCHEDULE
CE — Calendar year end
TAC — Texas Administrative
LA — Life of Asset

CFR - Code of Federal Regulations
US — Until Superseded

AV — As long as administratively valuable
FE — Fiscal year end
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1. PROCUREMENT RESPONSIBILITY
A. Procurement Policy

Complete Procurement Policy and Procedures followed by the South San Antonio ISD may be
found in the Texas Education Agency Financial Accountability System Resource Guide (FASRG)
in the Procurement Module. The FASRG can be accessed through the TEA website at:
https://tea.texas.gov

Board Policies pertaining to Procurement can be accessed through the South San Antonio ISD website
at: https://pol.tasb.org/Home/Index/177

All expenditures and purchases made on behalf of the South San Antonio ISD require an approved
Purchase Requisition and Purchase Order to ensure prompt payment. The Procurement Department
recommends utilizing current vendors before reaching out to new vendors.

B. Procurement Authority

The following persons are delegated the authority to act as agents for South San Antonio ISD in
carrying out the Procurement activities of the district:

*  Superintendent of Schools
*  Chief Financial Officer

* Director of Procurement

*  Superintendent Designee

2. STANDARDS OF CONDUCT
A. Ethics

The South San Antonio ISD 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, Professional Ethical Conduct, clearly applies to those individuals
engaged in the Procurement process. This principle includes the following standards:

+  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.
+ The educator shall honestly account for all funds committed to his charge and
shall conduct his financial business with integrity.
«  The educator shall not use institutional or professional privileges for personal or partisan

advantage.

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

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

«  The educator shall not falsify records, or direct, or coerce others to do so.


https://tea.texas.gov/finance-and-grants/financial-accountability/fasrg/fasrgv18-module5.pdf

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 VIIL

B. Vendor Relation

In an effort to promote transparency and impartial decision-making, the District has
adopted a procedure for reporting gifts, awards, and mementos given by vendors to Board
members and Senior District employees and/or entertainment expenses by vendors made
on behalf of Board members and senior District employees per CHE (LOCAL).



C. Administrative Procedures for Conflict of Interest Disclosures
(reference BBFA Legal & Local Board Policy)

Conflict of Interest Disclosures for Board Members

On September 1% of each calendar year, a request that each member of the Board of Trustees (Board)
complete and file an affidavit disclosing whether the Board member or a person related to the Board
member in the first degree by either affinity or consanguinity has a substantial interest in a business entity
or in real property. Additionally, request that the Board member explain in the affidavit the nature and
extent of any substantial interest in a business entity or in real property. If no substantial interest exists,
request that the Board member complete an affidavit to this effect. If the Board members learn of or
acquires any substantial interest in a business entity or in real property at any time, then he or she shall
file an updated affidavit within seven (7) days of learning of the information.

Conlflict of Interest Disclosures for Superintendent and District Employees

The Superintendent and each District employee at a director/principal level or higher shall adhere with
and comply with the following procedures. On or before September 1* of each calendar year, prepare
and file an affidavit disclosing the nature and extent of any substantial interest in a business entity or in
real property. If a substantial interest in a business entity or in real property does not exist, an affidavit
disclosing no interests must nonetheless be filed. If the Superintendent or other employee at a
director/principal level or higher learns of or acquires any substantial interest in a business entity or in
real property at any time, then he or she shall file an updated affidavit within seven (7) days of learning
of the information.

Conlflict of Interest Disclosures for District Vendors

The Superintendent or designee shall adhere to and comply with the following procedures. Upon
receipt of a bid or an application from a prospective vendor, ensure that the prospective vendor filed a
conflict of interest questionnaire. If the questionnaire was not filed, request that the prospective vendor
file the questionnaire. If the prospective vendor contacts the District to assert that no reportable
relationship or gift exists, request that the prospective vendor nonetheless file the questionnaire.

On or before September st of each calendar year, publish on the District website a schedule listing all
vendors that filed a questionnaire and the date the questionnaire was filed. The schedule should also
identify any reported relationships and gifts.

At least quarterly after September 1%, update the schedule listing all vendors that filed a questionnaire
to include any prospective vendors and the date the prospective vendor’s questionnaire was filed. The
schedule should also identify any reported relationships and gifts.

The questionnaire must be in the form and include the content prescribed by the Texas Ethics Commission.
Go to https://www.ethics.state.tx.us/forms/conflict/

3. PROCUREMENT PRINCIPLES

*  Department/Campus to utilize the current Approved Vendor List when formulating purchase
requisitions to enhance the District’s buying power.

*  Approval for purchases must be obtained prior to purchase by the district delegated authorities.

* Request for payment without an approved purchase order will become the responsibility of the


http://www.ethics.state.tx.us/forms/conflict/
http://www.ethics.state.tx.us/forms/conflict/

4.

person ordering the merchandise or service.

Materials for preview must follow the same Procurement procedures as detailed in this section.
Employees should not purchase materials with their own money with the intention of being
reimbursed by the District. Instead, the Procurement procedures outlined in this section should
be followed.

PURCHASE ORDERS

A. Purchase Order Stipulations

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 [or payment of such agreement and/or may be liable to
prosecution under the Texas Penal Code Chapter 39 Abuse of Office, Section 39.01.

Purchase requisitions shall be submitted by the requestors to their Principal or department
Director for approval.

Purchase requisitions may be prepared by any employee of a school or department.
(Remember: A purchase requisition is still a request until approved by the

Procurement department.)

The Purchase Requisition will be entered into the Skyward system by the Principal’s or
Departments designee.

Orders must not be deliberately split to avoid the necessity for quotes or competitive bids as
this is a violation of state and/or federal law.

Approval Authority - All Purchase Order Requisitions (POR) must be approved by the
designated Director or School Principal before being electronically sent to Procurement. In
the event a Director or Principal is absent he may designate approval authority to another
person(s) higher on the approval path. 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.

B. General Purchase Order Procedures

Purchase Orders are issued on a daily basis by the Procurement Department based on
information submitted on the Purchase Order Requisition. The Requestor is responsible to
provide all supporting documents regarding the purchase order request(s) to the Procurement
Department in order to be considered for approval. When the Procurement Department extracts
the automated requisitions, they become purchase orders. The Purchase Order is computer-
generated with budgeted funds being encumbered at the same time.
All vendors shall complete the appropriate vendor forms as required by federal or state regulations
and the district. The district requires that every vendor have the following documents on file:
https://www.southsanisd.net/Page/497
a. SSAISD Vendor Packet (Form new vendor application)
i.  W-9 Form (Form)
ii. Conlflict of Interest Questionnaire (Form CIQ)
b. Certificate of Insurance (with the district as additional insured) if services will be rendered
on District property.



http://www.southsanisd.net/Page/497

3. A purchase order is considered to be only a purchase request until approved by the
Procurement Department.

4. The Procurement Department extracts electronic purchase orders daily. Batch runs are done in the
morning and afternoon. If a “rush” for an order is needed, please contact the Procurement Office
to make arrangements.

5. Contracts for Purchase will be put into effect by means of a purchase order(s) executed by the
Director of Procurement after bids have been awarded to purchase goods or services.

6. The individual placing an order without a P.O. number will be responsible for payment of the
invoice. (Refer to Purchase Orders Section A above)

7. 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 Procurement Department typically through an email and attach sufficient justification.
Once agreement to any price increases or modification of terms is reached, the Procurement
Office has the responsibility to adjust the encumbrance on the Purchase Order. The
campus/department will submit the modified purchase order to the vendor.

8. 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.

9. In the event it is necessary to cancel a Purchase Order, the secretary/requester must advise the
vendor and the Procurement Department in writing. The Procurement Department will liquidate
the encumbrance once an email is received by the campus or department.

10. The Procurement Department will:

a. Verify compliance with bid laws (as indicated by the comments’ line of the requisition —
sole source, DIR, Region 20, bid #, quote#, TCPN, etc.).
. Verify correct account code used in accordance with current TEA account guidelines.
c. Give final approval if (a) and (b) are in order or reply via email to the requester if a
problem exists.
11. Following final approval, the purchase order will be mailed or faxed.

C. Open Purchase Orders (Blanket Purchase Orders)

Open purchase orders and/or open accounts are allowed for vendors who provide goods or services in
unpredictable and recurring nature such as bus parts or general maintenance of any kind. An email
requesting a vendor be allowed an Open Purchase order must be sent to the Director of Procurement
for approval. The approval email must be uploaded with the backup items.

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

D. Reporting

Reporting of expenditures for monthly Board Meetings, eGrants, etc., is done through the Finance Office
using the following criteria:

*  Board Meetings — At the end of each month financial reports are created for approval at the next
board meeting. Included in this financial report is:
* Combined Statement of Revenues, Expenditures and Changes in Fund Equity.
* In addition to the monthly financial report, the Business and Finance also creates and seeks
board approval for the Investment Reports quarterly and posts the completed check register
on its website monthly.



*  Federal Grants — Reporting to eGrants is conducted at least once a month coinciding with the end of
the month. After each payroll the following procedures will be followed when compiling the reports
for reimbursement.

* A current general ledger is created

* A detail expenditure report is created from the above two reports, expenditures from each
object code (i.e., 6100, 6200, etc.) is recorded.

* Login to the eGrants system and report the appropriate year-to- date expenditures for each
grant.

»  All expenditures must be incurred before a request for draw down is submitted.

* Receipts — For Local, Federal and Grant Funds

*  Cash/check deposits are conducted on a daily basis.

*  Deposits from the State Comptroller’s office are monitored every day of the week via the
TEA Payment Website.

E. South San Antonio ISD Approved Vendor List (AVL)

The approved vendor list is located on our District website at: https://www.southsanisd.net/Page/3910

The vendor list will consist of all active vendors identified by their associated procurement category,
unique vendor identification number, IRS tax identification number, phone number and up-to-date
mailing and physical addresses. The AVL will be updated periodically as needed.

South San Antonio ISD has inter-local agreements with several Procurement cooperatives including
TASB BuyBoard and The Cooperative Procurement Network. A list of current coops can be found on
the Procurement Webpage at: https://www.southsanisd.net/Page/10563

If a vendor does not have any transactions for more than 36 months, they will be inactivated. The
Procurement Office will be responsible for maintaining and updating the vendor list. Vendors that lose
eligibility to do business with the District for any reason will be removed from the active vendor list by
the Procurement Office.

F. Equipment Warranty, Maintenance and Repair

For repair of equipment that has been received and paid, a Campus/Department has one of the following
options:

1. Ifthe equipment is under warranty, contact the vendor from whom it was purchased. If the product
was purchased through a District bid, contact the Procurement Department (warranties start the day
the equipment is received even if school is not in session.)

2. If'the equipment is no longer under warranty, contact the Maintenance Department for repair
assistance.

3. 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.

4. For all computer equipment, contact the Technology Department or create a Technology work order.

G. Requirements of Purchase of Record Document

All information collected, assembled or maintained by governmental bodies pursuant to law or


http://www.southsanisd.net/Page/3910
https://www.southsanisd.net/Page/10563

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 Procurement operation found in: Texas Education Code Title
110A, 6252-17a, Section3

* 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 should not be disclosed at inappropriate times leaving the District
unprotected.

H. Sales Taxes

*  South San Antonio 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, and Section 39.01. (This also applies to
booster clubs, PTOs and other outside organizations — they must apply and receive their own tax-
exempt status.)

*  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.

I. Delivery and Receipt of Orders

Orders will be delivered to the appropriate campus/office.

Do not allow vendors to deliver goods to a campus if the purchase order states otherwise. If they try

to do so, direct them to the appropriate campuses.

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

4. Returning orders - Contact that vendor directly for pickup instructions.

N —

J. Verification of District Data

1. Before checks are processed, purchase orders are matched against invoices for amounts, vendor
information and expenditure coding. Once the checks are processed, the invoices are matched
against the check before they are inserted in an envelope.

2. The Finance Office makes available budget activity printouts to each principal/department head.
This helps detect any coding errors on individual budgets. The administrator in charge of the federal
grants, as well as the Federal Programs Accountant, is responsible for verifying data for accuracy for
any federal grants.

5. CONTRACTS



All Contracts for SSAISD is required to get approval from the SSAISD Procurement department. It is a
responsibilities of the Requestor to provide proposed contracts to SSAISD Procurement department.

A. Contracts/Common Law

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 Procurement process that the school or department receiving the goods or services
immediately compares 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, the Procurement Office should be notified at once.

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.)

A contract is created between the District and the vendor after the bid is accepted by the Board and a
District signatory signs a contract. A Purchase Order for the goods or services may be withheld or
amounts substantially reduced by the Procurement 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
*  $25k and under — Director of Procurement or designee
¢ $25K - $50K- Chief Financial Officer
*  $50K or more — Superintendent

C. Lease Rental Contracts

Any contracts for rental, lease, lease purchase, or any other provisions that will extend passed
the fiscal year must:

* 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.)

* Be approved by the Director of Procurement.

D. Consultants Contracts



A consultant is an independent contractor, not an employee, which 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. 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. Consultants whose services will be
utilized on campus, are required to undergo a background check.

E. Depository Contract

Depository Bid — The district uses a uniform bid blank form as specified in Texas Education Code, §45.206.
As necessary, the District may add other terms to the uniform bid blank form based on additional identified
needs. This form is mailed to each bank located in the school District at least 30 days before the termination
of the current depository contract. This form is also filed with the Texas Education Agency in accordance
with that agency’s specified filing instructions. House Bill 2411 from the 80th Legislative Session provided
school districts with the option to extend a depository contract for two (2) additional two-year terms
provided the bank agrees as well (refer to TEC Section 45.205). The District and the bank may mutually
extend the contract with a Board approved resolution.

6. LEGAL BASIS FOR COMPETITIVE BIDS, PROPOSAL TATI
A. Bids, Proposals and Quotations
Purchases with Local Funding
: NOTon a Does this Does this
South San 15D South San Cooperative .
Purchase Amount Board Approved | (see Procurement website for listing) If ?Jgr;,:?;r::ei:gc::;?sa?vﬁie '::;:Tra:’: re::i:;h::: vd
P required new bid? Approval?
Less than $10,000 1 Quote 1 Quote 1 Quofe Mo Mo
No Mo
$10,000 -$49,000 1 Quote 1 Quote 3 Quotes (in all)
$50,000 - §243,000 (Contact the Procurement Department for further guidance)
ext. 3518
$250,000 or greater
Purchases with Federal Funds
. NOTon a Does this Does this
South San I5D South San Cooperative .
- . Board Approved Cooperative? purchase purchase
o Boal‘z:;;p'rswed el e If NO, the following quotes will be requirea | require Board
required new bid? Approval?
Less than $10,000 1 Quote 1 Quote 2 Quotes Mo Mo
3 Quotes (in all) No No
$10,000 - $49,000 1 Quote 1 Quote &
Quote Companson Form
$50,000 - $249,000 (Contact the Procurement Department for further guidance)
ext. 3518
$250,000 or greater
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B. Purchases greater than $50,000 (Requires Board Approval):

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 3a:

*  Professional Services - architect, physician, certified public accountant, attorney,
surveyor, engineer, or state certified real estate appraiser EC 44.031 F

*  Sole Source Goods - items only available from one source covered by a patent, copyright, or
monopoly; films, books, manuscripts; utility services; and captive replacement or
component parts for equipment repair. EC 44.031 J

»  Emergency repair or replacement of school equipment that has been damaged or
destroyed with the approval of the Board of Trustees. EC44.031 H

»  Computers with an annual aggregate value above $25,000. EC 44.031k

*  School buses with an annual aggregate value greater than $20,000 EC 44.031 L

C. Formal procurement methods

*  Competitive bids

*  Competitive sealed proposals

* Request for proposals for services other than construction services

* Aninter-local contract

*  Thereverse auctions procedure as defined by Government Code 2155.062

*  The formation of a political subdivision corporation under Local Government Code 304.001

Notice is required for bids and requests for proposal:
* To be published once a week for at least two weeks prior to the deadline for receiving responses.
* In anewspaper for the county in which the school district’s central office is located. EC 44.031 g

Development of Specifications

Preparation of specifications (specs) shall be the responsibility of the procurement department along
with the assistance of requesting department. The responsibility of the Procurement Office is to finalize
specifications in accordance and conjunction with the campus/department to fulfill the
campus/department need. Furthermore, competitive bids can be obtained and the office can assure that
board policies and state laws are followed regarding the purchase.

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 or equal, model numbers, and like descriptions may be referred to as products which meet the
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.



D. Awarding Contracts
Costs

*  Purchase price
* Long term costs (service, supplies, maintenance, etc.)

Product or services

e Quality
»  Extent to which the good or service meets district needs

Vendor

*  Reputation

*  Safety record LGC 271.0275

* Past relationship with the district

* Historically Under-Utilized Business (HUB) status
*  Any other relevant factor EC 44.031b

A W !l!"jg IN] L All(
The District must not award a contract to a vendor which is debarred or s
from or ineligible for participation in federal grant award programs.

Q1 A 1A
uspended or is otherwise excluded

%

The Procurement department shall monitor ongoing contracts to verify the contractor’s compliance with
the debarment, suspension, ineligibility and voluntary exclusion provisions. In the event that a vendor is
suspended or debarred during a contract, the District shall continue the contract in force until the contract
lapses. The contract term shall not include any extensions to the original term of the contract.

E. Enforcement

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

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

Conviction of an offense results in an individual’s:
¢ Immediate removal from office,
» Inability to serve in any public office in Texas for four years, and
» Ineligibility to receive any compensation through state or local government contracts.
o EC44.032¢

F. Bid and CSP/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



*  The Board of Trustees has the right to reject any and all bids. LGC 271.027a
Contract Length

*  Contracts obligate current District revenue only for the year in which they are awarded.
*  Multi-year agreements are permissible if they contain:
a. Theright of the Board to terminate the contract at the end of each budget,
b. Anappropriate funding-out clause to allow termination should funds become unavailable to
pay for the contract. LGC 271.903

Tie Bids

e Ifthe District receives two or more low bids that are identical, the selection of the winner
shall be by the casting of lots.

* Ifonly one of the bidders submitting identical bids is a resident of the District, that vendor will
receive the award. LGC 271.901

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

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, ¢

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.
LGC271.082

Procurement Cooperatives

»  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.

* 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.

* 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

Food Service purchases exceeding $10,000 must utilize a bid, proposal, state or federal contract,
cooperative Procurement agreement, or inter-local Procurement arrangement due to federal school
lunch program requirements. See section 17 in the TDA ARM on
https://squaremeals.org/Programs/NationalSchoolLunchProgram/Policy ARM.aspx for specific rules
and regulations.

7. BOARD POLICY CONCERNING PROCUREMENT

Board Policy can be found at the following links: https://pol.tasb.org/Policy/Code/177?filter=CH
Covers both CH (Legal) and CH (Local)




VII.

Construction Management



7.1 DELIVERY METHOD
The Facilities Department will identify construction needs District wide. If the amount of work for repairs

and renovation exceed $50,000, or new construction exceeds $100,000, the office of the Executive Director
of Business Operations will select a construction delivery method to provide facility remediation. Methods
include Texas Government Code2267:

Competitive Bidding
Competitive Sealed Proposals
Construction Manager —Agent
Construction Manager — atRisk
Design / Build
a. The method selected by Administration and approved by the Superintendent will be
presented to the Board of Trustees for final approval. (CV Local)
b. The selected method will then beadvertised.

akrwdE

7.2 PROCUREMENTPROCESS
*The Purchasing Department will comply with the Professional Services Procurement Act in the selection
of Architects and Engineers and ensure the District follows a fair and transparent process. The designation
of an engineer and or an architect is to assist the District with construction documents for the project
identified. The Facilities Department will assist the Purchasing Department with the preparation of
documents for advertisement to include:
1. Selection criteria
2. The assignment of weightsto the criteria
a. The Director of Facilities and the Executive Director of Business Operations will be
present to evaluate, score and rank proposals in order to select a qualified vendor.
b. Once a vendor is selected a fair and reasonable price will be negotiated. If a price
cannot be negotiated the next most highly qualified vendor will be selected.
c. Professional fees will not exceed the maximum amount provided by law.
Texas Government Code 2254
d. The selection is taken to the Board of Trustees for final approval.
e. The office of the Executive Director of Business Operations will include all evaluation
tools used in the selection process as back up documentation to the Board of Trustees.
f.  The District then enters into a contract with the selected vendor.
* It is imperative the Purchasing Department Ensures weighted values are published in the Request for
Proposal, bid logs are kept, a bid opening is scheduled, score sheets are kept and the award is made public
on the 7" day. In addition the selection criteria and assigned weights must be Board approved.
(CVA LOCAL, CH LOCAL, CVD LEGAL, Professional Services Procurement Act)

7.3 ADMINISTRATIVE RESPONSIBILITIES
Any contract or document requiring Board action will be sent to legal counsel for review. In addition it is
the responsibility of Administration to file all documents relevant to the construction project accordingly:
1. The Purchasing Department will be the repository for all bid documents, contracts and all
subsequent information (advertisements, bid logs, score sheets).
2. The Executive Director of Business Operations will be responsible for maintaining a
construction binder outlining Board approved projects.
3. Oversight responsibilities by the Office of the Executive Director of Business Operations
include:
a. Project progression andcompletion
b. Pay applications in collaboration with the office of the Chief Financial Officer and
Business office. (Process outlined in flowchart)



Change orders and contract amendments will be monitored to verify the scope of
work, overall project cost and each will require board approval. (CV LOCAL)
Provide information concerning construction projects to keep the Superintendent of
Schools and Board of Trusteesinformed.
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7.5 CONSTRUCTIONBINDER

A. Construction Binder (Example),

1ABS;
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Notice to Proceed
Contractor Contract
Change Order

Allowance Change Order
Contingency Project Binder
W9

Certificate of Liability
Performance Bond
Payment Bond

. Schedule of Values

. Pre-Construction Meeting

. Meeting Correspondence

. Payment Application

. Contractor’s Affidavit of Payment of Debits & Claims
. Contractor’s Affidavit of Release of Liens
. Notice of Claim

. Punch List

. Substantial completion

. Material Testing

. Surveys & Other Documents

. 3" Tier Contractors

. Miscellaneous Project VVendors



10.

11.
12.
13.
14.

15.

16.
17.
18.
19.
20.
21.
22.

Construction Binder Tab Legend

Notice to Proceed- Authorized written notice from project owner to contractor to proceed with the work on
a specified date.

Contractor Contract- Agreement between owner and contractor.

Change Order - Written authorization provided to a contractor approving a change from the original plans,
specifications, or other contract documents, as well as a change in the cost.

Allowance Change Order- Written authorization provided to a contractor approving a change from the
original plans, specifications, or other contract documents, with no change in the cost.

Contingency Project Binder — Contingency: Amount of money included in Contractor Contract by client
for unexpected/unplanned cost that may appear during construction or unplanned additions to project.
WO9- Contractor document of employment

Certificate of Liability- Insurance

Performance Bond- Guarantee that a contractor will perform a job according to the terms of the contract,
or the bond will be forfeited.

Payment Bond- Guarantee that the contractor will pay all costs of labor, materials, and other services
related to the project.

Schedule of Values- A listing of the work in a project with an assigned value for each, the total of which
equals the contractsum.

Pre-Construction Meeting- A meeting to review project items or concerns.

Meeting Correspondence- Agendas and meeting notes.

Payment Application- Certified requests for payment from project contractors.

Contractor’s Affidavit of Payment of Debits & Claims- Contractors final request for payment, stating
that all payrolls, bills for materials and equipment, and other indebtedness connected with the work for
which the owner might be responsible has been paid or otherwise satisfied.

Contractor’s Affidavit of Release of Liens- Contractor stating that all releases or waivers of liens have
been received.

Notice of Claim- Legal claim from a sub-contractor for lack of payment by the general contractor.

Punch List- A general list of tasks that must be done in a limited time.

Substantial completion- Completion of project.

Material Testing- Documentation of any testing.

Surveys & Other Documents- Survey performed by a Civil Engineer to evaluate and obtain all field data.
3" Tier Contractors- A sub-contractor to a general contractor.

Miscellaneous Project Vendors — Under this tab there should be additional sub tabs with the specific
vendor name, behind the vendor’s tab place all P.O.’s, Invoice’s, etc. Any documents that relate to the
vendor that do not have a specific tab in the binder should be placed in this tab.



7.6 PROJECT INSURANCEPROCEDURES

General contractors, architects and all other vendors must meet insurance requirements pertaining to the
project that they are a part of. This information is outlined in the project RFQ/RFP.

Forms should be provided by vendor to the SSAISD office at the start of a project or when a particular
vendor gets involved with theproject.

If you notice that a vendor has not submitted the required forms, speak with Purchasing Department for
approval to contact the vendor to request forms.

Once required forms arereceived:
o Create 2 copies
o Create transmittal form to submit to Finance department.
o Attach Original Forms to transmittal and submit to Finance department.
o Highlight copies:
o Insured Name
o Policy Expiration
o Actual date(s) of expiration
o Certificate Holder
e Setan appointment in Outlook as a reminder:
o Label appointment with company name.
o Certificate of Liability expires with date of expiration.
o Setappointment for 30 days prior to expiration date.

o Inconstruction binder under tab labeled: Certificate of Liability insurance.
o Inbinder labeled Insurance Forms (located in the Construction Support Clerk’s desk).
= Locate project name and fileappropriately.
e Calling to renew:
o Contact agent listed on form and request new form via e-mail.



VIII.

Federal Programs



8.1 GENERALINFORMATION

The District has established fiscal procedures that apply to all financial transactions regardless of the
funding source. Procedures that relate directly and/or indirectly to federal grant compliance are included in
this section.

The Office for Grants and Fiscal Compliance (GFC) at Texas Education Agency is responsible for
managing all discretionary and formula grants, ensuring the agency’s compliance with federal grant
requirements, and conducting audits and reviews of all local educational agencies (LEAS). The department
houses the following divisions:
e Division of Grants Administration
(formerly the Division of Discretionary Grants and the Division of Formula Funding)
o Division of Federal Program Compliance
(formerly the Fiscal Accountability and Federal Reporting Unit)
o Division of Financial Compliance
(formerly housed in the Office for Accreditation)
Compliance with all federal and state grant requirements is essential to ensure that all granted funds remain
with the district. Failure to comply with grant requirements may result in denial of reimbursement requests
and/or requests from the granting agency to return a portion or in some cases all grant funds.

All federal grant funds are subject to the compliance with Administrative (EDGAR) and Programmatic
(NSLP, IDEA, etc.) regulations for each federal grant award. Title 34, Code of Federal Regulations (CFR),
Parts 75-79, 81 to 86 and 97-99 EDGAR is currently in transition. For awards made prior to 12/26/2014,
EDGAR Parts 74 and 80 still apply. For awards made on or after 12/26/2014, 2 CFR Part 200, which
includes the substance formerly in parts 74 and 80, applies. For state-administered federal grants, TEA shall
notify the District on the Notice of Grant Award (NOGA\) of the applicable administrative regulations. The
State and Federal Grants Addendum contains guidance for pre-December 26, 2014 federal grant awards.
The date of the award to the District (or pass-through entity such as TEA) shall determine the appropriate
regulations.

When the district’s local policies and/or procedures conflict with the federal regulations, the Districtshall
comply with the more restrictive regulations shall be adhered to in all aspects of federal and state grants
management.

Overview of the Education Department General Administrative Regulations (EDGAR). The EDGAR, as
amended on December 26, 2014, includes five (5) subparts under 2 CFR Part 200 of EDGAR as noted
below:

Subpart A — Acronyms and Definitions

Subpart B — General Provisions

Subpart C — Pre-award Requirements

Subpart D — Post-award Requirements

Subpart E — Cost Principles

Subpart F — Audit Requirements

Appendices — | through XI

The EDGAR in its entirety can be accessed at:
http://tea.texas.qov/Finance and Grants/Grants/Administering a Grant/The New EDGAR/



http://tea.texas.gov/Finance_and_Grants/Grants/Administering_a_Grant/The_New_EDGAR/

8.2 GRANT COORDINATIONPROCESS

At the District level, managing Federal Grants shall be a collaborative process between the Finance
(Accounting, Budgeting, Purchasing, Payroll, etc.), Human Resources and Federal Programs Departments.
Each respective department shall be responsible for their duties and responsibilities as they relate to the
management of state and/or federal grants. The duties of each department are listed below in general terms.
Additional, specific duties and responsibilities may be listed within an area of compliance within this
Manual.

Finance Department Role
1. Assisting the Grant Manager with budgeting grants funds. Preparing and posting the initial budget

and all amendments to the general ledger.

2. Assisting the Human Resources department with determining the payroll distribution code(s) for
all grant-funded staff.

3. Preparing all grant-related financial reports (monthly, quarterly and/or annual).

4. Preparing all financial records for the annual financial audit and single audit, as appropriate.

5. Ensuring compliance with the FASRG in coding all payroll and non-payroll expenditures.

6. Adjusting the general ledger, as appropriate, after the Grant Manager’s reconciliation of the time
and effort reports, as appropriate if adjustments are necessary.

7. Managing the day-to-day cash needs for grant expenditures and drawing-down cash
reimbursements, asappropriate.

8. Managing all purchasing and contractual commitments in compliance with the grant periods and
allowable cost principles.

9. Retaining all financial records for the required length of time (5 years) for audit purposes.

10. Managing all fixed assets and ensuring compliance with the inventory and disposition federal
guidelines.

Human Resources Department Role

1. Assisting the Grant Manager with the recruitment and hiring of all grant funded staff.

2. Ensuring that all grant funded staff meet the Highly Qualified staff federal guidelines, as
appropriate (And, all state certification requirements).

3. Ensuringthat all grant-funded staff have a job description with the grant-related duties and funding.
(And, that all grant-funded staff sign a job description on an annual basis).

4. Preparing the Highly Qualified Staff Annual Report and conducting the required public notice or
hearing, as appropriate.

5. Maintaining audit ready Human Resource employee files for financial audit or single audit
purposes, as appropriate.

6. Developingand maintaining all salary schedules to ensure consistency between local and non-local
pay rates (Includes base salaries, stipends and extra-duty rates of pay).

7. Assisting the Grant Manager with determining the position title, role ID and other salary
information for use in completing the grant application.

8. Retaining all personnel records for the required length of time (5 years) for audit purposes.



Federal Programs Department Rol

1. Working cooperatively with the campus administrative staff to ensure that all grant activities are
collaboratively planned and appropriate to each campus.

2. Providing supporting documentation for budgeted grants funds and submitting all grant
amendments to the finance department to facilitate budget amendments.

3. Assisting the Human Resources department with determining the payroll distribution code(s) for
all grant-funded staff.

4. Preparing all grant-related programmatic (evaluation) reports (monthly, quarterly and/or annual).

5. Ensuring compliance with the FASRG in coding all payroll and non-payroll expenditures.

6. Receiving and monitoring the time and effort reports, as appropriate, and submitting adjustments,
if any, to the finance department.

7. Monitoring the spending thresholds throughout the grant period to ensure that the grant activities
are being conducted systematically throughout the grant period.

8. Reviewing and approving all purchasing and contractual commitments in compliance with the grant
periods and allowable costprinciples.

9. Retaining all grant records for the required length of time (5 years) for audit purposes.

10. Providing information to the Human Resources department regarding the number and type of grant-
funded positions approved in the grant application by the granting authority.

11. Verifying with the Human Resources department that all grant-funded staff meet the Highly
Qualified Staff federal guidelines, as appropriate (And, all state certification requirements).

12. Verifying with the Human Resources department that all grant-funded staff have a job description
with the grant-related duties and funding and that all grant-funded staff sign a job description on an
annual basis.

13. Verifying with the Human Resources department that the Highly Qualified Staff Annual Report
and conducting the required public notice or hearing, as appropriate.

14. Assisting the Human Resources department with determining the position title, role 1D and other
salary information for use in completing the grant application.

All departments shall provide staff training for their respective staff and other staff, as appropriate,
regarding the grant management duties and responsibilities for each staff member.

8.3 GENERAL PROVISIONS
The District shall comply with all General Provisions of EDGAR (Subpart B). Specific areas of compliance
are noted below:

1. The District has established a conflict of interest policy for all federal grant awards and shall
disclose in writing any potential conflict of interest to the granting agency. The same conflict of
interest questionnaire that is used for other District functions shall be utilized for compliance with
this provision. The Local Government Officer Conflicts Disclosure Statement shall be completed
by all District staff involved in federal grant awards: Superintendent, Finance Department, Human
Resources, Grant Manager, and Director of Purchasing. Conflicts of interest, if any, are reported
and shall be posted on the district’s website and reported to the granting agency. The Chief of Staff
shall be responsible for overseeing and collecting the conflict of interest questionnaires.

2. The District shall comply with all additional conflict of interest requirements required by the federal
granting agency and/or the pass-through entity TEA.

3. The District shall disclose in writing to the granting agency and/or pass-through entities any
violations of federal criminal law including fraud, bribery or gratuity violations affecting a federal
grant award. Upon detection of any fraud, abuse or waste with federal grant funds, the District shall
promptly notify the proper legal authorities and pursue appropriate criminal and/or civil actions. In
addition, the District shall report to the granting agency and pass-through entity, the extent of the
fraud or violations. In addition, the District shall reclassify fraudulent expenditures made with
federal grant awards to local District funds, i.e. the General Fund. The Federal Programs Director




shall be responsible for overseeing, reporting and documenting any fraud, abuse or waste of federal
grant funds.

All District employees are prohibited from soliciting gifts or tokens from vendors or other parties who are
affected by (or have an interest in) a federal grant award.
In addition, all District employees are prohibited from accepting unsolicited gifts or tokens from vendors
or other parties who are affected by (or have an interest in) a federal grant award that exceed an nominal
(individual) value of $50 and an aggregate value of $50 in a fiscal year. The unsolicited gifts or tokens may
not include the following:

e Items prohibited at a public elementary and secondary schools such as drugs, tobacco or alcohol

products.

District employees who violate this administrative directive shall be subject to disciplinary action, up to
and including termination of employment with the district. The Chief Academic Officer shall report
violations that exceed the federal Conflict of Interest thresholds to the federal granting agency and/or pass-
through entity.

The federal awarding agency and pass-through entities are required to evaluate the risk of the District in
respect to financial stability, quality of management system, history of performance (grants), audit reports
and ability to effectively implement the grant program.
The District shall implement strategies as noted below to ensure that its risk level for federal grants
management is determined to be “low”:

1. Timely submission of all required programmatic and financial reports.

2. Complying with the federal grant award fiscal guidelines and allowable cost principles.

3. Ensuring that all grant-related staff are properly trained in their respective grants management role

on at least an annual basis.
4. Implementing grant management procedures and internal controls.

If the District is determined to be a high risk district, it shall comply with all of the additional requirements
as imposed by the federal granting agency and/or pass-through entity. In addition, the District shall develop
and implement strategies to correct the identified deficiencies in an effort to move to a low risk entity status.
No pre-award expenses shall be made by the District prior to the approval of the federal granting agency or
pass-through entity. Non-authorized pre-award expenses, if any, shall be paid from local District funds,
i.e. the General Fund.

Grant Application Process

The District may be eligible to apply for entitlement or competitive federal grant funds.

Federal entitlement grant funds include, but are not limited to, No Child Left Behind (NCLB), Individuals
with Disabilities Education Act (IDEA), and Carl D. Perkins. The maximum and/or final entitlement
awards for the District are posted on the TEA Grants Management webpage at:
http://tea.texas.gov/index4.aspx?id=5040.

The appropriate Grant Manager shall obtain the annual entitlement amounts and begin the grant
development process with the appropriate stakeholders.

A list of competitive grants administered by the TEA are also posted on the TEA Grants Management
webpage at: http://tea.texas.gov/index2.aspx?id=2147487872.

The appropriate Grant Manager shall obtain the competitive grant information to determine whether the
grant(s) is appropriate for the district. Some competitive grants may have matching-funds and/or in-kind
payment requirements which may place a burden on the district’s available financial resources.

TEA’s Grant Opportunities webpage provides a wealth of information related to available grants such as:
http://burleson.tea.state.tx.us/GrantOpportunities/forms/GrantProgramSearch.aspx
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General and Fiscal Guidelines

Program Guidelines

Program-Specific Provisions and Assurances

General Provisions and Assurances

Debarment and Suspension Certification

Lobbying Certification

Sample Application

Deadlines and Due Dates for: grant application, amendments and grant reporting.

All District staff involved in the management of federal grant awards shall be aware of these resources.
The school district’s grant application process for federal grants is illustrated below on a flowchart. As
noted on the flowchart, all grant applications must be reviewed by the finance department, curriculum
department and the federal programs department. In addition, all grant applications that will support
student instruction at one or more campuses, must be developed in collaboration with the respective
campus principal(s). Specific grant activities to support the academic program at a campus should be
reflected in the Campus ImprovementPlan.

Grant Originator Curriculum &
Instruction
(Grant Manager) Review

Final Approval _ _
_ Finance Review
Superintendent

The final approval of a grant application shall be the Superintendent.
The Grant Manager shall work collaboratively with the finance department to ensure that all grant budget
schedules are completed using the correct account code structure (as appropriate); the district’s purchasing,
travel and other procedures; and are adequately documented if prior approval is required by the granting
agency or pass-through entity TEA.
The Grant Manager shall obtain pre-approval for the following activities, which have been identified by the
granting agency or pass-through entity TEA:

1. Student field trips

2. Hosting conferences

3. Out-of-state travel

Grants that require matching or in-kind District contributions shall be evaluated for overall impact on
the current and future district’s local funds.

No federal grant funds shall be budgeted, encumbered, or spent until either of the following has occurred:

132



1. Grant has been approved by the granting agency and a Notice of Grant Award (NOGA) has been
issued to the district; or
2. Theentitlement grant has been received by the District and the grant application has been submitted
to TEA.
The finance department shall notify the grant manager when the funds have been budgeted and are ready
for expenditure by the appropriate campus or department.

| .. |
General Provisions and Assurances apply to all grants administered by TEA. Additional provisions and
assurances may apply to specific grants. The federal programs department shall inform all staff involved in
the expenditure of grant funds of the provisions and assurances for each grant program, as appropriate.

Lobbying Certification

For all federal grants in excess of $100,000, the District shall certify on the grant application that no federal
grant funds are expended for the purpose of lobbying. The finance department shall execute a Lobbying
Certification Form [Standard Form — LLL: Disclosure of Lobbying Activities], as applicable, if the District
used funds other than federal grant funds for lobbying activities.

The purchasing department shall ensure that all contract award documents with federal grant funds contain
the appropriate lobbying certification language.

8.4 BUDGETING GRANTFUNDS

The finance department shall budget grant funds in the appropriate fund code as authorized by Financial
Accountability System Resource Guide, or the granting agency, as appropriate. In addition, the object
expenditure codes noted on the grant application shall be consistent with the budgeted account codes.
Federal grant funds shall be budgeted and available for use no later than 30 days after receipt of the NOGA
or from the stamp-in date.

Budget amendments, if any, shall be approved by the Federal Programs Department, to ensure that the
reclassification of funds is allowable under the grant management guidelines related to budget amendments.
Some grants allow a transfer of funds, up to 25% of the grant award, but only within the same object class
and if the new object code does not require specific approval from the granting agency.

The TEA Grants Division has developed guidance related to “When to Amend” grants administered by
the TEA. The guidance document is posted on the TEA website at:
http://tea.texas.gov/Finance_and_Grants/Administering_a_Grant.aspx.

The guidance document contains the following guidance:
1. Use Table 1 for federally funded grants and for grants funded from both federal and state
sources.
2. Use Table 2 for state-funded grants. Refer to the “Select Grantees” column if the NOGA is for
over $1 million.

In addition to TEA’s guidelines, federal regulations require that the District amend the grant application
when we deviate from the original scope or grant objectives. Other amendments may be necessary when
the District changes the designated Grant Manager, disengages from grant activities for more than three (3)
months, or a 25% reduction in the time devoted by a Grant Manager.

The Grant Manager shall monitor the need for amendments at least quarterly throughout the grant period
and at least one (1) month prior to the grant amendment deadline, if applicable. If an amendment is
necessary for any of the reasons specified by the pass-through entity TEA or in federal regulations, the
Grant Manager shall initiate the amendment process and collaborate with the finance department prior to
submission of the grant amendment. The approval process of a grant amendment shall be the same as the


http://tea.texas.gov/Finance_and_Grants/Administering_a_Grant.aspx

grant application process, i.e. the Superintendent shall approve all federal grant amendments.

The finance department, Federal Programs Accountant shall be responsible for ensuring that the finance
system budget corresponds to the most recent grant (NOGA).

Standards for Financial and Program Management

The District must comply with all requirements of federal grant awards including the provisions of the
Federal Funding Accountability and Transparency Act (FFATA) and the Financial Assistance Use of
Universal Identifier and Central Contractor Registration (CCR).

List of Federal Grant Awards
A list of all federal grant awards shall be maintained to include all EDGAR required data (denoted with an
*) and district-required information listed below:

1. The CFDA title and number*,

2. Federal award identification number and year*,

3. Name of the Federal agency*,and

4. Name of the pass-through entity*, ifany
On at least a monthly basis, the Chief Financial Officer, shall review the status of each federal grant fund.
The review shall include a comparison of budget to expenditures.
Internal Controls
A copy of the district’s Internal Control Procedures is embedded with this manual and available from the
business department. The Chief Financial Officer shall be responsible for the annual review and update of
the Internal Control Procedures.

8.5 PAYMENT TOVENDORS

Payments to vendors shall be made promptly in accordance with federal regulations and state law.
Specifically, in accordance with the Texas Prompt Payment Act, the District shall pay all invoices within
30 days of receipt of the goods/services and the invoice.

In the event that the District receives an advance payment from a federal granting agency, the District shall
ensure that it expends the advanced funds in a timely manner. Excess funds may earn interest, which may
require return to the federal granting agency if the interest meets the federal threshold.

e The District has determined that it will not accept advanced payments for federal grant funds. The
District shall seek reimbursement for federal grant expenditures, rather than using an advanced
payment method.

Consequently, the District shall prepare and submit a draw-down of federal grant funds only after the
payments have been made and distributed to the vendor via mail, e-payables or other delivery method. The
drawdown of expended funds shall be net of all rebates, refunds, contract settlements, audit recoveriesand
interest earned, as appropriate. The Federal Programs Accountant shall be responsible for preparing the
drawdown of federal grant funds. All drawdowns shall be recorded on the general ledger as a receivable
when the drawdown process is complete and posted to the cash account upon receipt of the receivable.

8.6 COST SHARING OR MATCHING FUNDS

The Grant Manager over each federal grant award shall ensure that requirements for cost sharing and/or
matching funds are approved through the grant approval process prior to the submission of the grant. At a
minimum, the Chief Academic Officer and the Chief Financial Officer must approve the commitment of
all cost sharing and matching grant funds. If cost sharing or matching funds are required as part of a federal
grant award, the required direct or in-kind expenditures should be recorded and tracked on the general
ledger. If matching grant funds are required in the General Fund (Fund 199), the District shall utilize a sub-
object to separately track the expenditures for reporting and compliance purposes.

All staff paid with cost sharing and matching funds, shall be subject to the time and effort documentation
requirements. Cost sharing and matching funds that are as a result of donated services or supplies shall be
recorded and tracked in accordance with the federal regulations. (CFR 200.306)



8.7 PROGRAM INCOME

The District will not generate any program income as part of a federal grant award.

If program income activities are approved, the Grant Manager over the activities shall ensure that the costs
of generating the program income are not federal grant funds, are nominal in cost, are offset from the
program income and meet all of the federal requirements.

8.8 PERIOD OF PERFORMANCE (Obligations)
All allowable grant expenditures shall be incurred during the grant period, i.e. begin date and end date of
the federal grant award as designated on the Notice of Grant Award (NOGA). The Grant Manager shall
notify the appropriate departments, such as Purchasing, Human Resources, Finance, Payroll, etc. of the
grant periods for each federal grant award to ensure compliance as noted below:
1. Noemployee shall be hired and paid from federal grant funds except during the federal grant period.
2. No purchase obligation shall be made from federal grant funds except during the federal grant
period.
3. No payroll or non-payroll expenditures shall be made from federal grant funds except during the
federal grant period.

All obligations with federal grant funds must occur during the grant period. Obligations that occur before
or after the grant period are not allowable costs. The obligations must be liquidated in accordance with the
grant deadlines, especially as they relate to the final drawdown of federal grant funds. Guidance regarding
the obligation of federal grants funds can be found in TEA’s General and Fiscal Guidelines.

The Grant Manager shall monitor the expenditures during the grant period to ensure that the funds are spent
in a systematic and timely manner to accomplish the grant purpose and activities. The following timeline
shall be used as a general guide for spending thresholds for a grant period of 15 months. The optimal
spending thresholds noted below may be adjusted based on programmatic needs. For example, if the federal
grant will be used for summer activities such as summer school, a larger percentage of the grant may need
to be withheld for those specificactivities.

¢ Within 3 months of the grantstart date 25%
¢ Within 6 months of the grantstart date 50%
¢ Within 9 months of the grantstart date 75%
e Within 12 months of the grant start date 100%

8.9 PROPERTY STANDARDS

The District shall safeguard all property (assets and inventory) purchased with federal grant funds under
the same guidelines as property purchased with local funds. Additional insurance for property purchased
with federal grant funds shall be acquired if specifically required by a federal grant award. The Executive
Director of Business Operations shall oversee the acquisition of insurance for all federally funded property.

Real Property
The District has not and will not use federal grant funds to purchase real property.

Equipment and Supplies
The District shall use federal grant funds to purchase equipment and supplies. The District shall not use

federal grant funds to purchase intangible property. The federally funded equipment shall be used only for
the authorized purposes and shall be disposed of, at the end of the useful life or end of the grant period, in
accordance with the grant award guidelines. The District shall not use the federally funded equipment to
generate program income. The federally funded supplies shall be used only for the authorized purposes.
Any residual unused supplies, in excess of $5,000 in total aggregate value, at the end of the grant program
or project may be used for any other federal grant program. Otherwise, the supplies shall be retained by the
District or sold, but must reimburse the granting agency for the District use or sell of the supplies.

The District shall implement purchasing deadlines for the purchase of federally funded supplies to ensure



that residual supplies are not available at the end of the grant period or project. The purchasing deadlines
are posted in the Purchasing Manual.

The District shall utilize the same capitalization policy for non-grant and grant-funded asset purchases. The
district’s capitalization threshold for assets is $5,000 per unit cost. The District has adopted the EDGAR
(CFR 200.12) definitions of property as noted below:

Capital assets means tangible or intangible assets used in operations having a useful life of more
than one year, which are capitalized in accordance with GAAP. (CFR 200.12)

Equipment means tangible personal property (including information technology systems) having a
useful life of more than one year and a per-unit acquisition cost which equals or exceeds the lesser
of the capitalization level established by the non-Federal entity for financial statement purposes, or
$5,000. (CFR200.33)

Computing devices means machines used to acquire, store, analyze, process, and publish data and
other information electronically, including accessories (or “peripherals”) for printing, transmitting
and receiving, or storing electronic information. (CFR 200.20)

General-purpose equipment means equipment, which is not limited to research, medical, scientific
or other technical activities.

o Examples include office equipment and furnishings, modular offices, telephone networks,
information technology equipment and systems, air conditioning equipment, reproduction
and printing equipment, and motorvehicles.

Information technology systems means computing devices, ancillary equipment, software,
firmware, and similar procedures, services (including support services), and related resources.
(CFR 200.58)

Special purpose equipment means equipment, which is, used only for research, medical, scientific,
or other technical activities.

o Examples of special purpose equipment include microscopes, X-ray machines, surgical
instruments, and spectrometers.

Supplies means all tangible personal property other than those described in §200.33 equipment. A
computing device is a supply if the acquisition cost is less than the lesser of the capitalization level
established by the non-federal entity for financial statement purposes or $5,000, regardless of the
length of its useful life. (CFR200.94)

Acquisition Cost

The District has also adopted the EDGAR definition of acquisition cost as noted below:

Acquisition cost means the cost of the asset including the cost to ready the asset for its intended
use. Acquisition cost for equipment, for example, means the net invoice price of the equipment,
including the cost of any modifications, attachments, accessories, or auxiliary apparatus necessary
to make it usable for the purpose for which it is acquired. Acquisition costs for software includes
those development costs capitalized in accordance with generally accepted accounting principles
(GAAP). Ancillary charges, such as taxes, duty and protective in transit insurance, freight, and
installation may be included in or excluded from the acquisition cost in accordance with the non-
federal entity's regular accounting practices. (CFR 200.2)

The District shall utilize the invoice cost, an all related costs, to record the cost of the equipment on the
fixed asset database.

The District has also defined inventory items as items with a unit cost between $1,000 and $4,999. These
items shall have a tag affixed to the item for inventory tracking and insurance purposes only. Inventory
items shall include computing devices within these costs. The District shall track these items for insurance
purposes and shall conduct an annual inventory of these items to the extent possible.



The District has also defined technology-related walkable or personal use items with a unit cost less than
$1,000 as the following (these items shall be tracked by the Technology Department):

e |-Pads

e Kindle/Nook

e Computers with a cost under $1,000

Title to federally funded equipment and supply purchases shall be retained by the district, unless otherwise
notified by the granting agency. As District property, the District shall affix a tag, inventory, and dispose
of all assets (non-grant and grant-funded) according to the district’s fixed asset procedures. The District
procedures shall include the recording of all assets on a database with the following information:
District-issued tag (or identificationnumber)

Date of acquisition

Description of asset

Serial number, or other identifyingnumber

Funding source, i.e. fundcode

Federal use of asset (percentage)

Cost of asset (acquisition cost)

Use and condition of the asset (New, Used, etc.)

9. Life of asset

10. Location of asset (building and room number)

11. Depreciation of asset

12. Owner of asset title, typically thedistrict
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Maintaining A Inventor Recor

All federally funded assets shall be maintained in an operable state. If repairs are necessary, the District
may pay for the repairs of the federally funded assets with federal grant funds, unless expressly restricted
by the granting agency.

The District fixed asset procedures shall include an annual inventory (or more frequently if required by a
granting agency) of all assets and reconciliation of the inventory reports. The Finance department shall
conduct the district’s annual inventory of assets each fiscal year. Lost, damaged, or stolen assets shall be
recorded on the fixed assets database with the date of the loss. The disposition records such as the loss
report (police report for thefts) shall be maintained with the asset records.

In addition, the District shall track all grant-funded asset purchases by grant or fund code, as appropriate.
The disposal of grant-funded assets shall be in accordance with federal guidelines and grant-specific
guidelines, if any. At a minimum, the disposition date, reason and sale price of all federally funded assets
shall be recorded in the fixed assets database.

During the life of the asset, the District shall ensure that all assets purchased with federal grant funds are
insured against loss. The costs to insure and maintain (repair) assets purchased with federal grant funds are
generally allowable costs, unless specifically prohibited by a granting agency.

The General Compliance Accountant shall be responsible for maintaining the fixed asset database of all
District assets, including all federally funded assets.

8.10 COST PRINCIPLES FOR FEDERAL GRANTS
All grant expenditures must be allowable under the Federal Cost Principles (2 CFR 200 — Subpart E); grant
application program assurances, granting agency’s policies, and the District policies and procedures.



The District shall adhere to the Cost Principles for federal grants [EDGAR Subpart E] and any additional
grant-specific cost principles. The general principles of EDGAR state that:
1. Costs must be reasonable and necessary
a. A cost is reasonable if, in its nature and amount, it does not exceed that which would be
incurred by a prudent person under the circumstances prevailing at the time the decision
was made to incur the cost.
b. Necessary is defined as costs needed to carry out the grant activities.

Be allocable to Federal awards.

Be authorized or not prohibited under State or local laws or regulations.

4. Conform to any limitations or exclusions set forth in these principles, Federal laws, terms and
conditions of the Federal award, or other governing regulations as to types or amounts of cost items.

5. Be consistent with policies, regulations, and procedures that apply uniformly to both Federal
awards and other activities of the governmental unit.

6. Be accorded consistent treatment. A cost may not be assigned to a Federal award as a direct cost if
any other cost incurred for the same purpose in like circumstances has been allocated to the Federal
award as an indirect cost.

7. Exceptas otherwise provided for in EDGAR, be determined in accordance with generally accepted
accounting principles.

8. Not be included as a cost or used to meet cost sharing or matching requirements of any other Federal
award in either the current or a prior period, except as specifically provided by Federal law or
regulation.

9. Be the net of all applicablecredits.

10. Be adequately documented.
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The District shall utilize the Allowability/Allocability of Costs Worksheet to verify that all proposed
obligations and expenditures meet the Cost Principles. If the Worksheet reflects that the proposed obligation
and/or expenditure is not allowable and/or allocable to a federal grant award, the District shall not make the
obligation/purchase with the federal grant funds. Other funds, such as local funds, may be used to make the
obligation/expenditure, asappropriate.

The total cost of a federal award is the sum of allowable direct and allocable indirect costs less any
applicable credits. All refunds, rebates, discounts or other credits to grant expenditures shall be posted to
the finance general ledger as soon as the credit is known. The District shall ensure that all known credits
have been posted to the general ledger prior to the drawdown on federal grant reimbursements. The Chief
Financial Officer shall ensure that all applicable credits have been posted to the general ledger prior to
preparing and submitting a federal grant drawdown request from the granting or pass-through entity.

A cost allocation plan or an indirect (F&A) cost rate, whether submitted to a Federal cognizant agency for
indirect costs or maintained on file by the district, must be certified by the District using the Certificate of
Cost Allocation Plan or Certificate of Indirect Costs. The Superintendent must sign the certificate on behalf
of the district.

All District costs with federal grant funds, whether direct or indirect, shall meet the minimum requirements
of allow ability as specified (2 CFR 200.403). In addition, the costs must meet the general provisions for
selected items of cost (2 CFR 200.420). Specific items not listed within these procedures shall be evaluated
by the Grant Manager and Finance Department on case-by-case basis for allow ability. The general cost
allow ability rules for specific items of cost listed within these procedures shall apply to all federal grant
funds, unless more restrictive allow ability rules are required by a particular federal grant award. The
District shall adhere to the more restrictive allow ability rules when a conflict arises between the general
allow ability rules, the program-specific allow ability rules and the district’s allow ability rules.



tegories of t for Federal Program
District costs generally fall under two major categories:
1. Compensation/benefits; and
2. Non-compensation (supplies, services, travel or equipment). The District has elected to use
federal grant funds for both compensation/benefits and non-compensation expenditures.

mpensation & Benefits — Empl Payroll Expenditur
Compensation and benefits (payroll expenditures) are allowable costs for personal services rendered by
District employees during the period of performance under the federal grants.

Compensation Costs

All payroll expenditures shall be paid in accordance with the federal cost principles. First and foremost, the
payroll expenditures must be authorized on the grant application and the duties assigned must be directly
related to grant activities. In addition, compensation costs shall be allowable if:

e The costs are reasonable for the services rendered and conforms to the established District
compensation and benefit plans for expenditures with all other funds, i.e. local funds.

e The employees have been employed in accordance with the District’s established hiring
procedures.

e The costs are supported by the appropriate timekeeping, absence tracking, time & effort
certifications or other documentation, as appropriate.

o Federally funded employees shall report all outside employment or professional services rendered
to other entities. The external employment and/or professional services shall not conflict with the
federally-funded activities with the District.

e Incentive compensation, such as stipends, awards, early resignation incentive, attendance
incentive, etc. in accordance with the district’s written plans for each of these incentives.

e Stipend compensation for other non-federal grant award duties shall be supported by a
Supplemental Duties Job Description/Pay Notice. The additional duties shall not conflict with the
federally-funded activities with the District.

Benefit Costs

District costs for fringe benefits for federally funded staff shall be allowable as noted below:

1. All benefit costs shall be in accordance with the District’s written Summary of Employee
Benefits.

2. All leave benefits shall be in accordance with the District’s written Leaves and Absences Policy
(DEC Local).

3. The benefit costs shall be distributed equitably at the same allocation rate (percentage) as the base
compensation.

4. The benefit costs were earned and paid during the grant period.

5. All benefit costs shall be allowable under the Internal Revenue Service, Fringe Benefits Guide (as
subjected to taxes, as required by federal statute).

The District shall not charge any benefit costs to a federally funded grant if the benefit costs are not in
accordance with District’s written Summary of Employee Benefits, School Board Policy, or other written
benefit plan(s). The District has established the following as non-allowable benefit costs:
1. Severance or settlement agreement payouts to current and/or previous federally-funded grant
staff.
2. Optional pension plans (other than the mandatory Teacher Retirement System of Texas
contributions).
3. Automobile costs orallowance.



Documentation of Compensation and Benefit t
In addition, to the time and effort reporting requirements, the district shall support all compensation and
benefit costs paid with federal grant funds shall be supported by the following documentation:

1. Exempt staff

a. Employment agreement, contract, or reasonable assurance, as appropriate

b. Job description signed by the employee with language similar to: Funded by Title I, Part
A with the primary purpose of supporting grant activities aimed at improving academic
achievement for students struggling to meet state standards.

c. Supplemental duties, if any, shall be supported by a Supplemental Duties Job
Description/Pay Notice

d. Absence records, ifany

e. Time and Effort documentation, as appropriate (Semi-Annual Certification, Periodic
Time and Effort)

2. Non-Exempt staff

a. Employment agreement, contract, or reasonable assurance, as appropriate

b. Job description signed by the employee with language similar to: Funded by Title I, Part

A with the primary purpose of supporting grant activities aimed at improving academic

achievement for students struggling to meet state standards.

Absence records, ifany

d. Time and Effort documentation, as appropriate (Semi-Annual Certification, Periodic
Time and Effort, or the Substitute System for Time and Effort

e. Timekeeping records (actual work hours per workweek) in accordance with the FLSA
and the district’s TimekeepingProcedures.

o

The Director of Human Resources shall ensure that the role ID and object codes reflected on the grant
application (Payroll Summary) are consistent with the human resources, payroll, finance and PEIMS
records.

Hirin ff for Federal Program

The Grant Manager shall work collaboratively with the appropriate stakeholders (campuses and
departments) to identify all staff needed to accomplish the grant activities. The Grant Manager shall work
collaboratively with the Finance Department to obtain estimated salaries for proposed grant-funded staff
prior to the completion of the grant application. The Grant Manager shall provide a copy of the Payroll
Summary of each grant program to each of the campuses and departments noted above upon approval of
the grant application.

The process of approving payroll expenditures from grant funds shall be a collaborative process between
the campus or department, Human Resources, Federal Programs and Finance (Purchasing, Budgeting,
Accounting and Payroll) departments. Each campus and/or department plays an essential role in ensuring
that all federal grant requirements are met.

The Teacher Hiring and Mid-Point Pay Scale approved by the School Board shall be used to compensate
all District staff whether paid from local, state or federal grant funds. In addition, the District shall provide
the same employer-provided benefits for all District staff whether paid from local, state or federal grant
funds.

The compensation for grant-funded staff shall be allocated to the respective grant program (fund) based on
the single and/or multiple cost objectives performed by the grant-funded staff. If a grant-funded staff
member performs non-grant activities during the day or beyond the normal workday, the compensation for
the non-grant activities shall be paid from non-grant funds. Grant-funded staff with more than one cost
objective shall comply with the Time and Effort documentation requirements.



New Positions

New grant-funded positions shall be created only when a job description has been developed and approved
by the Human Resources and the Grant Manager. The Grant Manager shall ensure that the position is
approved on the grant application and that adequate funds exist to fill the position. The finance and payroll
departments shall be notified to ensure that the position is budgeted on the general ledger and the position
is paid using the correct payroll account distribution codes.

New Hires

New staff hired for work in positions that are wholly or partially funded with federal grant funds, shall be
hired when a position and funding are both available. Upon separation of an employee, the home campus
or department of the position shall initiate a request to replace the position. A Personnel Requisition shall
be used to start the process.

The grant manager shall review the request to ensure that the position is still authorized and necessary.
Changes to the job description, if any, shall be made at this time. The Finance department shall review the
request to ensure that adequate funds exist in the appropriate account code(s). If funds do not exist, the
Finance Department shall notify the Grants Manager to determine if funds will be re-appropriated to the
account code(s). After approval from the Grants Manager and Finance department, the Human Resources
department shall advertise the position.

The screening and selection process shall include a review of the recommended applicant to ensure that
he/she meets the highly qualified requirements under the No Child Left Behind Act (NCLB), as appropriate,
or any other grant-specific credentials. A Personnel Recommendation shall be used to start the process.
Upon employment, the new hire shall receive and sign a copy of his/her respective job description to include
the grant-funding source. If the position is funded with a short-term grant fund, the employee shall be
notified in writing when the grant funding will lapse, especially if their position will lapse at the end of the
grant.

Transfer of Personnel
When staff in a position funded with grant funds is recommended for transfer to another campus,
department, or assignment, the grants management, human resources, and finance departments shall work
collaboratively to ensure that the appropriate staff allocations and funding changes are made at the time of
the transfer. The home campus or department shall initiate the request for the transfer, especially if it is a
teaching assignment change at a campus. The grants management, human resources and finance
departments must evaluate the requested transfer to ensure that the staff allocations, highly qualified staff
requirements, and funding source changes are in compliance with grant requirement.
For example, if an elementary principal requests to transfer a Title | Reading teacher to a Pre-Kindergarten
regular classroom teacher, the following considerations should be evaluated by the respective departments:
1. HR department ensures that a vacancy exists in a Pre-K teacher position and that the teacher
recommended for transfer is certified to teach Pre-K;
2. Grant management ensures that the grant strategies and activities can be accomplished in a timely
manner after filling the vacancy that would be created by the transfer; and
3. Finance department ensures that funds exists for the additional Pre-K teacher slot and change the
payroll account distribution code(s) from Title | to Pre-K as of the effective date of the transfer.

Substitute Teachers
Salary expenditures for substitute teacher are allowable for approved teacher positions. The Finance and
Payroll departments shall ensure that the expenditures for substitute teacher costs are budgeted and
expensed from the appropriate account code(s).

ipends and Extra Duty P
Stipend and extra duty pay expenditures are allowable for authorized and approved activities. A schedule



or work log shall be maintained to substantiate the stipend and/or extra duty pay.

The finance department shall ensure that the expenditures for stipend and extra duty pay are budgeted and
expensed from the appropriate account code(s). The stipend and extra duty pay rates shall be the same as
the rates used for similar locally funded activities.

District staff funded wholly or partially with federal grant funds shall comply with federal guidelines related
to time and effort. The grant funded staff, their immediate supervisors, grants management, human
resources, and finance departments shall be aware of the federal guidelines related to time and effort
documentation. On at least an annual basis, all impacted staff shall be trained by the grants management
department and/or attend appropriate training from an outside source. The District shall collect and monitor
time and effort documentation for District employees only. Time and effort documentation does not apply
to Independent Contractors. The District shall comply with all federal time and effort documentation
guidelines. The following requirements shall apply to all District staff funded wholly or partially from
federal grant funds, including staff funded through non-federal grant funds as part of a cost sharing or
matching requirement.

Job Description for All Grant Funded Staff

The District shall develop and distribute a job description to all District staff that is wholly or partially
funded with grant funds. The job description shall include the funding source and the job duties as they
relate to the grant position. The grant-funded staff shall sign the job description at employment and on an
annual basis, or at a minimum, when the funding source, job title or other change occurs in the employment
or assignment of the staff member.

The job description and assignment shall be supported by documentation such as grade books, master
schedule, etc.

Roster of All Grant Fun ff

The Grant Manager shall maintain an up-to-date roster of all grant-funded staff to include the position title,
annual salary, and funding source(s) by percentage. The roster of grant funded staff shall include all staff
paid with non-federal grant funds whose compensation/benefits are paid as part of a matching or cost
sharing requirement of a federal grant fund.

The home campus, Human Resources and Finance departments shall work collaboratively to ensure that
the roster accurately reflects that data maintained in their respective area of responsibility. Discrepancies,
if any, in the roster shall be brought to the attention of the Grants Management department.

The review of the roster shall include, but not be limited to the following:

1. Campus or department — ensure that the grant-funded staff are assigned in the position title as noted
on the roster. The master schedule or assignment of instructional staff must support the position
title and funding source.

2. Human Resources — ensure that the position title and salary are correct as noted on the roster. In
addition, the HR department shall ensure that each grant funded staff member has a signed job
description on file for the position title noted on the roster. And, the HR department shall ensure
that all grant-funded staff meet the state’s Certification or are Highly Qualified, as appropriate.

3. Finance —ensure that the funding source(s) and salary are correct as noted on the roster. In addition,
the finance department shall ensure that the payroll distribution account code(s) are in accordance
with the FASRG.

4. Grant Manager — ensure that the positions are authorized on the grant application and that the
PEIMS Staff Data submitted to TEA is consistent with the position title, role ID and object code.

The review shall occur on at least a quarterly basis throughout the school year to ensure that the roster of
grant funded staff is accurate and up-to-date throughout the year.



B ting of Grant Fun taff — Tim Effort

The roster of grant-funded staff shall be the basis for budgeting of grant-funded staff. The percentage of
time in each funding source shall be utilized by the finance department to create and enter the salary portion
of the grant budget. The percentages shall also be utilized by the payroll department to enter the payroll
distribution account code(s).

In addition, the Finance department shall ensure that the Grant Personnel Schedule of the grant application
matches the budget and payroll account code(s).

The Grant Management, Human Resources and Finance departments shall work collaboratively to adjust
the budget and payroll account code distributions of grant funded staff if the time and effort documentation
consistently reflects that the percentage(s) across the funding source(s) is not a true reflection of the normal
work schedule.

Time and effort requirements for staff funded 100% from one grant (or working 100% of their time in a
single cost objective).

The staff funded 100% from one grant source do not have to maintain periodic time and effort records.
However, all employees must certify in writing, at least semi-annually, that they worked solely on the
program for the period covered by the certification. The employee and his/her immediate supervisor must
sign the Semi-Annual Certification Form. (Form)

The timeline for semi-annual certifications shall be once per academic semester to coincide with teaching
assignment each semester. The immediate supervisor shall submit all signed semi-annual certifications to
the Grant Management department as noted below:

1. 1% Certification — due 1 week after the start of the 1% semester in August.

2. 2" Certification —due 1 week after the start of the 2™ semester in January.

The Grant Manager review shall consist of the following:
1. Arreview of the certification forms to ensure that every staff member and supervisor has
certified that their schedule is 100% grant related.
2. A test sampling of staff assignments, i.e. master schedule, duty schedule, etc. to verify the
schedule is 100% grantrelated.

The Grant Manager shall collect and review all Semi-Annual Certification Forms. Any certifications that
reflect a percentage other than 100% shall be forwarded to the finance department for adjustment of the
grant payroll expenditures for the certification period. The Grant Manager shall file the certifications for
audit purposes.

The Finance department shall prepare a journal ledger entry to correct the account distribution code(s) as
appropriate. The Federal Programs Accountant shall post the entry to the finance general ledger.

Time and effort requirements for staff split funded (funded from more than one (1) cost objective and/or
grant programs).

Time and effort applies to employees who do one of the following:
1. Do not work 100% of their time in a single grant program.
2. Work under multiple grant programs.
3. Work undermultiple cost objectives.

These employees are required to maintain a time and effort worksheet or to account for their time under a
substitute system. Employees must prepare time and effort reports at least monthly to coincide with the
District pay periods. Such reports must reflect an after the fact distribution of 100 percent of the actual time
spent on each activity and must be signed by the employee and their immediate supervisor. Charges to



payroll must be adjusted to coincide with preparation and submittal of the interim expenditure report
required for TEA discretionary grants.

Grant funded staff under this category shall complete a time and effort worksheet to include the date, grant
source, percentage worked in the grant source per day and the summary for the month (or pay cycle). The
staff member and his/her immediate supervisor shall sign the time and effort report.

The immediate supervisor shall submit all signed time and effort reports to the Grant Manager.
The Grant Manager review shall consist of the following:

1. A review of the time and effort reports to compare the summary percentage of grant-related
work per funding source to the budgeted percentage utilized to charge the monthly (or semi-
monthly) payroll charges.

2. A test sampling of staff assignments, i.e. master schedule, duty schedule, etc. to verify the
percentage of grant-related work per funding source.

3. If the time and effort report reflects the same percentage, the report may be filed for audit
purposes.

4. If the time and effort report reflects a different percentage, the report shall be reconciled to
reflect the correct payroll charges by grant funding source and forward the reconciliation to the
finance department for adjustment of the payroll charges on the general ledger.

The Finance department shall prepare a journal entry to reclassify the expenditures as noted on the
reconciliation of the time and effort report(s). According to federal regulations, the final amount charged to
each grant award must be accurate, allowable and properly allocated. The Finance department shall post all
variances to the general ledger.

Time and Effor i m

The US Department of Education (USDE) and the Texas Education Agency (TEA) have authorized the use
of a substitute system for time and effort.

The District has not opted to use the Time and Effort Substitute System at this time.

Non-Pavroll Expenditur

Direct non-payroll expenditures include contracted services, supplies, travel and equipment. The
expenditure of federal grant funds for non-payroll costs shall adhere to the District’s purchasing policies
and procedures. In addition to the normal purchasing process, all grant funds must be approved by the Grant
Manager for each respective grant program, as appropriate.

Approval of Grant Purch nd Expenditur

The District shall adhere to the normal approval path for purchase orders with non-grant funds.

In addition, all purchase orders with grant funds shall be reviewed and approved by the appropriate Grant
Manager.

The Grant Manager review shall consist of the following:

1. The expenditure is reasonable and necessary (as defined in federal grant guidelines). (NOTE: A
test of whether an expense is necessary may include the verification that the expenditure is to
perform a strategy or activity in the District or Campus Improvement Plans).

The expenditure is not required by state law or local policy.

3. The expenditure has been approved in the grant application, if specific approval is required from
the granting agency.

4. The expenditure meets the allowable costs principles.

The expenditure is allowable and approved in the grant application and is consistent with the grant

purpose.

o
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6. The expenditure is supplemental and not supplanting a local expenditure (NOTE: Refer to

compliance issues related to supplement and supplant for additional guidance).

The expenditure has been competitively procured as required by law, as appropriate.

8. The expenditure has been approved by the governing body, as appropriate. (School Board Policy
CH Local has established the threshold of contract approval by the School Board at $25,000).

~

In an effort to meet all obligation and liquidation requirements of grant funds, please refer to the purchase
order deadlines provided by the purchasing manual and they shall be adhered to by all purchase order
originators.

In addition to the normal approval path of district expenditures, all grant expenditures shall be approved by
the Grant Manager under the following circumstances:

1. Travel expenditures, if not encumbered through the purchase order system.

2. Non-purchase order payment such as petty cash, credit card, direct invoice, reimbursement, etc.

3. Reclassification of a prior expenditure from one account code(s) to another.

All Finance department staff (accounts payable staff) shall adhere to the accounts payable procedures for
all check disbursements. Specifically, all checks issued by the District shall be verified, recorded, approved,
issued and reconciled by multiple individuals to ensure segregation of duties.

redi rd Purch with Grant Fun
The District shall use district-issued credit cards to make purchases with federal grant funds.

An original, detailed receipt shall be required for all credit card purchases with federal funds. If the
purchaser does not submit an original, detailed receipt for audit purposes, the expenditure and/or
reimbursement may not be charged to a federal fund. At no time shall District credit cards be used to
withdraw cash.

The Grant Manager shall review and approve all credit card expenditures.

The Grant Manager administrative review shall consist of the following:
1. Original, detailed receipt includes an itemized list of what was purchased.
2. The purchaser has documented a valid reason for the purchase which is consistent with the
grant guidelines.
3. The credit card purchase meets the allowable costs principles.

NOTE: The District shall not reimburse any purchases made with a non-district credit card, except for
travel-related expenditures, as appropriate.

Fraudulent credit cards purchases made with federal grant funds shall be grounds for disciplinary action,
up to and including termination of employment. The appropriate legal authorities shall also be notified for
criminal prosecution, as appropriate. Accidental use of a credit card to make an unauthorized purchase with
federal grant funds may be subject to similar disciplinary action but shall require immediate (within 2 days
from date of discovery) restitution to the district.

P h Purch with Grant Fun
The District shall not use a petty cash account to make purchases with federal grant funds.

8.11 PREPARING EXPENDITURE REPORTS & DRAW DOWN OF FUNDS

The District shall on at least a monthly basis, or as allowed or required by the grant guidelines, drawdown
grant funds that have been spent in accordance with the grant guidelines. The drawdown shall be for all
expenditures to date, less grant funds received to date, as verified by a financial general ledger.



NOTE: The expenditures shall be net of all refunds, rebates, discounts, credits, and other adjustments, if
any. In addition, the District may not draw down more cash than necessary.

At no time shall the District drawdown any advanced cash payments, unless specifically allowed by the
granting agency.

The drawdown of grant funds from the granting agency shall be initiated by the Finance department. A
detailed summary general ledger of each grant fund should be generated to determine if the District is
entitled to drawdown funds, i.e. if the granting agency owes the District any funds. If the District has funds
available for drawdown, a detailed general ledger should be generated and forwarded to the Grant Manager
for their review and approval.

If a grant has a matching requirement, the District shall drawdown only the allowable amount after verifying
compliance with the level of matching expenditures.

The Grant Manager review shall consist of the following:
1. Arreview of the detailed general ledger for any unusual charges or reclassification of
expenditures
2. A test sampling of either unusual or large expenditures to ensure that the expenditures were
reviewed and approved by all designated staff
3. Monitor the percentage of expenditures-to-date to ensure that the grant funds are expended on
a timely basis throughout the grantperiod.

Upon approval from the Grant Manager, the Federal Programs Accountant shall prepare the paper or
electronic drawdown request. The amount of the receivable shall be recorded on the general ledger and a
copy of all supporting documentation such as the detailed general ledger, approval from the Grant
Management department, and other supporting documentation shall be filed for audit purposes. The Federal
Programs Accountant shall prepare the journal ledger entry and the bookkeeper shall post the to the finance
general ledger.

If manual approval of an electronic drawdown is required by the granting agency, the Finance department
shall comply with the manual requirements. For example, TEA at times requests supportive information
related to a drawn down such as a detailed general ledger, narrative justification, or summary of
expenditures by object code. Upon a request from the TEA, the Finance department in collaboration with
the Grant Manager shall respond to the request within the allotted time to avoid designation as a high risk
grantee.

The Finance department shall be responsible to ensure that the requested draw down amount does not
exceed a grant-specific draw down amount, or percentage

The final drawdown of grant funds from the granting agency shall be made within the allowable timeframe.
The grant liquidation guidelines shall be adhered to in making final payment for all goods and services
received and placed into service before the end of the grant period. The draw down process shall be the
same as a monthly or periodic draw down, except that all refunds, rebates, credits, discounts or other
adjustments to the general ledger must be recorded in the general ledger prior to submitting the final draw
down request. The final drawdown shall be reviewed and approved in the same manner as a periodic
drawdown.

Federal regulations (CFR 200.415) requires that the District certify the accuracy of the annual and fiscal
reports or vouchers requesting payments be signed by the authorized individual(s). The Grant Manager and
Finance Department shall jointly certify every drawdown of funds, including the final expenditure report
(draw-down of funds) as notedbelow:

By signing this report, we certify to the best of our knowledge and belief that the reports is true, complete



and accurate, and the expenditures, disbursements and cash receipts are the purposes and objectives set
forth in the terms and conditions of the federal award. We are aware that any false, fictitious, or fraudulent
information or omission of any material fact, may subject us to criminal, civil, or administrative penalties
for fraud, false statements, false claims or otherwise.

If a final draw down deadline is missed, the Chief Financial Officer shall contact the granting agency to
determine if a process exists to request a filing deadline extension.

The receivable from the granting agency shall be recorded in the general ledger. The same process for
preparation and posting of the general ledger entry as a periodic drawdown shall be adhered to.

8.12 GRANT COMPLIANCEAREAS

All District staff, especially those assigned with federal grant duties, shall adhere to the cash management
procedures. Specifically, all cash received by the District shall be deposited, recorded reconciled by
multiple individuals to ensure segregation of duties.

The District shall record all grant fund receivables upon receipt from the granting agency. The receipt of
grant funds shall be posted to the general ledger to the appropriate receivable account code. In the event
that the grant funds received do not match the recorded receivable, the Chief Financial Officer, shall contact
the granting agency to determine the discrepancy. If the granting agency has reduced and/or increased the
grant funds paid to the district, a general ledger adjustment shall be posted to the appropriate revenue and
receivable accounts. The Federal Programs Accountant shall prepare the adjusting journal ledger entry and
the bookkeeper shall post the entry to the finance general ledger.

Tracking and Recording Receivabl

On at least a monthly basis, the Federal Programs Accountant shall review all pending receivables. Aged
receivables, defined as greater than 60 days from the date of recording, shall be investigated and resolved
by contacting the granting agency.

At the end of the fiscal year, all known and measurable receivables shall be recorded to the general ledger
to the appropriate grant code. The Federal Programs Accountant shall prepare the journal ledger entry and
the bookkeeper shall post the entry to the finance general ledger.

Grant Compliance Areas

The District shall ensure that it is in compliance with all provisions and assurances of all grant programs.
In addition, the District shall comply with grant requirements, such as supplement not supplant,
comparability, indirect cost, and maintenance of effort spending levels.

Supplement Not Supplant

The term supplement not supplant is a provision common to many federal statutes authorizing education
grant programs. There is no single supplement not supplant provision. Rather, the wording of the provision
varies depending on the statute that contains it.

Although the definition may change from statute to statute, supplement not supplant provisions basically
require that grantees use state or local funds for all services required by state law, State Board of Education
(SBOE) rule, or local policy and prohibit those funds from being diverted for other purposes when federal
funds are available. Federal funds must supplement—add to, enhance, expand, increase, extend—the
programs and services offered with state and local funds. Federal funds are not permitted to be used to
supplant—take the place of, replace—the state and local funds used to offer those programs and services.
The District process to ensure that all grant funded activities are supplemental shall be a collaborative effort
between the Grant Management and Finance (Purchasing) departments. Both departments shall receive
training and be aware of the supplement not supplant provisions.



The Grant Manager shall review and approve all purchase orders (and non-purchase order payments). The
Grant Manager review shall include a determination if the planned purchase and/or expenditure meet one
of the following guidelines:
1. The grant funds will be used to enhance, expand, or extend required activities.
2. The grant funds will be used for specific grant activities included the grant application that are
above and beyond the activities funded with local funds.
3. The grant funds will be used to supplemental grant activities as noted on the DIP or a CIP.

Program specific supplement not supplant provisions shall be complied with in addition to the overall
federal funds requirements.

Comparability

Comparability of services is a fiscal accountability requirement that applies to local educational agencies
(LEAS) that receive funds under Title I, Part A of the Elementary and Secondary Education Act of 1965
(ESEA), as reauthorized by the No Child Left Behind Act of 2001 (NCLB). The intent of the comparability
of services requirement is to ensure that an LEA does not discriminate (either intentionally or
unintentionally) against its Title | schools when distributing resources funded from state and local sources
simply because these schools receive federal funds.

The General Compliance Accountant shall conduct the comparability test on an annual basis and complete
the Title | Part A Comparability Assurance Document (CAD).

NOTE: If the district determines that it is exempt from the comparability requirements, the finance
department shall note the exemption on the CAD and submit it to TEA. If the District is not exempt, the
finance department shall complete and submit the Comparability Computation Form (CCF) to TEA by the
mid-November annual deadline.

In completing the CAD and CCF, the General Compliance Accountant, shall follow the process outlined
below:

1. Determine if the District is exempt from the comparability requirement. If so, complete and submit
CAD and stop here.
2. If not exempt, the comparability testing process should continue as noted below:

List all campuses in the CCF comparability testing.

Identify all campuses on the CCF as Title | Part A, skipped, or non-Title | Part A

Determine whether to include dedicated EE and/or PK campuses in the comparability testing.
Select test method 1, 2, or 3 and use it consistently to all campuses being tested

Complete the CAD for review by the grant management department. After review and
approval by the grants management department, the CAD and CCF should be forwarded to
the Superintendent forsignature.

f.  Submit the CAD and CCF to TEA by the mid-November deadline.

®oo0 o

If TEA determines that the District is non-compliant, the Finance and the Federal Programs departments
shall work collaboratively to address the non-compliance. In addition, the District shall adjust the budgets
as appropriate to until the District is in compliance with the comparability requirement.

Indirect Cost
Grantees must have a current, approved federal indirect cost rate to charge indirect costs to the grant. The
indirect cost rate is calculated using costs specified in the grantee’s indirect cost plan. Those specified costs

may not be charged as direct costs to the grant under any circumstances.



The District has applied for an Indirect Cost Rate extension through the pass-through entity (TEA) for a2-
year period, from 2016 to 2018. After the extension period, the District shall apply for an indirect costrate
through the federal granting agency or pass-through entity (TEA) in accordance with the current
regulations. The Chief Financial Officer shall complete and submit an Indirect Cost Rate Proposal by the
established deadline as specified by the pass-through entity (TEA) on the Indirect Cost webpage at
http://tea.texas.gov/index4.aspx?id=3842.

The District’s Indirect Cost Rate, or the maximum allowable rate, whichever is less shall be used to post
Indirect Costs for federal funds to the General Fund. The Federal Programs Accountant shall prepare a
general ledger entry for the indirect costs. The bookkeeper shall post the entry to the finance general ledger.

Maintenance of Effort
The District shall comply with the No Child Left Behind (NCLB) and Individuals with Disabilities Act

(IDEA) maintenance of effort requirements.

No Child Left Behind (NCLB

Federal statute requires that local education agencies (LEAS) receiving Title I, Part A funds must continue
to maintain fiscal effort with state and local funds. An LEA may receive its full Title I, Part A entitlement
if either the combined fiscal effort per student or the aggregate expenditures for the preceding fiscal year
was not less than 90 percent of the combined fiscal effort or aggregate expenditures for the second preceding
fiscal year. Maintenance of Effort (MOE) is determined using state and local operating expenditures by
function, excluding expenditures for community services, capital outlay, debt service, and supplementary
expenses as a result of a Presidential declared disaster, as well as any expenditures from funds provided by
the federal government.

The General Compliance Accountant shall compute the MOE using the TEA NCLB/LEA/MOE
Determination Calculation Tool during the budget-adopted process and at the end of the fiscal year. Non-
compliance with NCLB MOE will result in a reduction of NCLB funds in the exact proportion by which
the District fails to meet the MOE requirement; therefore, the finance department shall plan for the reduction
of grant funds at the local level. If the NCLB MOE falls below the required level, the Finance and Grant
Management departments shall collaborate to develop a plan to bring the District into compliance with the
MOE requirements.

Individuals with Disabilities Education Act. Part B (IDEA-B)
An LEA that accepts IDEA-B funds is required under IDEA-B to expend, for services to students with

disabilities, at least an amount equal to 100% of the state and/or local funds it expended on students with
disabilities during the previous year. Federal law provides four methods of demonstrating compliance (or
“maintaining effort”), as described in the Methods of Determining Compliance section.

The General Compliance Accountant shall compute the MOE using the TEA IDEA-B/LEA/MOE
Calculation Tool during the budget-adopted process and at the end of the fiscal year. Non-compliance with
IDEA-B MOE will result in a reduction of IDEA-B funds in the exact proportion by which the District fails
to meet the MOE requirement; therefore, the Finance department shall plan for the reduction of grant funds
at the local level. If the IDEA-B MOE falls below the required level, the Finance and Grant Management
departments shall collaborate to develop a plan to bring the District into compliance with the MOE
requirements.

As part of the IDEA-B grant application process, the Grant Manager will need to know the prior year
Special Education expenditures and the next fiscal year budgeted Special Education Expenditures. The
Finance department shall provide these amounts to the Grants Manager not later than May 31* to ensure
that the most accurate amounts are reflected in the grant application.



http://tea.texas.gov/index4.aspx?id=3842

8.13 REPORTINGREQUIREMENTS
The District shall ensure that all reporting requirements for grant programs are met within the established
timelines. A master list of all activity, progress, evaluation, and expenditure reports shall be created to
include the grant program, report due, responsible person(s), and due date. Completion of the reports may
require the collaboration of several departments; however, the ultimate responsibility for the reporting
requirement shall be as noted below:
1. Programmatic reports such as activity, progress and evaluations - Federal Programs Director.
2. Expenditure reports such as interim, draw down and final expenditure reports - Federal Programs
Accountant.
3. Compliance reports such as Comparability, Maintenance of Effort, Indirect Cost, etc. - General
Compliance Accountant and Chief Financial Officer.
4. Highly Qualified Staff reports - Director of Human Resources.

The Grant Manager shall monitor the overall master list to ensure that all reporting requirements have been
completed by the appropriate campus and/or department.

The District shall ensure that all grant funds are consistently monitored throughout the grant period. The
monitoring shall include, but not be limited to:
1. Compliance with federal requirements such as cost principles, audit, reporting requirements, etc.
2. Monitoring of grant expenditures are properly documented and meet all allowable costs.
3. Monitor grant performance such as internal controls, audit findings, over/under expenditures, etc.
4. Implement strategies to deter, mitigate and eliminate waste and fraud in the expenditure of grant
funds.

The Grant Manager for each federal grant shall be responsible for the programmatic and evaluation
compliance and the Director of Federal Programs in collaboration with the Federal Programs Accountant
shall be responsible for the financial compliance.
The Grant Manager shall monitor the timing of grant activities throughout the grant period, especially as
they relate to the desired outcomes. The Finance department shall monitor the timing of grant expenditures,
especially as they relate to the period of availability of grant funds. If either the grant activities or grant
expenditures reflect that the District will not accomplish the grant activities during the grant period, the
Grant Manager and Finance department shall work collaboratively to develop an action plan to ensure that
the federal grant goals are met. The oversight of grant activities and expenditures shall include, but not be
limited to, the following:

1. Cost overruns or high unitcosts.

2. Construction projects — certification of project completeness (as evidenced by the AlA).

3. Significant developments that may result in an inability to complete the grant activities.

The District shall maintain documentation to support all grant expenditures and provide the documentation
upon request to the district’s external auditors, granting agency or other oversight agency, as appropriate.
Auditing findings or deficiencies shall be addressed in a timely manner upon receipt of the notification.
The Finance, Human Resources and Grant Management staff shall work collaboratively to develop and
implement a Corrective Action Plan to resolve the findings or deficiencies. The Superintendent, or designee,
shall approve the Corrective Action Plan and monitor the timely implementation of corrective strategies.
The District shall disclose to the granting agency if any federal grant funds have been subject to fraud to
District staff and/or contractors (vendors). Corrective actions, as appropriate, shall be implemented to
remedy the loss of grant funds due tofraud.



8.14 GRANT CLOSEOUTPROCEDURES
The District shall submit all grant closeout documents to the granting agency or pass-through agency, as
appropriate. Grant closeout procedures shall include, but not be limited to:

SARE A

6.
7.

8.

Ensure that no obligations are made after the grant period end date.

Liquidate all obligations incurred during the grant period.

Submit the final grant program performance report.

Submit the final grant expenditurereport.

Drawdown all the expended grant funds (reimbursement request) — Match the grant expenditure
draw-downs with the finance general ledger.

Certify that the final drawdown of federal grant funds are accurate (Certification).

Refund any excess grant funds, interest, or other payables to the granting agency or pass-through
agency.

Account for any real and/or personal property on hand at the end of the grant period.

8.15 GRANT AWARDS
List of Grant Awards are listed on the Federal Programs webpage.
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SOUTH SAN ANTONIO INDEPENDENT SCHOOL DISTRICT
BUDGET AMENDMENT FORM

CAMPUS OR DEPARTMENT: DATE:

Provide details of goods or services to be purchased or rendered:

Explain how the goods or services support your Campus/Department Improvement Plan:

BUDGET CODE

TO ACCOUNT A B C A+C
euno | Fune L oss | 898 boral proc | Expan DESCRIPTION CURRENT CURRENT ACCOUNT INCREASE AMENDED
0BJ APPROPRIATON BALANCE (DECREASE) | APPROPRIATON
FROMACCOUNT A B C A+C
cuno | Fune | o | VB loral pros | expan DESCRIPTION CURRENT CURRENT ACCOUNT INCREASE AMENDED
0BJ APPROPRIATON BALANCE (DECREASE) | APPROPRIATON
CAMPUS PRINCIPAL/DEPARTMENT BUDGET OFFICER: Date:
Approved by: Federal Programs Director (Federal Funds Only) Signature Date
Approved by: Chief Academic Officer Signature Date
Approved by: Chief Financial Officer Signature Date
Approved by: Chief Of Staff Signature Date
Approved by: Superintendent of Schools Signature Date

FINANCE OFFICE USE ONLY

Director of Budget (Verification of Cumulative Amount):

Amendment# Entered by:

LEGEND
BUDGETAM ENDMENT-INCREASING ANY ONE OF IHE FUNcnONAL SPENDING CATEGORIES OR INCREASING REVENUE OBJECT ACCOUNTS AND OIHER RESOURCES

Effective date 9129/15



South San Antonio Independent School District
Donation Form
Completion of this form is required prior to the district’s consideration of a proposed donation to
the South San Antonio Independent School District. This form is to be completed in its entirety

and submitted prior to receipt of any donated goods, services, or funds. Donations valued in
excess of $3,000 must be approved by the School Board per CE (Local) Policy.

Date Form Completed:

Donor Name: Organization:
Address:
Daytime Phone #:

Description of Donation/Gift: Approx Value

Recipient (s) of Donation (School, athletic program, etc):

Acceptance of Monetary Gifts, Grants and Other Revenues

Are funds to be used for a Specific Purpose:  Yes No (General Donation)

If yes, explain how the gift will be used:

Acceptance of Non-Monetary Gifts

Describe type of Item Donated
Purpose

Are there conditions of use attached to the gift: YES NO
If yes, Please explain conditions:

Will there be additional cost to the school district? (Instillation cost, annual maintenance costs,
etc:

Donor Signature Date

For District Office Use Only
Accepted by Superintendent: Date:
(Superintendent may accept any gift of $5,000 or less on behalf of the Board)

Accepted by School Board: Date:




SOUTH SANANTONIO ISD
DEPOSITORY BANK ACCESS

Emloyee Name-——\—————————

Product Add | Remove] Service Descripton Limit Accourt Numbers

ACH Deletes & Reversals Online

ACH Fraud Filter

ACH Inquiry

Basic Banking

Desktop Deposit

Event Messaging

Fraud Manager

ARP Register Maintenance

Image Postive Pay

Gilt Cards

Image

Institutional Investing- Reporting

SAFE Transmission

Self Administration

Statements & Notices

Stops-Images-Search

Treasury Information Reporting

Wire Transfer Options

Book Transfer

Templates & Reports

WireTransfers-Domestic,
International and Federal Tax

Payments
Requestor Title Date
Approver Superintendent Date

155



Campus/Department

South San ISD
Fixed Asset Inventory
Transfer/Disposal Form

Contact Person/Dote

Principals/Director/Dote

Tag# Description of Item | SerialNumber| Room Number| Number of Items

Condition

Federal Fund Y/N

Transfer or Disposal

Note: Itemstobe picked up must be ina centralized location/room Please Specify:

IFor Technology Equipment Only

Campus Technician Date

'Receiving Campus/Department

|For Warehouse Services Use Only

Received by/Date:

Supervisor's Approved Date
Grants Manager Director Approved (Federal Funds Only) Date
Chief Academics Officer Approved Date

Chief Financial Officer Approved

Date

Completed by/Date:
Warehouse Svcs Supervisor/Date:




Give Form to the
requester. Do not
send to the IRS.

o VW-9

(Rev.August 2013)
Depertment of the Treasury
Internal Re'llenue Service

Request for Taxpayer
Identification Number and Certification

Name (as shown m your income ta)( return)

Businessname/dsregarded entity name,ifdifferent from above

n [ Check appropriate box for federal tax cla&s ification: Exemptions (seeinstructions):

Q C Corporation 0 Partner ship (j)Trust/estate

0Incividua|/sole proprietor QS Corporation
Exempt payee code (ifany)

0 limited liability company. Enter the tax ctas.;fication (C=C corporation, S=S corporation, P=partnership) I _———
Exemption Itom FATCA reporting

code (ifany)

O Other (see instructions) lijo

Address (number,street, and apt. or suite no.) Requester's name and address (optionaQ

@y, stele,end ZIP code

Listaccount number(s) here (optionaO

Taxpayer Identification Number (TIN)

nter yoor TIN1nthe appropriate box. The TIN provided must match the name g1ven on the 'Name' line

to avoid backup withhdding. For indvlduals, this is your social security number (SSN). However,for a
resident alien, sole proprietor or disregarded entity , seethe Part linstructiong sihea 988 s bt a
entities.it is your employer identification number (EIN).If you do not have

TIN 00 page 3.

Note. If the account is in more than one name,see the chart on page 4 for guidelines on whose
number to enter.

Employer Identificationnumber

FEIREEEN

| Part 11 | Certification

Under penaltt es of perJury, Icerttfy t hat:

1. The number shown on this form is my correct taxpayer identfication number (or lam waiting for a number to be issued to me), and

2. lam not subject to backup withholding because: (a) lam exempt fronn backup withhdding, or (b) Ihave not been notified by the Internal Revenue
Service (IRS)that lam subject to backup withholding as a result of afailure to report all interest or dividends, or (c)the IRS has notified me that lam
no longer subject to backup withholding, and

3. lam a U.S. citizen or other U.S. person (defined below),and

4. The FATCA code(s) entered on this form (if any) indicating that lam exempt fronn FATCA reporting is correct.

Certification instructions.Youmust cross out item 2 above if you have been notified by the IRSthatyou are currently subject to backup withholding
because yoo havefailedtoreport allinterest and dvidends onyour lex return. For real estate transactions, item 2 does not apply. For mortgage

interestpaid. acquisition orabandonment of secured property. cancellationofdebt. contributions to anindividual retirementarrangement(IRA).and
generally,payments other thaninterest and dividends, yoo are not required to signthe certification, but youmust provide your correct TIN. See the

Instructions on page 3

Sign | s; .eof
Here u.s.person.,.

Date.,.

General Instructions

Section references are to the Interne.!Revenue Code unless otherwise noted .

Future developments. The IRS hascreated a page on IRS.gov for Information
about FormW-9, at wwwir:s.govIw9. Information about any fUture developments
allecting Form W-9 (such as legislation enacted alter we release it) >ill be posted
on tihat page.

Purpose of Form

Aporsonwhoisrequiredto file aninformation returnw h the IRSmust obtainyour
correct ta)(payar identifleation number (TIN ) to uiilpa for example, incom& paid to
you, payments made to you in settlement of payment card and third party network
tnmsar:tions. real estate transactions.mortgage interest you paid. acquisition or
abandonment oF secured property, cancellation of deb or contribution s you made
to an IRA.

Use FonmWw-9only 1fyouareaUs.person (intludingaresidentalien),to
provide your correct TINto the person requestin it (the requester) and.when
a™licable, to:

1 CertifY that the TINyou are givingis correct (or you arewaiting for anumber
to be is<ued)

2.Certify that you arenot subject to backup withholding, or

3. Claim exemption from backup withholcing iF you are a U.S.exempt payee.If

aj:plicable, you are also certifying that as a U.S. person,your aloeable share of
any partnership income from a U.S.trade or buslness is not subject to the

withholding tax on foreign partners’ share of effectively conllected income alld
4. Certify that FATCA code(s) entered on this form (ifany) indicating tihat you are

e)(empt from the FATCA reportlng is correct.

Note. Ifyou are a U.S.person and a requester gives you a for m other tha n Form

W-9to request your TIN, you must usethe requesters fonm ifitissubstantielly

similar to this Form W-9.

Dennltloncf a U.S. person. For federaltax purposes, you are considered a U.S.

person ifyou are:

«An individual who isa U.S. citizen or U.S. residentalien,

«Apartnership,corporation, company, or association created or organized inthe
United States or under the laws of the United States,

«An estate (other than a foreign estate),or
«Adomestctrust (asdefined in Regulationssection301.7701-7).

Specialruesforpartnerships.Pertnershipstholconductatrede or busineosin
the United States are generally re ired to pa.y a withholding tax under section
14460nanyfaoignpartners'+haroofeffoctively connectodtaxa.bloincornofi'om
such business__ Further, in certain cases where a FormV'1J..9 has not been received
the ries under section 1446 require @ pannershlp to presumethat a partner Isa
foreign person, and pay the section 1446withholding tax . Therefore,if you are a
U.S. personthat is e partner in a partnership conducting a trade or businessin the
United States, provide Formw-9 to the partnership to establish your U.S. status
and avoid section 1446 'Mthllolding on your share of partnership income.

Cot. No. 10231X

Form W-9 (Rev. B-2013)



Formw-9 (Rev. 8-2013)

Page::!

Inthe cases bSovt,the follow g person must give Form W-9 to the partnership
for purposes of establishing its U.S. status and avoiding Vlitf1holding on rts
allocableshare of netincome fromthe partnership conducting atrade or business
inthe Un ed states:

<Inthe case oradisregarded entity witha U.S.owner,the U.S.owner ofthe
disregarded ent y and net the entity,

-Inthe case ofagrantor trust with aU.S.grantor or other U.S.owner, generally,
theU_S_ grantor or other US_ owner ofthe grantor trust nd nc:tthe trus.t,and

-In the case of a U.S.trust (other than a grantor trust), the U.S. trust (other than a
grantor trust) and not the beneficiaries of the trust.

Foreign person. fyou are a fDreign person or the U.S. branch of a foreign bank
that has elected to be treated as aU.S. person, do net use Form W-9. Instead,use
the appropriate FormW-8 or Form8233 (see Put>ication 515,Withholdng of Tax
onNonresident Aliens and ForeignEnties).

Nonresident allen who becomes a restdent alien. Genera lly,only a nonresident
alienindividual may use the terms of atax treaty to reduce aeliminate U.S.tax on
certail types ofincome.However, most tax treaties contain a. provision knoYin as
a'saving clause." Exceptions specified inthe saving clause may permit an
exen-ption &om tax to continue for certain types of income even after the payee
has othenNise bacome a U.S. ras:idW t alien for tax pll“poses:.

If you are a U.S.resident alien who is relying on an exception contained in the
saving dau:se of a tax treaty to claim an exemption from U.S. te.x on certain types
of income,you must attach p. statement to Form W-9 that specifies the following
five items:

1. Thetreaty country. Generally, this must be the same treaty under which you
claimed exemption tOM tax as a nonresident alien.

2. The treaty article addressing theincome.

3. The article number (or location) In the tax treaty that contains the saving
c/Clluse and its exceptions.

4. The type and amount of income that qualiies for the exemption from tax.

5. Sufficient facts tojustify the exemptionfromtax underthe terms ofthe treaty
article.

EKample. Article 20 of ttl& U.S..China income tax treaty alows an &xemption
from tax for scholarship income received by a Chinese studfint tempor arily present
Inthe Un ed states. Under U.S.law. this student wiH become a resident allen for
tax purposes if his a her stay in the United States exceeds 5 calendar years.
However, paragraph 2 of the rsl Protocol to the U.S.-China treaty (dated April30
1994) aiiOYts tl1o provision of Article 20 to continuo to apply oven ilftcr tho
Chinese student becomes a resident alien of the United States. A Chinese shident
who qualifies for this exception (under paragraph 2 orthe first protocol) and 1s
relying on this exception to claim an exemption from tax on his or her scholarship
or fellowship income would attach to FormW-9 a statement that includes the
information described above to support that exemption.

Ifyou are a nonresident alien or a foreign entity, give the requester the
appropriate completed Fom1 W-8 or Fom1 8233

What Isbackup 'Mihholding? Persons making certain pa)Tllents to you must
under certain condtions w hhold and pay to the IRS a percentage of such
payments. Thisis called "backup withholding.” Payments that may be subject to
backup witiYlolding include Interest, tax.exempt interest. drvidends, broker and
barter e.change tra nsactions,rents, royalties,nonemployee pay, payments made
in settlement of payment cud and third party network transactions, and certain
payments from shing boat operators. Real estate tr ansactions are not subject to
backup withhold ing.

You wil not be subject to baokup v.;thholding on pa)Tllents yru receiveifyou

givetherequesteryour correct TIN, makethe proper certincations. andreportall
your taxable ilterest and dividends on yourtax return.

Payments you receive will be subject to backup
withholding if:
1. Y ou do not furnish yourTf\1 to the requester,

2. You do not certify your TIN when required (See the Part llinstr uctions on page
3for details),

3. The IRStells the requester that you furnished an inccrrect TIN,

4. The IRS tells you that you are subject to backup withholding because you did
not report all your interest and cividends onyour tax retun (for reportable interest and
dividends onty),or

5. Y ou do not certify to the requester that you are not subjeot to backup
withholding under 4 above (forreportab le interest and dividend accounts opened
after 1983 only).

Cartain payaand pa)Tllonts araexempt from backup withholding. SeaExam!X
payee codeon page 3andthe separate Instructions for the Requesterof Form
W.g Dr more information

Also see SpeciaJ rules for psrtnerships on page 1.

What |Is FATCAreporting? The Foreigl Account Tax Compliance Act (FATCA)
requires a participating Dreign financial institution to report allUnited States
account holders that are specified United States per.s;ons.Certain payees are
exempt from FATCA reporting. See Exerrpl ion from FA TCAreporting code on
page 3 and the Instructions for the Requester of Form W-9 for more information.
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Updating Your Information

Y oumust provide updfltechforrnatcm to any persontowhom you claimed to be
anexempt payee ifyou are nolonger an exempt payee and anticipate receiving
reportable payments in the future from this person. Fe. example, you may needto
provide updated infonnation ifyou are a C corporation that electstobean S

cc:r poration, or ifyou no longer are tax e)(empt. In addlion, you must furnish a new
Form W-9 if the name or TIN changes for the accoun for exampl&, if the grantor
of a grantor trustdies

Penalties

Failure to furnish TIN. Ifyou fall to fumishyour correct TINto arequester,you are
subject to 8 pen81ty of S50 for each such failure unless your failure isdue to
re sonable cetuse and not to willful neglect.

Civilpenalty for false irlonnalion with respee:! to wittvlolding. Ifyou make a
false statamant with no naasonable basis that rQw!ts in no backup witt'l hbing,

you aresubject to a $500 penalty.

Criminal penalty for lalsll'ylng Information. Willfully falsifying certincations or
affirmations may subject you to criminal penalties including finesand/or
imprisonment.

Misuse of Ttls. litho requa<le< discloses or uses TINs in violation of federal law,
the requester may be subject to civiland criminalpenalties.

Specific Instructions
Name

If you are an individual, you must generally enter the name shovm on your income
tax rehxn. Howev er, if you hav e changed your last name,for instance, due to
marriage with out informing the Social Security Admin istration of the n me change,
enter your first name, the last name shown on your social security card, and your
new last namQ.

Ifthe accountisinjointnames, l ifirstandthencircle, the nameofthe prerson
or entity whose number you entered in Part lof the form.

Sole proprietor. Enter your individual name as !Ohown on your income tax return
on the "Name" line.You may enter your business,trade, or "doing business as
(DBA)" name on the 'Business name/disregarded entity name" line.

Partnership,C Corporation, or S Corporation.Enter the entity's name on the
"Name" line and anybusiness, trade, or "doing bu ine s a(DBA) name"onthe
"Businessrlame/dsregarded entityname"line.

Disregarded entity. For U.S. federal tax purposes, an entity that is disregarded as
en entity separate from its owne r is treated as 0. "disregarded entity.” See
Regulation section 301.770 1-2(c)(2)(_iii). Enter the owner's name on the "Name"
line_ The name of the entity entered m the "Name" line should never be a
disregarded entity . The name on the "Name" line must be the name shown on the
income tax return on which the income should be repated. For e ample,if a
foreign LLC that istreated as a disregarded ent for U.S.feder al tax purposes has
a single O\Yner that is a US.person, the 5. owner's name is required to be
provided on the 'Name" line. Ift he direct owner of the entity is also a disregar ded
enty. enter the fir.t owner that is not disregarded for federal tax purp es. Enter
the cisregarded entrt:y's name on the ""Busiless name/disregarded entity nr:Jme"
line.Ifthe owner of the disregarded entity isa foreign person,the owner rrust
ccmplete an appropriate Form W-8 instead of a Form W-9. T his is the case even il
the foreign person hos OU.S. TIN.

Note.Check the appropriate box for the U.S. federal tax classi cation of the
person ..nose hame is entered on the "Name"ilne (IndividuaVsole proprietor ,
Partnership, C Corpaation ,S Corporation, Trust/estate).

Limited Liability Company (LLC)fl the person identified on the "Name" line is an
ILC, check the "Limited liability company " box only and enter the appropriate
code tor the U_S_ federal tax classification in the space provided_ If you are an LL.C
that Is treated as a partner!Ohip for USfederal tax purposes, enter ""P"" for
partnership. ffyou are an LLC that has filed a Form 8832 or a Form 2553 to be
taxed as a corporation, enter “C" for C corporation or "S"fer S corporation, as
appropriate. If you are an LLC that is disregarded as an entity separate from its
owner undQr Regulation sectiorl 301.7701-3 (Qxcept lor ""PIO)TTIQnt and Q<0iSQ
tax) , do not check the LLC box unless the ow ner of the LLC (required to be

identified on the "Name" line) isanether LLC that is net dsregarded for \$.

federal tax purposes. If the LLC I'S disregarded as an entity sepa rate from its
owner, enter the appropriate tax classification of the owner identified on the
"Name'ine.

Other entitles. Enter your business name as shown on required U.S. federaltax
documents onthe NameM line. This name shol match the name shown on the
charter or other legal document creating the entity. You may enter any business,
trade , or DBA name on the 'Business nome/disregarded entity nome' line.

Exemptions

If you are exempt from backup ‘Nithholding and/or FATCA reporting, enter in the
Eremflions bml’, anycode(s)that may apply to you. See Er:eiTifY payee code and
ExemJiion from FATCA reporting code on page 3.
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Exempt payee code. Generally, individuals (including sole proprietors) are not
exempt from backup withholding. Corporations are exempt from backup
withholding for certain payments, such as interest and dividends. Corporations are
not exempt from backup withholding for payments made in settiement of payment
card or third party network transactions.

Note. If you are exempt from backup withholding, you should still complete this
form to avoid possible erroneous backup withholding.

The following codes identify payees that are exempt from backup withholding:

1—An organization exempt from tax under section 501(a), any IRA, or a
custodial account under section 403(b)(7) if the account satisfies the requirements
of section 401(f)(2)

2—The United States or any of its agencies or instrumentalities

3—A state, the District of Columbia, a possession of the United States, or any of
their political subdivisions or instrumentalities

4—A foreign government or any of its political subdivisions, agencies, or
instrumentalities

5—A corporation

6—A dealer in securities or commodities required to register in the United
States, the District of Columbia, or a possession of the United States

7—A futures commission merchant registered with the Commodity Futures
Trading Commission

8—A real estate investment trust

9—An entity registered at all times during the tax year under the Investment
Company Act of 1940

10—A common trust fund operated by a bank under section 584(a)
11—A financial institution

12—A middleman known in the investment community as a nominee or
custodian

13—A trust exempt from tax under section 664 or described in section 4947

The following chart shows types of payments that may be exempt from backup
withholding. The chart applies to the exempt payees listed above, 1 through 13.

IF the paymentisfor... THEN the payment is exempt for. ..

Interest and dividend payments All exempt payees except
for 7

Broker transactions Exempt payees 1 through 4 and 6
through 11 and all C corporations. S
corporations must not enter an exempt
payee code because they are exempt
only for sales of noncovered securities
acquired prior to 2012.

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 4

Payments over $600 required to be
reported and direct sales over $5, 0001

Generally, exempt payees
1 through 57

Payments made in settlement of Exempt payees 1 through 4
payment card or third party network

transactions

' See Form 1099-MISC, Miscellaneous Income, and its instructions.

*However, the following payments made to a corporation and reportable on Form
1099-MISC are not exempt from backup withholding: medical and health care
payments, attorneys' fees, gross proceeds paid to an attorney, and payments for
services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codes identify payees

that are exempt from reporting under FATCA. These codes apply to persons

submitting this form for accounts maintained outside of the United States by
certain foreign financial institutions. Therefore, if you are only submitting this form
for an account you hold in the United States, you may leave this field blank.

Consult with the person requesting this form if you are uncertain if the financial

institution is subject to these requirements.

A—An organization exempt from tax under section 501(a) or any individual
retirement plan as defined in section 7701(a)(37)

B—The United States or any of its agencies or instrumentalities

C—A state, the District of Columbia, a possession of the United States, or any
of their political subdivisions or instrumentalities

D—A corporation the stock of which is regularly traded on one or more
established securities markets, as described in Reg. section 1.1472-1(c)(1)(i)

E—A corporation that is a member of the same expanded affiliated group as a
corporation described in Reg. section 1.1472-1(c)(1)(i)

F—A dealer in securities, commodities, or derivative financial instruments

(including notional principal contracts, futures, forwards, and options) that is
registered as such under the laws of the United States or any state

G—Areal estate investment trust

H—A regulated investment company as defined in section 851 or an entity
registered at all times during the tax year under the Investment Company Act of
1940

|—A common trust fund as defined in section 584(a)

J—A bank as defined in section 581

K—A broker

L—A trust exempt from tax under section 664 or described in section 4947(a)(1)
M—A tax exempt trust under a section 403(b) plan or section 457(g) plan

Part |. Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. If you are a resident alien and you do not
have and are not eligible to get an SSN, your TIN is your IRSindividual taxpayer
identification number (ITIN). Enter it in the social security number box. If you do not
have an ITIN, see How fo get a TIN below.

If you are a sole proprietor and you have an EIN, you may enter either your SSN
or EIN. However, the IRS prefers that you use your SSN.

If you are a single-member LLC that is disregarded as an entity separate from its
owner (see Limited Liability Company (LLC) on page 2), enter the owner's SSN (or
EIN, if the owner has one). Do not enter the disregarded entity’s EIN. Ifthe LLC is
classified as a corporation or partnership, enter the entity's EIN.

Note. See the chart on page 4 for further clarification of name and TIN
combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately. To apply
for an SSN, get Form SS-5, Application for a Social Security Card, from your local
Social Security Administration office or get this form online at www. ssa.gov. You
may also get this form by calling 1-800-772-1213. Use Form W-7, Application for
IRS Individual Taxpayer Identification Number, to apply for an ITIN, or Form SS-4,
Application for Employer Identification Number, to apply for an EIN. You can apply
for an EIN online by ing the IRS website at www.irs.gov/busii and
clicking on Employer Identification Number (EIN) under Starting a Business. You
can get Forms W-7 and $S-4 from the IRS by visiting IRS.gov or by calling 1-800-
TAX-FORM (1-800-829-3676).

If you are asked to complete Form W-9 but do not have a TIN, apply for a TIN
and write “Applied For” in the space for the TIN, sign and date the form, and give it
to the requester. For interest and dividend payments, and certain payments made
with respect to readily tradable instruments, generally you will have 60 days to get
a TIN and give it to the requester before you are subject to backup withholding on
payments. The 60-day rule does not apply to other types of payments. You will be
subject to backup withholding on all such payments until you provide your TIN to
the requester.

Note. Entering “Applied For” means that you have already applied for a TIN or that
you intend to apply for one soon.

Caution: A disregarded U.S. entity that has a foreign owner must use the
appropriate Form W-8.

Part Il. Certification

To establish to the withholding agent that you are a U.S. person, or resident alien,
sign Form W-8. You may be requested to sign by the withholding agent even if
items 1, 4, or 5 below indicate otherwise.

For a joint account, only the person whose TIN is shown in Part | should sign
(when required). In the case of a disregarded entity, the person identified on the
“Name” line must sign. Exempt payees, see Exempt payse codeearlier.

Signature requirements. Complete the certification as indicated in items 1
through 5 below.

1. Interest, dividend, and barter exchange accounts opened before 1984
and broker accounts considered active during 1983. You must give your
correct TIN, but you do not have to sign the certification.

2. Interest, dividend, broker, and barter exchange accounts opened after
1983 and broker accounts considered inactive during 1983. You must sign the
certification or backup withholding will apply. If you are subject to backup
withholding and you are merely providing your correct TIN to the requester, you
must cross out item 2 in the certification before signing the form.

3. Real estate transactions. You must sign the certification. You may cross out
item 2 of the certification.

4. Other payments. You must give your correct TIN, but you do not have to sign
the certification unless you have been notified that you have previously given an
incorrect TIN. “Other payments” include payments made in the course of the
requester’s trade or business for rents, royalties, goods (other than bills for
merchandise), medical and health care services (including payments to
corporations), payments to a nonemployee for services, payments made in
settliement of payment card and third party network transactions, payments to
certain fishing boat crew members and fishermen, and gross proceeds paid to
attorneys (including payments to corporations).

5. Mortgage interest paid by you, acquisition or abandonment of secured
property, cancellation of debt, qualified tuition program payments (under
section 529), IRA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give your correct TIN, but you
do not have to sign the certification.
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What Name and Number To Give the Requester

For this type of account:

Give name and SSN of:

1. Individual
2. Two or more individuals (joint
account)

The individual
The actual owner of the account or,
if combined funds, the first

individual on the account '

3. Custodian account of a minor
(Uniform Gift to Minors Act)

4. a. The usual revocable savings
trust (grantor is also trustee)
b. So-called trust account that is
not alegal or valid trust under

The minor *
The grantor-trustee '

The actual owner '

state law
5. Sole proprietorship or disregarded The owner ’

entity owned by an individual
6. Grantor trust filing under Optional The grantor*

Form 1098 Filing Method 1 (see

Regulation section 1.671-4(b)(2)(i)(A)

For this type of account: Give name and EIN of:

7. Disregarded entity not owned by an | The owner

individual
8. Avalid trust, estate, or pension trust | Legal entity *

w

Corporation or LLC electing
corporate status on Form 8832 or
Form 2553

10. Association, club, religious,

charitable, educational, or other
tax-exempt organization

The corporation

The organization

11. Partnership or mult-member LLC
12. A broker or registered nominee

The partnership
The broker or nominee

13. Account with the Department of
Agriculture in the name of a public
entity (such as a state or local
government, school district, or
prison) that receives agricultural
program payments

The public entity

14. Grantor trust filing under the Form
1041 Filing Method or the Optional
Form 1098 Filing Method 2 (see
Regulation section 1.671-4(b)(2)({)}(B))

The trust

! List first and circle the name of the person whose number you fumish. If only one personon a
Jjoint account has an SSM, that person’s number must be furnished

2C\rc\e the minor's name and fumish the minor's SSN

*You must show your individual name and you may also enter your business or "DBA" name on
the "Business name/disregarded entity” name line. You may use either your SN or EIN (if you
have one}, but the IRS encourages you to use your SSN

astl first and circle the name of the trust, estate, or pension trust. {Do not furnish the TIN of the
personal representative or trustee unless the legal entity itself is not designated inthe account
title.) Also see Special iles for parfnershipson page 1

*Note. Grantor also must provide a FormWW-9 to trustee of trust

Note. If no name is circled when more than one name is listed, the number will be
considered to be that of the first name listed.

Secure Your Tax Records from Identity Theft

Identity theft occurs when someone uses your personal information such as your
name, social security number (SSN), or other identifying information, without your
permission, to commit fraud or other crimes. An identity thief may use your SSN to
get a job or may file a tax return using your SSN to receive a refund.

To reduce your risk:
= Protect your SSN,
= Ensure your employer is protecting your SSN, and
« Be careful when choosing atax preparer.

If your tax records are affected by identity theft and you receive a notice from
the IRS, respond right away to the name and phone number printed on the IRS
notice or letter.

If your tax records are not currently affected by identity theft but you think you
are at risk due to a lost or stolen purse or wallet, questionable credit card activity
or credit report, contact the IRS Identity Theft Hotline at 1-800-908-4490 or submit
Form 14039.

For more information, see Publication 4535, Identity Theft Prevention and Victim
Assistance.

Victims of identity theft who are experiencing economic harm or a system
problem, or are seeking help in resolving tax problems that have not been resolved
through normal channels, may be eligible for Taxpayer Advocate Service (TAS)
assistance. You can reach TAS by calling the TAS toll-free case intake line at
1-877-777-4778 or TTY/TDD 1-800-828-4059.

Protect yourselffrom suspicious emails or phishing schemes. Phishing is the
creation and use of email and websites designed to mimic legitimate business
emails and websites. The most common act is sending an email to a user falsely
claiming to be an established legitimate enterprise in an attempt to scam the user
into surrendering private information that will be used for identity thef.

The IRS does net initiate contacts with taxpayers via emails. Also, the IRS does
not request personal detailed information through email or ask taxpayers for the
PIN numbers, passwords, or similar secret access information for their credit card,
bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS, forward this
message to phishing@irs.gov. You may also report misuse of the IRS name, logo,
or other IRS property to the Treasury Inspector General for Tax Administration at
1-800-366-4484. You can forward suspicious emails to the Federal Trade
Commission at: spam@uce.gov or contact them at www.fic.gov/idtheft or 1-877-
IDTHEFT (1-877-438-4338).

Visit IRS.gov to learn more about identity theft and how to reduce your risk.



COMPANY NAME :

CONFLICT OF INTEREST QUESTIONNAIRE

For vendor or other person doing business with local governmental entity

FORM CIQ

This questionnaire reflects changes made to the law by H.B. 1491, 80th Leg., Regular Session.

OFFICE USEONLY

This questionnaire is being filed in accordance with Chapter 176, Local Government Code
by a personwho has a business relationship as defined by Section 176.001(1-a) with a local
governmental entity and the person meets requirements under Section 176.006(a).

By law this questionnaire must be filed with the records administrator of the local governmental
entity not later than the 7th business day after the date the person becomes aware of facts
that require the statement to be filed. See Section 176.006, Local Government Code.

A person commits an offense if the person knowingly violates Section 176.006, Local
Government Code. An offense under this section is a Class C misdemeanor.

1] Nameof person who has a business relationship with local governmental entity.

Date Received

2]

D Check this box if you are filing an update to a previously filed questionnaire.

(The law requires that you file an updated completed questionnaire with the appropriate filing authority not
later than the 7th business day after the date the originally filed questionnaire becomes incomplete or inaccurate.)

Name of Officer

pages to this Form CIQ as necessary.

income, from the filer of the questionnaire?

[ ]ves [ e

governmental entity?

[ ]ves [ Ino

[ ]ves [ o

Name of local government officer with whom filer has employment or business relationship.

This section (item 3 including subparts A, B, C & D) must be completed for each officer with whom the filer has an
employment or other business relationship as defined by Section 176.001(1-a), Local Government Code. Attach additional

A. Is the local government officer named in this section receiving or likely to receive taxable income, other than investment

B. Is the filer of the questionnaire receiving or likely to receive taxable income, other than investment income, from or at the
direction of the local government officer named in this section AND the taxable income is not received from the local

C. Is the filer of this questionnaire employed by a corporation or other business entity with respect to which the local
government officer serves as an officer or director, or holds an ownership of 10 percent or more?

D. Describe each employment or business relationship with the local government officer named in this section.

Signature of person doing business with the governmental entity Date
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