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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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South San Antonio Independent School District 

Division of Finance & Business Operations 

Contact Information 

Business Office 210-977-7025 

Director of Purchasing                  210-977-7070 

Accounts Payable 210-977-7025 
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I. 

Accounts and Bookkeeping Procedures 
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1.1 BASIC SYSTEM CODE COMPOSITION 

Fund Code 

A mandatory 3 digit code is to be used for all financial transactions to identify the 

fund group and specific fund. The first digit refers to the fund group, and the second 

and third digit specifies the fund. 

Example: 

A Special Revenue Fund could be coded 211. The 2 indicates the Special Revenue 

Fund, the 11 specifies ESEA Title I Part A – Improving Basic Programs. 

Function Code 

A mandatory 2 digit code applied to expenditures/expenses that identifies the purpose 

of the transaction. The first digit identifies the major class and the second digit refers 

to the specific function within the area. 

Example: 

The function “Health Services” is coded 33. The first 3 specifies Support Services – 

Student (Pupil) and the second 3 is Health Services. 

Object Code 

A mandatory 4 digit code identifying the nature and object of an account, a transaction 

or a source. The first of the four digits identifies the type of account or transaction, the 

second digit identifies the major area, and the third and fourth digits provide further 

sub-classifications. 

Example: 
Money received for current year taxes is classified in account 5711. The 5 denotes 

revenue, the 7 shows Local and Intermediate Sources, the 1 denotes local real and 

personal property taxes revenue and the final 1 specifies current year levy. 

Optional Codes 1 and 2 (Sub-objects) 

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



11 

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 Clearing Account 

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 II, Part A: Teacher and Principal Training and Recruiting (TPTR) 

263 Title III, 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. 
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1.3 FUNCTION CODES 

A Function code appears in the fifth and sixth digits of the code structure and represents a general 

operational area in a school district. It groups together related activities such as instruction or plant 

maintenance. 

11 Instruction -- A function for which expenditures are for the purpose of directly instructing 

students including those enrolled in adult basic education programs. 

12 Instructional Resources and Media Services -- A function for which expenditures are directly 

and exclusively for establishing and maintaining libraries and other major facilities dealing with 

instructional materials and media. 

13 Curriculum 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. 

21 Instructional Leadership -- A function for which expenditures are directly for managing, 

directing and supervising general and specific instructional programs. 

23 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 that office. 

31 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 realistic goals. 

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

33 Health Services -- A function for which expenditures are directly and exclusively for providing 

health services to individuals. Expenditures for school nurses, other medical, dental and optical 

services, inoculations, etc., are function 33 costs. 

34 Student (Pupil) Transportation -- A function for which expenditures are for providing 

transportation to students to and from school. 

35 Food Services -- A function for food service operation expenditures, including the cost of 

food, labor, and other expenditures necessary for the preparation, transportation and storage 

of food. 

36 Extracurricular Activities -- A function for which expenditures are for extracurricular or other 

purposes that are not essential in the delivery of services for function 11, function code 20 

series, or other function code 30 series activities. 

41 General Administration -- A function for which expenditures are for purposes of managing or 

governing the school District as an overall entity, and that cover multiple activities that are not 

directly and exclusively for costs applicable to specific functions. 
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51 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. 

52 Security and Monitoring Services -- A function for expenditures related to keeping student and 

staff surroundings safe. Examples include police officers or security guards, school bus security 

monitors, crossing guards, security vehicles, telephones and radios, and drug detection dogs. 

53 Data Processing Services -- A function for which expenditures are for 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. 

61 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. 

71 Debt Services -- A function for which expenditures are for the retirement of service 

fees and for all debt interest. 

81 Facilities Acquisition and Construction -- A function for which expenditures are for 

acquiring, equipping, and/or additions to real property. 

95 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. 

97 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. 

99 Other Intergovernmental Charges -- This code is used to record other intergovernmental charges 

not defined above. 
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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: 

 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 fund accounting. 

 

Data Entry and Validation 

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: 

 Date of the general ledger transaction – the date of the transaction should be within the posting 

month and within the posting fiscal year. 

 Account code(s) – the proper account code shall be used for all transactions 

 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. 

 The credit and debit amounts– the total debits must match the total credits 

 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. 

 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. 
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Chief Academic 

Officer 

Criteria for Acceptance 

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 the school 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) 

School Board 

Donations exceeding $5,000 

Donor 

(Donor 

Donation Form) 

Superintendent 

Donations $5,000 or less 

Finance Department 

(Verification of 

Donations 

requirements) 
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2.1 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.I.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.I.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 I.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. 
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2.2 BASIS OF BUDGETING 

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 Board approval. 

 
Legal Requirement for Budget 

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 unforeseen expenditures. 

• 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 elects to 

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 
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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 a notice. 

• 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’s activities. 

 

Budget Process Overview 

The Budget Development Process is comprised of three major phases 

 Planning 

 Preparation 

 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. 
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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 to be 

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 specific grants. 

Expenditure Projections 

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. 
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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 as well. 

 
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. 

Roles and Responsibilities 

 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 Identifies 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 
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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. 
 

 
Texas Education Agency (TEA) Legal Requirements 

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

• A school 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. 

http://www.southsanisd.net/Page/477)
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2.5 BUDGET CHANGE REQUEST 

 

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 Request Process 

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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III. 

 

Accounts Payable 
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3.1 ACCOUNTS PAYABLE PROCEDURES 

 
A. Purchase Orders 

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

place/department. 

2. Add a line for shipping, if applicable. 

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

approval. 

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

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

6. 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. 

7. Purchase Orders need to have the followingapprovals: 

a. Campus principal/supervisor 

b. Purchasing Department 

c. General Accountant 

d. Grant Manager, if using grant funds 

 
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. 

2. 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. 

3. 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 be accepted. 

 
C. Open Purchase Orders 

1. All open purchase orders are done as blanket requisitions. 

2. All open purchase orders are closed prior to budget year end. 

3. 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 pay them. 

4. 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. 

5. 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. 

6. Once encumbered funds are depleted or spent, a new purchase order will need to be generated 

before further purchases can be made. 
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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 lump sum. 

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

E. Mileage Reimbursement 

1. A completed 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 on them. 

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. An incomplete 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 purchasing section: 

a) Fill out a purchase order including all pertinent information, Purchasing 
Director approval. 

b) Must be approved by campus principal/supervisor. 

c) Must be approved by Finance department. 

d) If grant funds are used, it must be approved by grant supervisor. 

H. Invoices and Payments 

1. All invoices 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 Credit Cards 

1. SSAISD has only two major credit cards. 

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


34  

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: 

 

 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): 

 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. 

 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. 

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

 

Federal Guidelines (EDGAR): 

 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): 

 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 

 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. 
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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 
 

 

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. 

http://www.gsa.gov/portal/category/21287
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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
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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.
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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, Shuttle, 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.

District Non-Allowable Travel Expenses: 

 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.

Student Travel (above rules apply) 

 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 student meals.
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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: 

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

 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.

 Out-of-state student travel will be the responsibility of the Academics Department to determine

who will pay out-of-state student meals.
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IV. 

Cash Management 
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4.1 CASH MANAGEMENT 

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 investments to: 

1. Obligations of, or guaranteed by, governmental entities as permitted by Government Code

2256.009.

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

3. Fully collateralized repurchase agreements as permitted by Gov. Code 2256.011

4. A securities lending program as permitted by Gov. Code 2256.0115
5. Banker acceptances as permitted by Gov. Code 2256.012

6. Commercial paper as permitted by Gov. Code 2256.013

7. 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)

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(e), 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.
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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.

3. 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 investment officers.

4. 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. Contain a detailed description of the investment position of the District on the date of the report;

2. Be prepared jointly and signed by all District investment officers.

3. 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 the period; and

d. fully accrued interest for the reporting period.
4. 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.

5. State the maturity date of each separately invested asset that has a maturity date.

6. State the account or fund or pooled group fund in the District for which each individual

investment was acquired.

7. 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.

8. 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. Understanding of the suitability of the investment to the financial requirements of the District;

2. Preservation and safety of principal;

3. Liquidity;
4. Marketability of the investment if the investment needs to be liquidated before maturity;

5. Diversification of the investment portfolio; and

6. 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. 
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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 

Payroll Accounts 

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 

Accounts Payable Fund 

Cafeteria Fund 

Workers Compensation Fund 

Athletic Fund 

Special Athletic Fund 

I and S Fund 

Special Revenue Fund 

Instructional Facilities Construction Fund 

School Facilities Construction Fund 

Public Property Finance Fund 

Roy P Benavidez Elem. 

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 

Facilities Emergency Grant Fund 

Construction Fund Series 1999 

Fiduciary Fund 

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. 







http://www.southsanisd.net/Page/472
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ABBREVIATIONS USED IN THIS SCHEDULE 

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

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

CFR – Code of Federal Regulations 
US – Until Superseded 
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PART 9: DRIVERS EDUCATION RECORDS 

Record 
Number 

Record Title Record Description Retention 
Period 

Remarks 

*SD3400-01 STUDENT RECORDS Individual records of students enrolled in 
driver’s education. 

5 years. See retention note (b) on page 7. 

*SD3400-02 STUDENT ROSTERS 5 years, if used in 
lieu of individual 
student records; 
otherwise AV. 

SD3400-03 INSTRUCTIONAL 
CHECKLISTS 

1 year after entry of 
scores and other 
data in student 
individual record or 
rosters. 

SD3400-04 LICENSING AND 
COMPLETION FORMS 

Any copies of forms or certificates 
maintained in student files relating to 
applications for drivers licenses, course 
completions, insurance discount forms, and 
notices of cancellation. 

AV. 

SD3400-05 REQUESTS FOR 
RECOGNITION OF 
COMPLETION 
DOCUMENTS 

AV. 
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PART 10: ACCREDITATION RECORDS 

Record 
Number 

Record Title Record Description Retention 
Period 

Remarks 

SD3425-01 ACCREDITATION REPORTS 

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

AV after 
subsequent 
accreditation. 

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

PERMANENT. 

SD3425-02 PLANNING RECORDS Self studies; planning documents used to 
establish goals and indicators; achievement 
reports; documents evidencing parent, 
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. 

AV after 
subsequent 
accreditation. 

Review before disposal; some records 
of this type may merit PERMANENT 
retention for historical reasons. 
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PART 12:  TEXTBOOK RECORDS 

Record 
Number 

Record Title Record Description Retention 
Period 

Remarks 

SD3475-01 ANNUAL MEMBERSHIP 
REPORT 

FE + 2 years. 

SD3475-02 LOCAL TEXTBOOK 
COMMITTEE REPORT 

US. 

SD3475-03 TEXTBOOK CUSTODIAN 
BONDS 

US + 2 years. 

SD3475-04 TEXTBOOK INVENTORY 
AND DISTRIBUTION 
CONTROL RECORDS 

SD3475-04a TEXTBOOK INVENTORY 
AND DISTRIBUTION 
CONTROL RECORDS 

Inventories US + 1 year. 

SD3475-04b TEXTBOOK INVENTORY 
AND DISTRIBUTION 
CONTROL RECORDS 

Book cards or records comparable in 
function documenting what books were 
distributed to each student and similar 
records documenting their return or non- 
return. 

FE + 2 years. 

SD3475-04c TEXTBOOK INVENTORY 
AND DISTRIBUTION 
CONTROL RECORDS 

Records documenting the distribution, 
transfer, and return of textbooks on a 
campus by campus basis. 

FE + 2 years. 

SD3475-04d TEXTBOOK INVENTORY 
AND DISTRIBUTION 
CONTROL RECORDS 

Reports on state-owned textbooks that have 
been destroyed. 

FE + 2 years. 

SD3475-05 TEXTBOOK 
PROCUREMENT RECORDS 

SD3475-05a TEXTBOOK 
PROCUREMENT RECORDS 

Requisitions and supplemental requisitions 
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. 

FE + 2 years. 
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A – Life of Asset US – Until Superseded 

























ABBREVIATIONS USED IN THIS SCHEDULE 

CE – Calendar year end 
TAC – Texas Administrative 
LA – Life of Asset 
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AV – As long as administratively valuable 
FE – Fiscal year end 

CFR – Code of Federal Regulations 
US – Until Superseded 

Record 
Number 

Record Title Record Description Retention 
Period 

Remarks 

*SD3625-06 STUDENT 
DRUG/ALCOHOL TEST 
RESULTS 

*SD3625-06a STUDENT 
DRUG/ALCOHOL TEST 
RESULTS (negative results) 

Negative Results. 1 year. 

*SD3625-06b STUDENT 
DRUG/ALCOHOL TEST 

RESULTS (positive results) 

Positive Results or Refusal Form. Date of withdrawal, 
graduation, or 5 
years, whichever 
sooner. 

Retention Note: All documentation 
should be maintained separate from 
the student cumulative folder and only 
released to student, his/her parent or 
person in lawful control of student, 
Superintendent, Head Coach/Sponsor 
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

*SD3625-08

VISITOR LOGS 

PARKING DECAL/PERMIT 
RECORDS 

2 years. 

US or expiration of 
permit. 



ABBREVIATIONS USED IN THIS SCHEDULE 

CE – Calendar year end 
TAC – Texas Administrative 
LA – Life of Asset 
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AV – As long as administratively valuable 
FE – Fiscal year end 

CFR – Code of Federal Regulations 
US – Until Superseded 

PART 19:  LIBRARY RECORDS 

Record 
Number 

Record Title Record Description Retention Remarks Period 

*SD3650-01 ACCESSION/DEACCESSION 
RECORDS 

Records used to update library catalogs or 
inventory records of the accession through 
purchase or gift or the deaccession through 
loss or withdrawal of library and museum 
materials. 

AV. Retention Note: This record series 
does not include the record copy of 
purchase requisitions or orders or 
accounts payable documentation. See 
item numbers GR1025-26 and 
GR1075-03 in Local Schedule GR. 

*SD3650-02 BORROWER 
REGISTRATION 
RECORDS 

Records documenting the registration of 
borrowers. 

AV. 

*SD3650-03 CIRCULATION RECORDS Records documenting the circulation of 
library materials to individual borrowers. 

AV. 

*SD3650-04 INTERLIBRARY LOAN 
RECORDS 

Records relating to the lending and 
borrowing of library materials through 
interlibrary loan. 

AV. Retention Note: It is an exception to 
the retention period for this item that 
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 
current library and museum holdings. 

US. 

*SD3650-06 LIBRARY CATALOGS US. 





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




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


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




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






























http://tea.texas.gov/Finance_and_Grants/Grants/Administering_a_Grant/The_New_EDGAR/
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8.2 GRANT COORDINATION PROCESS 

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, as appropriate.

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. Ensuring 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).

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. Developing and 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.
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Federal Programs Department Role 

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 cost principles.

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 ID 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
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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: 

 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. 

Pre-Federal Award Requirements: 
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 

http://tea.texas.gov/index4.aspx?id=5040
http://tea.texas.gov/index2.aspx?id=2147487872
http://burleson.tea.state.tx.us/GrantOpportunities/forms/GrantProgramSearch.aspx




http://tea.texas.gov/Finance_and_Grants/Administering_a_Grant.aspx
































http://tea.texas.gov/index4.aspx?id=3842














South San lSD 

Fixed Asset Inventory 

Transfer/Disposal Form 
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Tag# Description of Item Serial Number 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: 

!For Technology Equipment Only !Receiving Campus/Department IFor Warehou se Services Use Only I I 

Campus Technician Date Received by/Date: Completed by/Date: 

Warehouse Svcs Supervisor/Date: 

Supervisor's Approved Date 

Grants Manager Director Approved (Federal Funds Only) Date 

Chief Academics Officer Approved Date 

Chief Financial Officer Approved Date 
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