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 Introduction 
 This  reference  guide  was  created  as  a  resource  to  assist  Orenda  staff  with  the  many  different 

 Business  Office  matters  you  may  face  on  a  daily  basis.  It  has  a  great  deal  of  information  and 

 samples  to  make  it  easier  to  complete  forms  as  well  as  to  find  quick  answers.  Please  review 

 this reference guide regularly when looking up processes and note it is updated periodically. 

 The  Business  Office  handles  all  district  financial  matters.  We  are  dedicated  to  providing  the 

 district  with  excellent  service  while  being  good  stewards  of  our  public  school  funds  and 

 meeting  all  federal  &  state  guidelines  &  reporting  requirements.  The  Chief  Financial  Officer  is 

 responsible  for  overseeing  all  financial  operations  for  the  Business  Office  department  which 

 includes  payroll,  accounting,  budget,  debt  service  management,  accounts  payables  & 

 receivables,  fiscal  policies,  and  more.  Questions  for  the  Orenda  Business  Office  can  be 

 addressed to the following team member: 

 Margina Escobar 
 Chief Financial Officer 
 margina.escobar@orendaeducation.org 
 512-869-3020 x1103 

 Can primarily assist you with the following: 
 ●  Accounting 
 ●  Annual Financial Audit 
 ●  Banking & ACH 
 ●  Board Financial Reports 
 ●  Budget Forecasting, Budget Preparation and Monitoring 
 ●  Debt Service Management Including Bonds 
 ●  Grant Expenditures & Reimbursements 
 ●  Google Drive (Google Docs) Folder, Staff Training & Resources 
 ●  Financial Accountability 
 ●  Financial/Payroll Policies and Procedures 
 ●  Frontline TEAMS ERP Access & Security 
 ●  TEA, TRS and Other Required Reporting 

 Susie Hubnik 
 Finance Coordinator 
 susie.hubnik @orendaeducation.org 
 ap@orendaeducation.org  (shared accounts payable email) 
 512-869-3020 x1104 

 Can primarily assist you with the following: 
 ●  Assist with Accounts Payable (AP), Accounting Transactions & 1099 Processing 
 ●  Student Activity Account Funds 
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 ●  Accounts Receivables (AR)- Student Fees in Frontline 
 ●  Provide Budget Balances 
 ●  Staples Account Setup and Password Changes 
 ●  Field Trip and Fundraiser Forms 
 ●  Frontline Central Form Processing 
 ●  Returned Checks 
 ●  Travel Accommodations for Employees and Student groups 
 ●  Prepare Bank and Credit Card Report Reconciliations 
 ●  Merchant Services (Virtual Credit Card Processing) 

 Chase Rickey 
 Purchasing Coordinator and Director of Westinghouse Sportsplex 
 chase.rickey@orendaeducation.org 
 ap@orendaeducation.org  (shared accounts payable email) 
 512-869-3020 x1125 

 Can primarily assist you with the following: 
 ●  Accounts Payable (AP) - Purchase Orders (PO’s), Check Requests, Reimbursements 
 ●  Main Contact for Placing Orders & District PO Tracking Log 
 ●  Main Contact for Status of Staples Purchase Orders placed 
 ●  Purchasing Questions Including Vendor Setup and Approved Vendor List 
 ●  Develop and Maintain Vendor Partnerships/Cooperatives 
 ●  Questions Regarding Bids and Additional Quotes Needed for Large Purchases 
 ●  Training Registration (Primary Contact) 
 ●  Accounting Transaction Data Entry 
 ●  Assist with Bank Reconciliations 
 ●  Assist with Budget Balances 
 ●  Westinghouse Sportsplex (WSP) Operations 

 Laura Bizzaro 
 Accounting Specialist 
 laura.bizzaro@orendaeducation.org 
 ap@orendaeducation.org  (shared accounts payable email) 
 512-869-3020 x1129 

 Can primarily assist you with the following: 
 ●  Accounts Payable (AP) - Purchase Orders (PO’s), Check Requests, Reimbursements 
 ●  Amazon Ordering Questions 
 ●  Prepare Weekly Check Distribution 
 ●  Accounts Receivables (AR)- Deposits & Postings 
 ●  Credit Card Receipt Posting 
 ●  Training Registration (Secondary Contact) 
 ●  Accounting Transaction Data Entry 
 ●  Assist with Bank Reconciliations 
 ●  Main Contact for Proof of Delivery Paperwork (Packing Slips, Pink Copy POs, etc…) 
 ●  Main Contact for Fundraiser Status 
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 Hallie Coombs 
 Payroll & Benefits Specialist 
 hallie.coombs@orendaeducation.org 
 512-869-3020 x1105 

 Can primarily assist you with the following: 
 ●  Payroll Inquiries (Time Cards, Extra Duty, Stipends, Deductions, Paycheck questions) 
 ●  Leave (Absence) Reporting & Questions 
 ●  Employee Payroll Updates (W4, Direct Deposit, Address Change, etc.) 
 ●  Substitute Payroll Processing (See Teresa Moreno, HR Director for Sub Hire Process) 
 ●  Benefits Processing and Assistance with Employee Benefits 
 ●  Payroll Reporting for IRS, TRS and TWC 
 ●  Frontline Central Form Processing 
 ●  Assist with W2 Processing 
 ●  Assist HR with Service Record Requests & Employee HR paperwork 
 ●  Assist HR with Staff Recognition Events & Job Fairs 
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 General Business Office Information 
 Annual Financial Audit 
 Orenda  Charter  School  district  goes  through  a  rigorous  annual  financial  audit  required  by  law 
 for  all  school  districts  per  Texas  Education  Code  (TEC).  The  audit  is  submitted  to  the  Texas 
 Education  Agency  (TEA)  as  part  of  financial  accountability.  We  also  follow  standards  set  forth 
 in  the  Financial  Accountability  System  Resource  Guide  (FASRG)  per  TEA,  Generally  Accepted 
 Accounting  Principles  (GAAP)  and  federal  Office  of  Management  and  Budget  (OMB)  circulars 
 to name a few. 

 The  Financial  Integrity  Rating  System  of  Texas  (FIRST)  is  a  financial  accountability  rating 
 system  done  by  TEA  to  hold  public  school  districts  (ISD  &  charter)  accountable  for  the  quality 
 of  their  financial  management  practices  -  this  is  the  financial  equivalent  to  the  STAAR  ratings. 
 The  annual  audit  results  are  a  big  part  of  FIRST  which  is  one  reason  the  financial  audit  is  so 
 important.  We  are  proud  to  say  that  Orenda  Charter  School  district  has  the  highest  FIRST 
 rating possible of A+ Superior Achievement and each year we strive to maintain that rating. 

 We  are  also  rated  by  Standards  &  Poor’s  (S&P)  for  our  bond  rating  and  currently  hold  a  BBB- 
 based  on  their  methodology  for  scoring  charter  schools  (with  the  highest  rating  of  BBB+).  Our 
 fiscal  performance  is  tied  into  interest  rates  for  loans  based  on  our  S&P  rating  so  we  closely 
 monitor our budget and regularly review measured targets. 

 The  way  we  handle  daily  financial  matters  is  a  large  part  of  our  financial  success  so  it  is  very 
 important  to  follow  processes,  complete  forms,  and  submit  proper  paperwork  as  required  so 
 we  have  a  clean  audit  and  good  documentation  for  proper  paper  trails.  All  Orenda  employees 
 contribute to the big picture and we appreciate your support and teamwork. 

 Budget 
 Our  fiscal  year  begins  September  1  st  and  ends  on  August  31  st  of  every  year.  This  is  different 
 from the school year which runs August to May. 

 Funding 
 Our  state  funding  comes  from  TEA  and  is  calculated  based  on  average  daily  attendance  (ADA) 
 as  reported  through  PEIMS.  It  is  important  to  accurately  report  attendance  and  also  to 
 understand  that  student  attendance  correlates  directly  to  our  district  state  funding  as  our 
 district  attendance  rate  is  a  part  of  the  equation  to  how  instructional  dollars  are  calculated  by 
 TEA.  Reminding  students  and  parents  the  importance  of  maintaining  good  attendance  is  a 
 great  way  to  help  our  district  maximize  funding  dollars.  Even  a  ½  of  a  percentage  increase  in 
 our district attendance rate has a huge impact on funding. 

 Forms 
 Starting  in  the  2021-2022  fiscal  year,  a  majority  of  accounts  payable  forms  are  now  digital 
 through Frontline Central. 

 When  completing  printed  forms  found  in  Google  Drive  make  sure  to  use  blue  or  colored  ink 
 so  it  is  easy  to  tell  that  it  is  the  original  copy  (black  ink  can  look  like  a  copy  and  our  auditors  do 
 not like that). 
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 Do  not  write  social  security  #’s  on  forms  for  security  purposes;  instead  use  your  employee  id# 
 (number can be found in the EAC under Inquiry/Current Pay Information). 

 Do  not  use  old  forms;  recycle  them.  There  is  a  reason  the  forms  are  updated  and  request  the 
 information  they  ask  for.  Complete  all  forms  in  their  entirety.  Incomplete  forms  will  be  sent 
 back  and  delay  processing  time  for  everyone.  Front  Office  Staff-  do  not  wait  to  send  forms  by 
 mail, please submit forms promptly so there aren’t delays. 

 Resources 
 The  Orenda  website  has  a  section  labeled  “Employee  Tools”  where  you  can  access  the  link  for 
 your  email,  the  Business  Office  Documents  folder,  the  Employee  Service  Center  (ESC),  IT 
 Work Orders through Eduphoria/Strive Login, the Staples link, a section on benefits, and more. 

 The  forms  on  Frontline  Central  are  always  up  to  date  and  the  Business  Office  Documents 
 folder  on  Google  Drive  through  your  Orenda  email  includes  the  most  up  to  date  documents 
 and  forms.  Business  Office  Documents  can  be  accessed  either  from  the  Employee  Tools  on 
 the  website  or  in  your  Google  Drive  under  Shared  with  Me.  Note:  must  be  logged  into  your 
 Orenda  Google  email  account  to  access  the  Business  Office  Docs  Folder  (internal 
 access only). 

 On  the  Orenda  home  page  in  the  section  labeled  “Quick  Links”  you  will  find  links  to  the  Texas 
 Education  Agency  (TEA),  Texas  Charter  Schools  Association  (TCSA),  Teacher  Retirement 
 System of Texas (TRS), and more. 

 Copies 
 Our  district  copier  contract  includes  only  black  copies  (industry  standard)  for  our  copy 
 machines.  Our  district  is  charged  for  every  color  copy  made.  Therefore,  make  sure  your 
 printer  default  settings  are  set  to  automatic  black/white  copies  and  only  print  in  color  when 
 necessary. 

 Each  campus  has  a  copy  limit  set  forth  in  the  contract.  Individual  copy  codes  may  be  used  to 
 track  copy  usage  at  each  campus.  All  copy  overages  are  charged  back  to  the  campus  and  hit 
 the  general  school-wide  supplies.  This  can  have  a  big  impact  on  that  budget  so  be  mindful  of 
 copies and when possible go green. 

 The  copy  printers  are  network  copiers  with  an  assigned  IP  address-  for  printer  network 
 connection  issues  complete  an  IT  Work  Order  (found  on  the  Orenda  website  under  “Employee 
 Tools”). 
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 Accessing Documents with Google Drive 

 Overview 
 You  can  access  Google  Drive  (also  known  as  Google  Docs)  from  your  Google  Orenda  Email 
 (must  be  logged  in  to  your  work  email  -  can’t  access  from  your  personal  Google  email).  The 
 Reference  Guide  and  all  forms  can  be  accessed  through  this  shared  drive.  Forms  in  Google 
 Drive  are  always  up  to  date  and  should  be  used  when  submitting  to  the  Business  Office  (don’t 
 submit old forms as this will delay your paperwork being approved). 

 Note:  the  link  to  the  Business  Office  folder  (containing  the  Reference  Guide)  is  on  the 
 Orenda  website  (www.orendaeducation.org)  under  Employee  Tools  and  is  labeled 
 “  Business Office Docs Google Drive Folder  ”. 

 Instructions to open Google Drive 
 When  you  have  Google  email  open,  at  the  very  top  right:  Click  the  square  icon  to  open  the 
 Application options and choose the triangle shape labeled “Drive” (see snip below- circled) . 

 A  new  tab  opens  up  and  you  can  type  “Business  Office  Docs''  into  the  “Search  in  Drive”  field  or 
 you  can  select  “Shared  with  Me”  from  the  menu  on  the  left  side  of  the  screen  and  then  select 
 “Business  Office  Docs”.  Select  the  folder  your  document  would  be  located  in,  each  section 
 has  many  forms  and  documents  available.  For  the  example  below  “Payroll  Forms  & 
 Information''  was  selected.  Click  on  a  file  you  would  like  to  view,  below  “Direct  Deposit  Form” 
 is selected (underlined on the screenshot below). 
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 Download  a  document  from  Google  Drive  to  print  it.  If  you  select  the  document  and  print 
 straight  from  the  preview  screen,  it  may  distort  &  print  multiple  pages.  If  this  happens  it  will  be 
 sent back to you for correction and will delay the processing of your forms. 

 There are 2 ways to  correctly  download and print a  document. 

 1.  Select  the  document  and  then  click  the  3  dot  icon  at  the  top  right  corner  of  the  screen  (see 
 red circled icon).   Next, select Download from the drop down menu (see red arrows). 

 2.  Or,  double  click  the  document  name  to  open  a  preview  screen.  Click  on  the  underlined 
 down  arrow  (see  green  circled  icon  below)  to  download  and  then  print.  Do  not  print  by  clicking 
 the printer icon; this may result in a distorted copy. 

 After  you  download  the  document,  double  click  the  document  in  the  bar  at  the  bottom  of  the 
 screen to open it. 
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 Accessing Forms Available in Frontline Central 
 New  for  FY25-  Forms  now  have  only  one  version  (no  longer  multiple  versions  based  on 
 location  or  intent).  With  Frontline’s  new  feature  of  conditional  workflow  logic,  we  have  reduced 
 down  the  number  of  forms.  Forms  that  previously  had  multiple  versions  now  say  (All 
 Locations) at the end of the name to help staff during this transition time. 

 1.  Login  to  your  Frontline  Account.  This  is  not  your  Frontline  TEAMS  login  for  SIS  and  ERP 
 but is a separate login to access Central. 

 2. Choose “My Forms” from the menu on the left of the screen. 

 3.  Choose “Forms I Can Start” from the menu across the top of the screen. 

 4. Find the form you need to complete and click “Start this form” to the right of the form name. 

 5.  Select  the  supervisor,  location  or  intent  for  the  form  from  the  drop  down  list  in  order  to  route 
 your  form  through  the  right  workflow  process.  An  explanation  for  each  available  selection  is 
 provided on the instructions for the form. 

 6. Complete the form and submit it for approval. 
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 PAYROLL MATTERS 
 ❖  General Payroll Information 

 ❖  Monthly Pay Schedule 
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 General Payroll Information 

 Overview 
 Orenda  Education  pays  employees  on  a  monthly  basis.  Payroll  is  processed  on  the  15  th  of 
 each month for work performed and/or leave taken for the prior month. 

 Example:  All work performed/leave taken from August 1  st  -31  st  will be paid on September 15  th  . 

 If  the  15  th  falls  on  a  weekend  or  holiday  then  the  pay  date  is  the  last  business  day  before  the 
 weekend/holiday (See Payroll Schedule) 

 Payroll  documents  must  be  submitted  by  5  th  of  the  month  to  allow  sufficient  time  for 
 payroll  processing.  If  the  5  th  falls  on  a  weekend  or  holiday,  forms  are  due  the  previous 
 business  day.  Examples  of  payroll  documents  include  updates  to  direct  deposit,  updates  to 
 benefit deductions, or updates to W4 forms. 

 Employees  are  required  to  contact  the  Business  Office  directly  with  any  questions  or  concerns. 
 Due  to  the  confidential  nature  of  payroll  information,  Business  Office  staff  are  unable  to  discuss 
 payroll matters with an employee’s family member, co-worker, or supervisor. 

 Work Week Definition 
 The  work  week  begins  on  Monday  and  ends  on  Sunday.  For  non-exempt  employees,  overtime 
 for the week is calculated on the last day of the work week (Sunday). 

 Non-Exempt Definition 
 Staff  paid  hourly  (whether  annualized  or  true  hourly  basis)  are  required  to  clock  in/out  while 
 performing work duties and can earn overtime for physically working over 40 hours in a week. 

 A  non-exempt  employee  is  never  permitted  to  work  “off  the  clock”  or  volunteer  their  regular 
 work  duties.  Volunteering  as  a  parent  or  assisting  the  school  with  tasks  outside  your  regular 
 role  (such  as  helping  the  Chess  team  or  attending  a  field  trip  as  a  parent  chaperone)  are 
 acceptable  and  not  considered  paid  work  time.  While  all  hours  worked  will  be  compensated 
 appropriately,  an  employee’s  failure  to  report  hours  accurately  whether  too  low  or  too  high  is 
 cause  for  disciplinary  action.  Employees  should  immediately  report  to  HR  any  effort  by  a 
 supervisor  to  participate,  encourage,  or  even  permit  an  employee  to  work  “off  the  clock”  in 
 violation of overtime and fair labor law provision. 

 Exempt Definition 
 Staff that is paid on a salary basis- not required to clock in/out and not eligible for overtime pay. 

 Annualized Compensation Definition & Work Day Calendars 
 Orenda  Education  annualizes  compensation  for  both  exempt  and  non-exempt  employees. 
 Compensation  is  annualized  (equal  installment  monthly  payments)  so  employees  will  continue 
 to  receive  paychecks  for  months  in  which  they  do  not  have  work  days,  such  as  winter  break 
 and  summer  months.  Salary  is  determined  by  the  number  of  work  days  based  on  your  work 
 day calendar (found in Employee Tools). 
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 Annualized Compensation for Exempt Employees 
 An  exempt  employee’s  work  schedule  and  daily  rate  of  pay  is  used  to  determine  the 
 employee’s monthly compensation. 

 Daily Rate  $250/day 

 Annualized Compensation 
 (Daily Rate x Number of Days worked – $250x192 days)  $48,000* 

 Gross Monthly Compensation 
 (Annualized Compensation / 12 months - $48,000/12 months)  $4,000** 

 * calculated based on a 192 Day Work Calendar 
 ** this is the gross compensation amount which is before taxes and deductions 

 Non-calendar work days (known as off calendar days) requested by an exempt employee or 

 their supervisor (such as extra duty on a weekend, holiday, or calendar breaks) must be 

 formally pre-approved by completing a Personal Service Agreement (PSA) form.  The form is 

 approved by the supervisor/Principal and Superintendent before work can begin. 

 Leave Time for Exempt Employees 
 Exempt  employees  can  only  take  leave  by  the  half  day/full  day  since  they  are  not  paid  by  the 
 hour.  This  means  that  your  leave  bank  will  be  charged  based  on  either  4  hours  (½  day)  or  8 
 hours  (full  day).  Exempt  employees  cannot  take  leave  by  the  hour  or  minutes  (such  as  1  hour 
 or 30 minutes)- the system allows leave by the hour/minute for hourly non-exempt staff. 

 Annualized Compensation for Non-Exempt Employees 
 Non-exempt  employees’  schedule  and  their  hourly  rate  of  pay  are  used  to  determine  the 
 employee’s monthly compensation. 

 Hourly Rate  $12.50/hr 
 Scheduled hours per day  8 hours 
 Daily Rate  $100/day 
 Scheduled hours per week  40 hours 

 Annualized Compensation 
 (Daily Rate x Number of Days worked – $100x192)  $19,200* 

 Gross Monthly Compensation 
 (Annualized Compensation / 12 months)  $1,600** 

 *calculated based on a 192 Day Work Calendar 
 ** this is the compensation amount before taxes and deductions 
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 Because  compensation  is  annualized,  employees  are  required  to  work  the  hours  for  which  they 
 are  scheduled  for  all  scheduled  work  weeks.  If  required  hours  are  not  met,  the  employee  must 
 use  leave  or  if  leave  is  exhausted  then  pay  is  docked  at  the  employee’s  hourly  rate  (please 
 reference  the  section  on  Time  Short  of  Schedule).  The  work  week  is  determined  by  the  number 
 of days worked, which varies by position. 
 Work  Calendars  can  be  found  on  the  Orenda  website  in  the  Employee  Tools  section  labeled 
 Employee Calendars. 

 Non-calendar work days (or off calendar days) requested by a non-exempt employee or their 
 supervisor (such as extra duty on a weekend, holiday, or calendar breaks) must be formally 
 pre-approved by completing a Personal Service Agreement (PSA) form.  The form is approved 
 by the supervisor/Principal and Superintendent before work can begin.  Non-exempt staff 
 working off calendar days cannot work alone – a supervisor must be present. 

 Example: Work Week with a Holiday 
 Jane  is  scheduled  to  work  40  hours  during  a  regular  work  week.  For  the  week  of 
 1/20/25  –  1/24/25,  Jane  will  be  scheduled  to  work  32  hours  because  1/20/25  is  a 
 break/holiday for her position/calendar. 

 Example: Work Week with Staff Development Days 
 John  is  scheduled  to  work  20  hours  per  week.  For  the  week  of  1/27/25-1/31/25,  John  is 
 scheduled  to  work  20  hours.  This  week  contains  half  day  instruction/staff  development 
 days;  even  though  the  campus  has  an  abbreviated  school  day,  non-exempt  employees 
 are  still  required  to  complete  their  scheduled  hours  for  the  week.  John  will  be  required  to 
 work the full 20 hours for this week. 

 Compensation for Hourly Employees (non-exempt/not annualized) 
 Employees  classified  as  hourly  are  paid  based  on  their  hourly  rate  of  pay  and  the  number  of 
 hours worked. 

 Hourly rate  $10/hr 
 Hours worked  80 hours 
 Gross Monthly Compensation  $800** 
 ** this is the compensation amount before taxes and deductions 

 Leave Time for Non-Exempt Employees 
 Since  non-exempt  employees  are  paid  for  every  hour/minutes  worked,  leave  time  can  be  taken 
 similarly by the minute or hour. 
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 Regular Full Time 8 hour Work Day 
 All  regular  full  time  employees  are  required  to  work  a  minimum  of  8  hours  a  day  as  salaries 
 have  been  calculated  based  on  an  8  hour  work  day.  Full  time  employees  are  required  to  work 
 a  40  hour  work  week.  Leave  must  be  used  if  an  employee  works  less  than  40  hours  during  a 
 work  week.  Exempt  employees  may  work  over  8  hours  a  day,  but  8  hours  is  the  minimum  daily 
 requirement. 

 8 hour work day requirement does not include the time taken out for a daily lunch break. 
 Example  :  Employee  arrives  on  campus  and  begins  work  at  7:30am  and  leaves  campus  at 
 4:00pm.  The  employee  takes  a  30  minute  lunch  break  from  12:00pm-12:30pm.  In  this 
 example,  the  employee  was  on  campus  for  a  total  of  8.5  hours.  The  employee  worked  for  a 
 total  of  8  hours  with  a  30  minute  lunch  break  and  has  satisfied  the  8  hour  work  day 
 requirement. 

 Part Time Employee Work Schedule 
 Employees  scheduled  to  work  for  less  than  full  time  are  required  to  work  the  minimum  required 
 hours for their position. 

 Example  :  An  Employee  is  required  to  work  for  20  hours  a  week.  The  employee  arrives  on 
 campus  and  begins  work  at  7:30am  and  leaves  campus  at  11:30pm.  The  employee  does  not 
 take  a  lunch  break.  In  this  example,  the  employee  was  on  campus  for  a  total  of  4  hours.  The 
 employee  worked  for a total of 4 hours. 

 Daily Work Day Schedule 
 Daily  schedules  vary  greatly  per  campus  and  per  position.  Employees  are  required  to  confirm 
 their  standard  work  schedule  with  their  administrator/supervisor.  Employees  may  also  contact 
 the  Human  Resources  Department  with  any  questions.  Employees  are  expected  to  be  at  work 
 during their regular work day schedule. 

 Direct Deposit 
 Orenda Education encourages all employees to take advantage of direct deposit for payroll. 

 Employees  should  keep  their  direct  deposit  current  with  the  Business  Office.  Updates  are  due 
 the  5th  for  current  payroll-  anything  received  after  the  5  th  of  the  month  will  not  be  effective  until 
 the following month’s direct deposit. 

 Deductions 
 Regular  payroll  deductions  include  mandatory  Teacher  Retirement  System  of  Texas 
 contributions.  These  rates  are  established  by  law  and  are  currently  8.25%  of  gross  pay  for 
 Teacher’s  Retirement  and  0.65%  of  gross  pay  for  TRS  Care.  Other  mandatory  deductions 
 include Medicare (1.45% of gross pay) and federal tax withholdings. 

 16 



 Deductions  for  optional  health  benefits  and  supplemental  benefits  are  deducted  pre-tax  or 
 post-tax as determined by the deduction type. 

 Additional  optional  payroll  deductions  may  also  be  set-up  by  contacting  the  Business  Office 
 and  completing  an  authorization  form.  Examples  of  optional  deductions  include  donations, 
 annuities, professional organization dues, etc. 

 TRS Reporting & Address Changes 
 Employees  are  required  to  submit  address  changes  to  TRS  as  soon  as  possible  to  ensure 
 TRS  has  accurate  information.  The  TRS  address  change  form  can  be  found  at 
 https://www.trs.texas.gov/TRS%20Documents/form_358.pdf  and  mailed  to  the  address  listed 
 on the form. 

 W-4 and W-2 Information 
 Employees  are  required  to  complete  a  W-4  form  prior  to  receiving  their  first  paycheck.  W4s 
 will  be  kept  on  file  and  remain  active  unless  and  until  an  employee  wishes  to  update  their  form. 
 Employees  may  wish  to  update  their  W-4  after  the  birth  or  adoption  of  a  child  or  a  change  in 
 marital status. 
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 ORENDA CHARTER SCHOOLS 
 MONTHLY PAYROLL SCHEDULE 

 2024-2025 SCHOOL YEAR 

 PAY DAY  WEEKDAY  PAY PERIOD 

 September 13, 2024  Friday  08/01-08/31 

 October 15, 2024  Tuesday  09/01-09/30 

 November 15, 2024  Friday  10/01-10/31 

 December 13, 2024  Friday  11/01-11/30 

 January 15, 2025  Wednesday  12/01-12/31 

 February 14, 2025  Friday  01/01-01/31 

 March 14, 2025  Friday  02/01-02/28 

 April 15, 2025  Tuesday  03/01-03/31 

 May 15, 2025  Thursday  04/01-04/30 

 June 13, 2025  Friday  05/01-05/31 

 July 15, 2025  Tuesday  06/01-06/30 

 August 15, 2025  Friday  07/01-07/31 

 To  have  changes  made  in  the  current  payroll  -  All  forms  and  payroll  updates  are  due  to  the 
 Business  Office  by  the  5th  of  the  month  (If  the  5th  falls  on  a  weekend  or  holiday,  they  are  due 
 the  business  day  before.)  Forms  and  updates  received  after  this  deadline  will  be  processed  in 
 the next month’s payroll. 

 Orenda  processes  payroll  on  the  15th  of  each  month.  If  the  15th  falls  on  a  weekend 
 or holiday, payroll is processed on the previous business day. 

 Please  note:  Each  paycheck  includes  the  absences,  hours  worked,  benefit  deductions,  and 
 any other deductions for the prior month as listed in the pay period column. 
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 Employee  Service  Center  (ESC)  also  known  as  My  Service  Center 
 (Frontline) 

 Pay  information  is  available  24/7  online  using  the  Employee  Service  Center.  While  paystub 
 information  is  available  on  demand  online,  physical  copies  of  paystubs  are  available  upon 
 request. Paystubs will be available to view and print online on scheduled pay days and after. 

 The  Employee  Service  Center  is  accessible  on  the  Orenda  Education  website  in  the  Employee 
 Tools section at the link labeled “  Frontline/TEAMS  Employee Service Center (ESC) Log in”  . 

 The  ESC  allows  employees  to  view  pay  details,  leave  and  absence  details  (including 
 submitting  an  absence  and  substitute  request),  benefit  deduction  details,  and  employee 
 reimbursement  information,  W2,  and  1095.  Paystubs  are  available  from  September  2015  to 
 Current, W2’s are available from 2015 to current and 1095’s from 2016 to current. 

 Employees  are  responsible  for  monitoring  their  paychecks  and  leave  balances.  Alert  the 
 Business  Office  as  soon  as  possible  with  any  questions  regarding  hours  worked,  pay 
 information, or leave balances. 

 Changes  to  demographic  information  must  be  emailed  or  sent  via  intercampus  mail  to  the 
 Business  Office  prior  to  the  5  th  day  of  the  month.  Examples  of  demographic  information 
 changes  include  changes  to  address,  W4,  direct  deposit,  emergency  contact,  or  name 
 changes. Employees may monitor the requested changes through ESC. 
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 Absence from Duty 
 Absences  must  be  submitted  when  an  employee  does  not  perform  work  on  a  scheduled  work 
 calendar  day.  All  employees  are  required  to  work  their  specific  calendar  days;  leave  must 
 be used for any hours/days not worked. 

 Work  Calendars  can  be  found  on  the  Orenda  website  in  the  Employee  Tools  section  labeled 
 Employee  Calendars  –  please  direct  any  questions  to  the  Director  of  Human  Resources  or 
 Business Office Staff. 

 All  absences  must  be  reported  on  the  Frontline  ESC  using  the  menu  “My  Absence  Reporting” 
 and by selecting Employee Absences (click the “Create Absence” button). 

 Personal Leave 
 Personal  leave  may  be  used  for  sick  or  personal  absences.  Personal  leave  should  be 
 pre-approved to allow supervisors sufficient notice to cover the employee’s duties. 

 Personal  leave  is  part  of  the  state  leave  bank;  personal  leave  uses  the  state  leave  path  and 
 will  follow  an  employee  upon  separation  should  the  employee  work  for  another  school  district 
 in Texas. 

 Personal leave that is taken at an employee’s discretion must be scheduled at least 10 

 business days in advance. Employees requesting personal leave will request in writing to 

 his/her supervisor and then must be entered in Frontline absence reporting. Personal leave will 

 be granted subject to the following limitations so that it does not cause an undue hardship on 

 the Campus or District: 

 ●  No more than 5% of campus employees can be out due to personal leave, for our small 

 and rural campuses this will be subject to the discretion of the Campus Principal 

 ●  May not last more than three consecutive work days, with a maximum of five in a 

 semester and ten in a school year 

 ●  Personal leave may not be taken on the following key days*: 

 o   The day before a school holiday 

 o   The day after a school holiday 

 o   Days scheduled for end-of-semester or end-of-year exams 

 o   Days scheduled for STAAR/EOC tests 

 o   Professional or staff development days 

 o   The first day of school 

 o   The last day of school 
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 *For extenuating circumstances, leave requested on a key day will require Principal/Supervisor 

 and Superintendent approval at least two weeks (10 business days) in advance. 

 Normally, leave requests should be considered on a first come, first serve basis, however, if 

 two requests are presented simultaneously, the employee with longer continuous service and 

 in good standing should be given first consideration. 

 The Principal/supervisor will approve/deny all requests for personal leave until they reach the 

 max of (10 days) total regardless of the leave being used. In which case, requests will be 

 submitted to the Principal/Supervisor and Superintendent for approval and copied to the HR 

 Director.  Employees will automatically be docked his/her daily rate of each absence taken on 

 a day that has not received final approval from the superintendent or designee and a negative 

 write up may be placed in their personnel file. 

 Sick leave 
 Sick  leave  may  only  be  used  for  doctor’s  appointments,  employee  illness,  or  for  an  employee 
 to  care  for  an  ill  immediate  family  member.  Employees  are  encouraged  to  schedule  doctor’s 
 appointments  for  non-calendar  work  days  or  for  the  afternoon  after  work  hours.  If  sick  leave  is 
 unexpected, employees must alert their direct supervisor as soon as possible (phone, email). 

 Employees  who  take  3  consecutive  sick  day  absences  will  need  to  submit  a  doctor’s  note  upon 
 returning to work. 

 Sick  leave  is  part  of  the  local  leave  bank.  Sick  leave  uses  the  local  leave  path  and  will  not 
 follow an employee upon separation. 

 Non-Chargeable Absences 
 Several  absences  types  will  not  deduct  from  leave  banks.  These  absence  types  include  school 
 business,  staff  development,  bereavement  leave,  jury  duty,  or  military  duty  but  must  have  a 
 note and proper documentation if applicable. 

 Because  these  leave  types  are  non-chargeable  and  will  not  deduct  from  a  leave  bank,  it  is 
 imperative  they  are  used  appropriately.  Employees  are  required  to  include  detailed  notes 
 and/or  attachments  when  entering  their  absences  on  the  Frontline  ESC  to  describe  the  nature 
 of the non-chargeable leave. 

 Staff Development 
 Employees  should  choose  the  staff  development  absence  reason  if  the  employee  will  be  out  of 
 the  classroom  or  unable  to  complete  their  duties  in  order  to  attend  a  continuing  education 
 course.  You  must  include  a  note  for  the  absence  reason  and  the  note  must  be  detailed  to 
 include where the training is occurring, title, & times. 

 School Business 
 Employees  should  choose  the  school  business  absence  reason  if  the  employee  will  be  out  of 
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 the  classroom  or  unable  to  complete  their  duties  in  order  to  attend  a  school  related  function. 
 Examples  include  coaches  who  leave  campus  for  games.  The  absence  note  must  be  detailed 
 to include what, where, when such as Track Meet at Round Rock HS from 7am-11am. 

 Bereavement Leave 
 Employees  are  granted  up  to  three  days  of  bereavement  leave  per  academic  year  in  the  event 
 of  a  death  of  the  employee’s  immediate  family.  Bereavement  leave  may  be  used  beginning  the 
 day  of  the  death  up  to  and  including  the  day  following  the  funeral.  Immediate  family  includes 
 the  employee’s  spouse,  child  or  step-child,  parent  (or  someone  who  filled  the  parental  role), 
 grandparent,  great-grandparent,  grandchild,  sister  or  brother,  aunt  or  uncle,niece/nephew, 
 parents-in-law or brother or sister-in-law, or any relatives living with the employee. 

 Jury Duty (does not apply to personal subpoena) 
 Employees  should  inform  their  direct  supervisor  as  soon  as  possible  after  receiving  notice  of 
 jury  duty.  If  an  employee  is  dismissed  early  from  jury  duty  they  are  expected  to  return  to  work. 
 When jury duty absence is selected the jury summons notice must be attached to the absence. 

 Adding Attachments to an Absence 
 When  creating  an  absence  select  the  blue  button  labeled  “Attachment”.  A  pop-up  will  appear. 
 Press  the  “Choose  File”  gray  button  and  navigate  to  the  file  and  press  the  blue  button  labeled 
 “Save  Attachment”.  Once  the  attachment  has  been  saved  &  completed,  it  will  appear  in  the 
 attachment  list.  When  done,  press  the  blue  button  labeled  “Close”.  To  delete  an  attachment, 
 highlight to select the document and press the blue button labeled “Delete”. 

 Docked Pay 
 Should  an  employee  exhaust  all  available  leave  or  take  a  personal  leave  absence  on  a  key 
 day  (as  listed  in  the  Employee  Handbook)  and  did  not  get  final  approval  from  the  Principal  & 
 Superintendent,  the  employee  will  be  docked  for  hours  not  worked.  Remember  your  salary  is 
 annualized  and  calculated  based  on  work  calendars  and  scheduled  hours.  If  an  employee  fails 
 to  work  scheduled  hours  and  does  not  have  leave  available,  they  will  be  docked  for  hours  not 
 worked. 

 Dock  Pay  Example  :  An  exempt  employee  has  exhausted  both  sick  and  personal  leave.  The 
 employee  is  absent  for  8  hours  and  has  a  daily  rate  of  $250  a  day.  The  employee  will  be 
 docked $250 from their gross pay. 

 Dock  Pay  Example  :  A  non-exempt  employee  has  exhausted  all  leave.  The  employee  is  absent 
 for 8 hours & has an hourly rate of $10/hour. The employee will be docked $80 from gross pay. 

 Leave Bank 

 Overview 
 Employees  are  granted  5  sick  days  and  5  personal  days*  each  academic  year  based  on  daily 
 hours  worked  (a  full  time  40  hour  worker  will  get  5  days  x  8  hrs  per  day  =  40  hours  of  personal 
 time  and  40  hours  of  sick  time).  If  an  employee  is  hired  after  the  first  calendar  day,  their  leave 
 will be pro-rated according to their hire date. 
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 *Staff  who  work  an  extended  work  day  calendar  (215  calendar  days  or  higher)  will  have  two  (2) 
 additional  local  personal  leave  days  added  for  a  total  of  7  personal  days.  We  recognize  the 
 need  for  additional  days  for  staff  who  work  longer  calendars  to  promote  positive  physical  and 
 mental health and prevent burnout. 

 Both  sick  and  personal  leave  will  roll  over  to  subsequent  academic  years.  State  personal  leave 
 will  follow  an  employee  upon  separation  should  they  be  employed  with  a  Texas  school  district. 
 Local  sick  and  local  personal  leave  will  not  follow  an  employee  and  will  be  forfeited  upon 
 separation.  If  the  employee  returns  to  Orenda,  the  local  leave  will  be  available  as  it  was  left 
 off. 

 Employees  are  granted  the  full  10  days  of  leave  (or  12  for  those  on  an  extended  215  calendar 
 days  or  higher)  on  the  first  day  of  the  work  calendar.  These  days  are  advanced  as  a 
 courtesy  to  employees  and  settled  up  (prorated)  if  you  leave  the  district  prior  to  the  end 
 of  your  work  calendar.  This  means  should  an  employee  separate  from  employment  during 
 the  year,  the  employee  may  be  docked  for  leave  taken,  but  not  earned.  Employees  earn  one 
 day  of  leave  for  every  18  days  of  employment  with  a  maximum  accrual  of  ten  days  per  school 
 year  and  staff  on  an  extended  calendar  (215  days  or  higher)  can  accrue  an  additional  2  days 
 per school year after working a minimum of 215 days. 

 Example:  An  employee  works  for  91  days  before  separating  from  employment.  The  employee 
 has  taken  and  has  been  paid  for  3  sick  days  and  3  personal  days.  The  employee  has  earned 
 only  5  total  days,  or  2.5  sick  and  2.5  personal  days.  The  employee  will  be  docked  for  1  day  of 
 pay, as they earned 5 days of leave but have taken and have been paid for 6 days of leave. 

 Personal Days 
 Personal  days  may  be  used  for  any  reason.  Employees  must  obtain  prior  approval  from  a 
 supervisor  before  taking  personal  time.  Key  days  (as  listed  in  the  Employee  Handbook) 
 should be referenced and considered when requesting time off. 

 State  personal  leave  days  are  deducted  from  the  state  leave  bank  and  will  follow  employees  to 
 any  Texas  school  district.  Personal  days  roll-over  each  year  while  employed  with  Orenda 
 Education. 

 Please  note-  local  personal  leave  days  (for  staff  on  an  extended  calendar  of  215  days  or 
 higher)  do not rollover to another Texas school district  (those are local days- not state days). 

 Sick Days 
 Sick  days  may  be  used  for  both  employee  and  family  illness,  doctor  appointments,  and 
 medical emergencies. Employees may not use sick days for personal leave. 

 Sick  days  are  deducted  from  the  local  leave  bank  and  will  not  follow  the  employee  to  any 
 Texas school district. Sick days roll-over each year while employed with Orenda Education. 

 Leave Hours 
 Leave  hours  may  be  deducted  from  the  appropriate  leave  bank  in  quarter  hour  (15  minute) 
 increments  for  non-exempt  employees  .  For  exempt  employees,  leave  is  only  taken  by 
 the full day or half day  (for a full time employee- 8 hours for full day or 4 hours for half day). 
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 Entering Absences in Frontline 

 1)  Log-in  to  the  employee  service  center  using  your  Frontline  (formerly  TEAMS)  username  and 
 password.  The  employee  service  center  link  may  be  found  on  the  Orenda  Education  Webpage 
 under  Employee  Tools  by  selecting  the  Frontline/Teams  Employee  Service  Center  (ESC)  Log 
 in 

 2) Upon Log-in, click on My Absence Reporting menu line and choose Employee Absences. 

 3) Click the button to “Create Absence” 
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 4)  Enter  the  start  of  the  absence  and  the  end  of  the  absence.  If  it  is  a  one  day  absence,  the 
 start and end date will be the same. 

 5)  Enter  the  reason  for  the  absence.  Please  see  the  reference  guide  for  more  information 
 about the leave types. You may choose from the following: 

 Non-chargeable absences that will not deduct from leave bank 
 Bereavement – Immediate Family 
 Jury Duty (does not apply to personal subpoena) 
 Military Duty 
 School Business 
 Staff Development 

 Chargeable absences that will deduct from leave bank 
 Personal 
 Sick Family/Dr Appt 
 Sick/Dr Appt 

 If  you  select  either  Sick  Family/Dr  Appt  or  Sick/Dr  Appt,  the  path  field  will  open  up.  Choose 
 which leave path you wish to use based on the descriptions below. 

 Local  leave  path  :  will  deduct  first  from  local  sick  first,  then  local  personal  bank  and  finally  from 
 state  personal.  The  local  bank  stays  with  the  district  and  will  not  follow  the  employee  upon 
 separation from the district. 
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 State  leave  path  :  will  deduct  from  the  state  bank.  The  state  bank  stays  with  the  employee  and 
 will  follow  the  employee  upon  separation  from  the  district  if  they  are  employed  with  another 
 Texas school district. 

 6)  Enter  the  number  of  hours  for  the  absence.  Hours  must  be  entered  in  HH:MM  format.  For 
 example,  an  8  hour  absence  should  be  entered  as  08:00  and  a  4.5  hour  absence  should  be 
 entered as 04:30. 

 7)  If  applicable,  enter  substitute  details  (start/end  time)  and  select  a  sub  if  pre-arranged  along 
 with any special instructions for the substitute. 

 8)  After  pressing  submit,  you  will  return  to  the  Absence  Reporting  page.  The  absence  will  be 
 shown as pending approval until the supervisor approves the absence. 
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 Checking Leave Balances 
 Employees  may  view  their  leave  balances  in  the  Frontline  employee  service  center  by  clicking 
 on My Leave Balances menu line. 

 Beginning Balance:  Includes hours carried over from  previous academic years 

 Earned:  Includes  the  hours  forwarded  to  the  employee  at  the  beginning  of  each  academic 
 year 

 Absence:  lists absence hours processed by payroll 

 Adjusted:  lists any manual adjustments made by the  business office 

 Current balance:  lists the balance after the previous  payroll was processed. 

 Please  note  that  leave  balances  are  not  updated  in  the  employee  service  center  until  payroll  is 
 completed.  For  example,  if  an  absence  was  taken  in  October  2024,  the  absence  will  not  be 
 deducted  from  the  leave  bank  until  payroll  is  processed  on  11/15/24.  Any  unprocessed 
 absences  are  listed  in  the  upper  right  hand  corner.  To  reach  the  most  up  to  date  leave 
 balance, subtract any unprocessed absences from the current balances. 
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 Viewing Absence Detail 
 Employees  may  view  their  absences  by  searching  by  date  range  (automatically  shows  the  last 
 3  months  when  first  opened).  Absences  are  listed  by  date,  hours  and  displays  absence  reason 
 &  use  path.  Non-chargeable  absences,  such  as  school  business  &  Staff  Development,  will  not 
 have a Use Path listed since it does not take from your leave bank. 

 The  dock  leave  code  shows  an  absence  for  which  the  employee  was  docked  after  exhausting 
 all  leave.  Please  see  the  reference  guide  for  more  information  about  absences  requiring 
 docked pay. 

 Employees may also search their absences by absence reason or by status 
 . 
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 Time Cards for Non-Exempt Employees 

 General 
 Non-exempt  employees  are  obligated  to  record  actual  hours  worked  on  a  daily  basis  by 
 clocking  in  using  the  Frontline  system  .  Employees  are  required  to  have  clock  punches  or 
 leave  for  every  calendar  work  day  and  must  clock  in/out  for  all  time  worked,  including  staff 
 development days. 

 Non-exempt  staff  are  not  authorized  work  (clock  in/out)  on  non-calendar  days,  such  as, 
 holidays, breaks, or weekends, unless it is pre-approved by their supervisor. 

 Time  cards  are  processed  monthly  by  the  business  office  by  the  5  th  of  the  following  month. 
 Employees  are  encouraged  to  check  their  clock  punches  daily  using  the  ESC  so  they  may 
 address any concerns with their direct supervisor or the business office as soon as possible. 

 Employees  are  required  to  include  notes  on  their  clock  punches  in  the  ESC  when  hours 
 worked  vary  from  scheduled  hours.  Notes  should  detail  why  the  staff  member  worked  short  of 
 schedule  and  when  they  are  flexing  their  time.  Any  overtime  must  be  pre-approved  by  a 
 supervisor. 

 Following proper payroll procedures helps ensure accurate payroll processing. 

 Standard 8 hour Work Day 
 All  full  time  employees  are  required  to  work  a  minimum  of  8  hours  a  day  as  salaries  have 
 been  calculated  based  on  an  8  hour  work  day.  Full  time  employees  are  required  to  work  a  40 
 hour  work  week.  Leave  must  be  used  if  an  employee  works  less  than  40  hours  during  a  work 
 week.  Staff  working  less  than  8  hours  a  day  are  required  to  meet  their  minimum  working  hours 
 (such as a 4 hour part-time employee is required to work 4 hours a day). 

 The 8 hour work day requirement does not include the time taken for a daily lunch break. 
 Example  :  Employee  arrives  on  campus  and  begins  work  at  7:30am  and  leaves  campus  at 
 4:00pm.  The  employee  takes  a  30  minute  lunch  break  from  12:00pm-12:30pm.  In  this 
 example,  the  employee  was  on  campus  for  a  total  of  8.5  hours.  The  employee  worked  for  a 
 total  of  8  hours  with  a  30  minute  lunch  break  and  has  satisfied  the  8  hour  work  day 
 requirement. 

 Time Short of Schedule 
 As  previously  stated,  employees  are  required  to  work  the  number  of  hours  for  which  they  are 
 scheduled  according  to  the  work  day  calendar  for  the  position.  Compensation  is  annualized 
 and  calculated  using  the  regular  hourly  rate  of  pay  and  the  number  of  days  worked.  Should  an 
 employee  work  less  than  the  scheduled  hours  for  the  week,  the  time  will  be  pulled  or  plugged 
 using  state  personal  leave.  Time  short  of  schedule  plugs  can  only  be  taken  from  state  personal 
 leave.  When  the  state  personal  leave  is  exhausted,  employee  paychecks  will  be  docked  for  the 
 time  short  of  their  schedule.  The  dock  amount  will  be  calculated  by  multiplying  the  employee’s 
 regular  hourly  rate  of  pay  by  the  number  of  hours  short  of  schedule.  See  Business  Office 
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 Docs/Training  Materials  folder  for  more  information-  reference  the  PDF  titled  “Time  Short  of 
 Schedule” & “Non-Exempt Staff Training.” 

 Example: Time Short of Schedule with State Personal Leave Available 
 Jane’s  regular  schedule  requires  her  to  work  40  hours  each  workweek.  She  works  38  hours, 
 which  is  2  hours  short  of  schedule.  Jane  has  40  hours  of  state  personal  time  available,  so  her 
 time  short  of  schedule  is  taken  (or  plugged)  from  her  state  personal  time  to  bring  her  hours 
 worked  to  40  hours.  Her  state  personal  time  had  a  balance  of  40  hours  prior  to  the  plug,  so  her 
 state personal time is now reduced to a balance of 38 hours. 

 Example: Time Short of Schedule with No State Personal Leave Available 
 John’s  regular  schedule  requires  him  to  work  20  hours  for  the  work  week.  He  works  19  hours 
 and  45  minutes,  which  is  fifteen  minutes  short  of  schedule.  John  does  not  have  any  state 
 personal  time  available.  Because  his  work  week  cannot  be  brought  (or  plugged  )  to  the 
 scheduled  20  using  state  personal  leave  time,  his  paycheck  is  docked  for  fifteen  minutes  for 
 the time short of schedule. 

 Overtime 
 Overtime  for  non-exempt  employees  is  earned  for  any  actual  hours  physically  worked  over  40 
 hours  during  the  work  week  (Monday  –  Sunday).  The  overtime  rate  of  1.5  x  regular  hourly  rate 
 of  pay  will  be  paid  for  hours  worked  over  40  hours.  Because  overtime  is  calculated  by  time 
 worked  over  40  hours  in  a  given  work  week,  overtime  compensation  cannot  be  earned  in 
 weeks  which  contain  a  holiday  or  a  non-calendar  day;  additionally,  overtime  may  not  be  earned 
 in a workweek when any leave is used. 

 Please  note:  Overtime  (or  extra  duty  hours)  should  always  be  pre-approved  1-2  weeks  in 
 advance  by  a  supervisor  and  the  district.  If  overtime/extra  duty  is  expected  to  be  1  hour  and  45 
 minutes  or  more  above  the  scheduled  hours  for  that  week  you  must  submit  the  “Non-Exempt 
 Extra Duty and Overtime form” in Frontline Central. 

 If  Overtime  or  Extra  Duty  is  not  planned  and  pre-approval  was  not  obtained,  the  “Non-Exempt 
 Extra  Duty  and  Overtime  form”  must  still  be  submitted  during  the  week  that  the 
 overtime/extra duty is performed. 
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 Sample of Non-Exempt Overtime/Extra Duty Request Form 
 Frontline Central Form 
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 Overtime Calculations 
 Since  the  Work  Week  begins  on  Monday  and  ends  on  a  Sunday,  should  a  Sunday  fall  in  the 
 month  after  the  current  pay  period,  any  overtime  worked  for  that  week  will  be  paid  on  the 
 following pay period. 

 Example  :  Overtime  Calculations  When  the  Last  Day  of  the  Work  Week  (Sunday)  Falls  in 
 the Next Month 
 Jane  worked  3  hours  of  overtime  during  the  last  work  week  of  November.  The  last  day  of  the 
 work  week  (Sunday)  falls  in  December.  Any  overtime  worked  during  the  week  will  be 
 calculated  on  Sunday  and  will  be  paid  on  the  January  paycheck  (which  covers  time  worked 
 between December 1 – December 31  st  ). 

 Example: Overtime Calculation for Time Worked during a Work Week with Leave Used 
 Jane  is  scheduled  to  work  40  hours  for  the  work,  or  8  hours  a  day.  Jane  takes  two  hours  of 
 personal  time  on  Tuesday  and  has  clock  punches  totaling  6  hours.  Jane  stays  late  on 
 Thursday  and  works  an  additional  2  hours  therefore  has  clocked  punches  totaling  10  hours. 
 Jane  may  not  use  leave  to  increase  her  hours  worked  to  over  40.  In  this  instance,  Jane  flexed 
 her  time  (making  up  her  hours)  &  will  not  accrue  overtime  for  the  time  worked  over  schedule 
 on Thursday. 

 Straight Time 
 Time  worked  over  the  scheduled  time  during  work  weeks  that  contain  non-calendar  or  holidays 
 will be paid as  straight time  at the employee’s regular  hourly rate of pay. 

 Example: Straight Time Calculation for Time Worked during a Work Week with a Holiday 
 Jane  is  scheduled  to  work  for  16  hours  for  the  work  week,  as  there  are  three  days  which  are 
 holidays  or  non-calendar  days  (16  scheduled  hours  combined  with  the  24  holiday/non-calendar 
 days  to  total  40  hours).  If  Jane  works  18  hours  for  the  week,  the  2  hours  worked  over  her 
 scheduled  time  will  be  paid  as  straight  time  at  her  regular  hourly  rate.  The  two  hours  over 
 schedule  will  not  be  paid  at  an  overtime  rate  as  Jane  did  not  work  more  than  40  hours  during 
 the workweek. 
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 Clock Punches 
 Orenda  Education  utilizes  the  clock  punch  system  provided  by  Frontline  in  their  ERP/SIS 
 product  (formerly  TEAMS).  Employees  are  required  to  clock  in  and  out  using  the  Frontline 
 system.  Note:  some  campuses  also  have  designated  computers  used  as  a  time  stamp  kiosk  in 
 a common area (see front office staff). 

 How to punch in 
 From  the  Frontline  system  site-  type  in  your  user  id  &  password.  Click  on  the  clock  icon  (upper 
 right  corner-  see  red  arrow)  then  select  the  Submit  Punch  button  (see  black  arrow)  to  clock 
 in/out.  It  is  recommended  that  you  select  “View  Last  8  Punches”  to  review  your  clock  punches 
 daily. 

 Missed or Incorrect Punches 
 It  is  the  responsibility  of  the  employee  to  record  their  time  worked  accurately  by  clocking  in/out 
 using  the  Frontline  system.  If  a  punch  is  missing  or  incorrect  on  a  time  card  the  employee  must 
 submit  a  “Time  Clock  Missed  Punch  Correction  Form”  to  their  supervisor  for  approval  in  order 
 to  get  it  corrected  (as  soon  as  possible  in  the  same  work  week).  A  detailed  explanation  of  why 
 the  correction  is  needed  is  required.  It  cannot  be  “I  forgot”  -  the  explanation  should  tell  why 
 you  were  distracted  and  did  not  clock  in.  An  example:  “delivery  from  UPS  for  a  large  order 
 came  in  as  I  was  walking  back  in  from  lunch”.  Missed  or  incorrect  punches  should  happen 
 rarely (not the norm).  A recurring pattern of missed punches may lead to disciplinary action. 
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 Sample of Time Clock Missed Punch Correction Form 
 Frontline Central Form 
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 System Rounding 
 Frontline  rounds  time  worked  in  fifteen  minute  increments  for  the  total  work  day  for  payroll 
 calculations.  Time  worked  less  than  8  minutes  will  be  rounded  down,  where  time  worked  over 
 8 minutes will be rounded up. 

 Example: Clock Punch Rounding 
 John  clocks  in  at  7:59  and  clocks  out  at  5:08  with  a  1  hour  lunch  break  from  12-1pm.  Though 
 John  worked  8  hours  and  9  minutes  total  for  the  work  day,  TEAMS  will  record  his  time  as  8 
 hours and 15 minutes (or 8.25 hours).  Rounding up in this case. 

 Example:  Clock Punch Rounding 
 Jane  clocks  in  at  8:05  and  clocks  out  at  4:56  with  a  1  hour  lunch  break  from  12-1pm.  Though 
 Jane  worked  7  hours  and  51  minutes,  TEAMS  will  record  her  time  as  7  hours  and  45  minutes 
 (or 7.75 hours). Rounding down in this case. 
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 Substitute Payroll 

 General Sub Pay Information 
 Orenda  Education  pays  substitutes  each  month  for  work  performed  during  the  previous  month. 
 For  example,  if  a  substitute  works  three  days  in  August,  they  will  receive  pay  for  these  days  on 
 the September paycheck. Please refer to the Monthly Pay Schedule for pay dates. 

 The  main  contact  for  substitutes  at  campuses  is  either  the  Administrative  Assistant  or  Registrar 
 depending on the office staff duties at the campus. 

 Direct Deposit 
 Orenda Education encourages all employees to take advantage of direct deposit for payroll. 

 Employees  are  required  to  update  their  direct  deposit  with  the  Business  Office.  Any  updates 
 received after the 5  th  of the month will not be effective  until the following month’s direct deposit. 

 Reporting Time Worked 
 Substitutes  are  required  to  clock  in  using  Frontline  (formerly  TEAMS);  substitutes  are  also 
 required to sign-in using the campus’ sign-in sheet. 

 Substitutes Job Types 

 Classroom Jobs 
 Work  performed  to  cover  the  absence  of  a  teacher  or  other  staff  member  is  considered  a 
 classroom  job  and  will  be  paid  on  a  full  day  or  half  basis.  Classroom  jobs  will  be  paid  based  on 
 the substitute’s day rate. 

 Classroom jobs will be available on TEAMS. 
 ●  Full day – 8 hours 
 ●  Half day – 4 hours 
 ●  Substitutes must work a minimum of 4 hours 

 Function Pay Jobs 
 Function  pay  is  any  work  performed  outside  of  the  classroom;  when  a  substitute  is  not 
 covering  for  an  absent  staff  member,  the  job  will  be  considered  function  pay  and  will  be  paid  an 
 hourly  rate  in  quarter  hour  (15  minute)  increments.  A  form  should  be  submitted  &  must  be 
 approved  prior  to  the  work  -  campus  should  complete  a  “Request  for  Extra  Substitute  Help” 
 (found on Frontline Central) and submit it for approval by the Superintendent and CFO. 

 A  function  pay  code  will  be  provided  to  the  campus  substitute  scheduler  by  the  District  Payroll 
 Specialist as needed. 
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 Sample of Request for Extra Substitute Help Form 
 Frontline Central Form 
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 Sub Pay: Full and Half Day Only 
 Substitutes  are  required  to  work  a  minimum  of  4  hours  for  classroom  jobs.  If  a  substitute  is 
 performing  a  classroom  job  and  the  staff  member’s  absence  is  less  than  4  hours,  the  substitute 
 is required to check in with the front office for additional duties. 

 Substitutes performing function pay will be paid on a quarter hour (15 minute) basis. 

 W-4 Information 
 Employees  are  required  to  complete  W-4  form  prior  to  receiving  their  first  paycheck.  W4’s  will 
 be  kept  on  file  and  remain  active  unless  or  until  an  employee  wishes  to  update  their  form. 
 Employees  may  wish  to  update  their  W-4  after  the  birth  or  adoption  of  a  child  or  a  change  in 
 marital status. 

 Classroom Jobs using Frontline 
 Substitutes  will  be  required  to  accept  jobs  online  using  the  Frontline  system.  Function  pay  jobs 
 will  not  be  displayed  in  Frontline  and  will  be  arranged  directly  with  the  substitute  by  the 
 Administrative  Assistant  or  Registrar  depending  on  the  campus.  For  assistance  with  accepting 
 jobs  using  Frontline,  please  contact  Administrative  Assistant,  Registrar  or  the  HR/Payroll 
 Specialist. 

 Canceling Substitute Jobs 
 If  a  substitute  needs  to  cancel  a  job,  they  must  contact  the  Administrative  Assistant  or 
 Registrar  as  soon  as  possible.  Unless  in  the  case  of  a  true  emergency,  jobs  must  be  canceled 
 at least 24 hours in advance. 

 If  a  substitute  cancels  more  than  three  jobs  with  less  than  24  hour  notice  during  an  academic 
 year, they may no longer be eligible to sub. 

 Long Term Substitutes 
 Long  term  substitutes  are  required  to  sub  for  the  same  position  for  15  or  more  consecutive 
 days. 

 Days 1 – 14  Will be paid at the standard rate per day 
 Day  15  Will  be  paid  at  the  standard  rate  for  day  15  plus  the  Long  term  pay 

 premium for days 1 – 15 will be paid in a lump sum of $300 
 Day  16  forward  Each  day  will  be  paid  at  the  standard  rate  per  day  +  $20  Long  term  pay 

 premium 

 To maintain long term status, substitutes may not have a break in service longer than two total 
 days. If there is a break in service for longer than two total days, the consecutive day count will 
 begin again and long term status will be regained at day 15  . 

 Substitute Evaluations 
 A Sub Evaluation Form is available to employees for feedback on substitutes.  Issues with a 
 substitute will be reported to the campus administrator and follow the regular disciplinary process 
 which may involve Human Resources.  Depending on the situation or pattern, a substitute may be 
 removed from a campus or terminated. 
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 ACCOUNTS PAYABLE 
 (AP) 
 ❖  General Accounts Payable 

 ❖  Accounts Payable (AP) Schedule 

 ❖  Budgets 

 ❖  Vendors 

 ❖  Purchase Orders (PO) 

 ➢  Amazon PO 

 ➢  Staples PO 

 ➢  Training PO 

 ❖  Hotel Accommodations 

 ❖  Check Request 

 ➢  Gift Card Request 

 39 



 General Accounts Payable 
 Overview 
 Accounts  Payable  (AP)  encompasses  all  aspects  of  purchasing/ordering,  including  payments 
 to vendors for supplies and services, reimbursements to employees, etc. 
 Accounts  Payable  (AP)  checks  include  reimbursements  (for  mileage/travel/purchases  made 
 via  pre-approved  requests),  contracted  services  (speech,  OT,  officials),  recurring  monthly  bills 
 (utilities,  lease  payments)  as  well  as  payment  for  invoices  received  through  purchase  orders  & 
 check requests. 

 Accounts Payable Forms 

 Purchase Order  = an  order  is to be placed by the District  Business Office to  purchase 
 requested items and/or services from an approved vendor 
 Check Request  =  request  a  check  be cut for an invoice  that has already been received or will 
 be needed at entrance (example, for a field trip or tournament entry, etc.) 

 Purchasing Requirements 

 Purchase  requests  above  a  certain  cost  will  require  additional  documentation  in  order  to  be 
 approved.  Failure  to  include  required  quotes  will  result  in  delaying  approval  and  processing  of 
 your request. 

 ●  Any  purchase  greater  than  $9,999.99  requires  the  requesting  staff  member  to  obtain  a 
 2nd quote prior to turning in a Purchase Order for approval. 

 ●  Any  purchase  greater  than  $24,999.99  requires  the  requesting  staff  member  to  obtain  2 
 additional quotes (a total of 3 quotes) prior to turning in a Purchase Order for approval. 

 See  the  Flowchart  titled  “Orenda  Purchasing  Process”  on  page  41  for  more  information  on 
 purchasing requirements and staff requirements at each step of the purchasing process. 

 Unauthorized Charges/Purchases 
 Any  commitment  to  acquire  goods  or  services  from  budgeted  funds  prior  to  securing  approval 
 by purchase order or reimbursement form  is prohibited  per Texas Penal Code Ch. 39.01. 
 This  includes  purchase  orders  and  contracts  -  only  designated  District  Office  Administrative 
 staff  can  sign  contracts  .  For  any  purchase/rental/service  requiring  a  signed  contract,  forward 
 all  paperwork  to  the  district  office  for  approval  and  signature  in  a  timely  manner  with  the  proper 
 paperwork, forms and documentation. 
 Anyone  creating  such  a  commitment  prior  to  securing  the  appropriate  approvals  may  be 
 personally  liable  for  payment.  If  the  district  did  not  authorize  the  purchase  or  contract 
 then the district is  not legally responsible for the  financial obligation. 

 40 



 AP Check Deadlines & Process 
 Checks  are  cut  weekly.  The  deadline  for  all  approved  paperwork,  including  packing 
 slips/delivery  confirmation,  will  be  every  Monday  by  end  of  day  with  checks  distributed  the 
 following  Friday,  this  allows  4  business  days  advance  notice  for  processing,  signing  and 
 distribution.  If  Monday  or  Friday  falls  on  a  holiday  or  break,  refer  to  the  Weekly  AP  Schedule. 
 The  paperwork  deadlines  are  firm  .  No  same  day  requests  will  be  accepted  without  sufficient  & 
 emergency reason. 
 AP  paperwork  must  have  all  backup  documentation  attached  for  payment  purposes  (PO  or 
 check  request,  packing  slip,  invoice,  etc.).  It  is  best  practice  to  keep  a  copy  or  scan  AP 
 paperwork  to  your  email  should  you  need  to  refer  to  your  paperwork  after  it  has  been 
 submitted. 
 An  AP  check  run  can  include  over  100  checks  cut  for  that  one  AP  cycle.  Therefore  receiving 
 paperwork  on  time  will  allow  sufficient  processing  for  payables  which  must  be  approved, 
 verified  and  put  in  the  accounting  system  before  final  processing.  Please  note  that  we  do  not 
 cut  checks  on  the  distribution  date,  that  is  the  date  checks  are  mailed  or  handed  out; 
 processing and printing of checks is done days before. 

 Lost Checks & Stale Dated Checks 
 When  an  AP  check  is  lost  or  misplaced  and  a  bank  stop  payment  is  issued  the  bank  fee  is  the 
 employee’s  or  vendor’s  responsibility  ;  once  the  fee  has  been  paid  then  the  check  will  be 
 re-issued.  Remember  checks  can  become  stale  dated,  and  are  not  acceptable  to  the  bank, 
 after 3 months - so deposit/cash them in a timely manner. 
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 2024-2025 WEEKLY ACCOUNTS PAYABLE (AP) SCHEDULE & EXCEPTIONS 
 SCHEDULE  PAPERWORK DEADLINE  CHECK DISTRIBUTION DATE 

 Regular Weekly  Monday by end of day  Weekly on Friday 

 REASON FOR EXCEPTION 

 TO THE SCHEDULE 

 PAPERWORK 

 DEADLINE 

 AP CHECK 

 DISTRIBUTION DATE 

 Sept. 2 (Labor Day Holiday)  Tuesday, Sept 3rd  Friday, September 6th 

 Oct. 21-23 (TCSA Conference)  No AP Check Run  No AP Check Run 

 Friday, October 25th 

 Nov 27-29 (Thanksgiving Break)  No AP Check Run  No AP Check Run 

 Friday, November 29th 

 Dec 23 - Jan 3 (Winter Break)  No AP Check Run  No AP Check Run 
 Friday, December 27th 

 Friday, January 3rd 

 March 17-21 (Spring Break)  No AP Check Run  No AP Check Run 

 Friday, March 21st 

 April 18 (Spring Holiday)  Monday, April 14th  Thursday, April 17th 

 May 26 (Memorial Day)  Tuesday, May 27th  Friday, May 30th 

 Orenda  Accounts  Payable  (AP)  checks  are  processed  weekly  and  distributed  on  Friday,  unless 
 otherwise  specified  (see  above  for  exceptions  to  the  Weekly  AP  Schedule  during  the  school 
 year). 
 Please  note  that  the  distribution  date  is  the  date  checks  are  mailed  or  handed  out  ;  processing 
 and printing of checks is done in the days prior to the distribution date. 
 This  schedule  is  strictly  followed  so  please  plan  accordingly.  All  paperwork  to  process  AP 
 payments  must  be  received  by  the  Business  Office  by  end  of  day  on  Monday  or  as  listed 
 above,  for  each  AP  check  distribution.  Paperwork  turned  in  must  be  complete  (must 
 include  packing  slips/delivery  confirmation  and  signed  pink  copy  of  PO,  if  applicable) 
 and approved to be included in the AP run for the same week. 

 Unapproved  or  incomplete  paperwork  that  is  not  corrected  and  completed  by  the  end  of 
 day on Monday will be held for the next week's AP check  distribution or until complete. 

 *** Be sure to check Google Drive through your Orenda email for the latest AP schedule in 
 case changes are made during the school year*** 
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 Budgets 
 Overview 
 The  fiscal  budget  year  runs  from  September  1  st  through  August  31  st  of  every  year.  Budget 
 funds do not carry over from fiscal year to year. 
 Budget  funds  are  to  benefit  your  students  in  that  school  year  &  should  be  used  throughout  the 
 year  (do  not  wait  until  the  end  of  the  year  to  use  all  your  funds).  Since  the  fiscal  year  ends  in 
 August  you  can  use  a  small  portion  of  funds  to  purchase  items  for  the  beginning  of  the  next 
 school  year  but  it  should  not  be  much  (a  good  rule  is  10%  or  less).  As  year-end  approaches 
 take  special  care  when  ordering  items  so  that  they  are  delivered  by  August  31st  to  be 
 processed  in  the  budget  year  from  which  you  intend  for  them  to  be  paid  (in  the  fiscal  year  the 
 item is received or service provided). 

 Budgets for Teachers/Campus 
 All  teachers  will  get  $  250  to  spend  on  classroom  supplies.  Budget  amounts  are  always,  use  it 
 or  lose  it,  they  do  not  carry  over  from  fiscal  year  to  year.  Funds  are  for  classroom  use  and  to 
 benefit the students (not for personal use).  No ink for personal printers are allowed. 
 The  school  office  also  receives  a  budget  along  with  other  departments  (Health,  Library, 
 Guidance  &  Counseling,  etc.).  These  budget  amounts  are  shared  by  the  Chief  Financial 
 Officer to your campus administrator(s). 

 Budget Deadlines 
 The  deadline  to  use  your  budget  is  6  weeks  before  the  last  day  of  school.  This  is  the 
 cutoff  date  for  all  purchases  (PO’s,  Staples,  etc.).  Please  note  to  plan  accordingly  for  this 
 deadline as all orders  must be received in the Business  Office  by the following dates: 

 ●  Gateway Schools, Nolan Creek School and Kingsland School -  April 10, 2025 

 Tracking Your Budget 
 Form; “Budget Template Worksheet” found on Google Drive 
 It  is  your  responsibility  to  keep  up  with  your  budget.  A  template  is  available  to  provide  you  a 
 quick  way  to  track  your  budget  balance  &  expenses  (see  Google  Drive  through  your  Orenda 
 email).  You  can  email  the  Chief  Financial  Officer  or  Finance  Coordinator  and  provide  the 
 amount you believe is in your supply account and we can verify your totals. 
 See  your  administrator  or  office  staff  for  school-wide  supplies  and  the  process  used  at  your 
 campus  as  well  as  where  those  supplies  are  located.  School  wide  supplies  are  community 
 supplies  ordered  that  benefit  the  entire  school  or  staff  and  are  supplies  generally  available  to 
 everyone  on  campus.  Examples  include  paper,  staples,  paper  clips,  etc.  Note  that  you  can 
 purchase  these  types  of  supplies  from  your  classroom  budget  but  find  out  what  things  you 
 don’t have to take from your teacher supply budget. 

 See Sample of Budget Template Worksheet provided. 
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 Sample of Budget Template Worksheet 
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 Vendors 
 General 
 We  strive  to  keep  good,  loyal  vendors  and  build  lasting  relationships  with  vendors  as  they 
 serve our district. 
 Vendors  do  not  get  paid  until  the  Business  Office  receives  verification  by  packing  slips  and/or 
 signed  pink  PO  copy  indicating  that  all  items  were  received  or  services  have  been  rendered 
 and  is  ready  for  payment  through  AP  processing.  We  don’t  want  vendors  waiting  for  payment, 
 it  is  very  important  that  you  verify  your  orders  the  day  you  receive  them.  Campus  staff  - 
 please  turn  in  all  packing  slips/delivery  confirmations  to  the  front  office  staff  as  soon  as  you 
 have  verified  your  order.  Front  office  and  District  staff  -  attach  packing  slips  to  the  pink  copy  of 
 the PO and send them to the Business Office for documentation of receipt. 
 Feel  free  to  send  feedback  (positive  or  negative)  about  the  experience  you  may  have  had  with 
 a  vendor.  This  helps  the  Business  Office  know  who  our  preferred  district  vendors  are  and  if 
 any vendor should be reconsidered for future purchases. 

 Vendor List 
 We  offer  a  full  list  of  vendors  in  our  Frontline  system  so  it  can  help  when  making  purchases. 
 The  vendor  listing  that  has  all  the  current  Orenda  approved  vendors  for  purchases  is  available 
 in  Employee  Tools  (under  the  Business  Office  Section  -  titled  “Vendor  List”)-  Click  Here  .  There 
 is  a  place  to  add  notes  if  staff  want  to  as  needed.  We  will  be  updating  the  list  monthly  to  add 
 the  latest  vendors.  New  for  SY25:  Preferred  vendors  are  highlighted  in  yellow  and  unapproved 
 vendors are listed in red text with an explanation as to why the vendor is no longer available. 
 Please  note  that  the  list  does  not  include  contractors,  utility  companies,  other  schools, 
 Education  Service  Centers  (ESC's),  etc.  Our  system  has  well  over  3,000  vendors  when  all 
 vendor types are included so we took them out to make the list a little easier to scroll through. 
 We  hope  the  list  of  vendors  is  a  helpful  resource.  As  a  reminder  if  you  don't  see  a  vendor 
 listed  in  our  system,  you  would  need  to  complete  a  form  in  Frontline  Central  titled  "Request  to 
 Add  Vendor".  More  information  on  this  process  and  a  sample  of  the  completed  form  is 
 mentioned in the next section titled “Requesting Vendors” 
 Vendors  can  also  be  looked  up  in  Frontline  (formerly  TEAMS)  from  the  entry  point  titled 
 “Vendor  Lookup”.  A  search  for  vendors  can  be  made.  All  active  district  vendors  will  show  up 
 on  the  search,  however  staff  have  to  know  the  vendor  name  to  begin  a  search  (does  not  load 
 all vendors if left blank). 

 Requesting Vendors 
 Form; “Request to Add Vendor” found on Frontline Central 
 Our  district  currently  has  many  vendors  already  in  the  AP  system.  If  you  do  not  see  a  vendor 
 in  Frontline  Vendor  Lookup  then  a  “Request  to  Add  Vendor”  form  must  be  submitted  to  the 
 Business  Office  for  review.  Be  sure  to  request  a  W9  form  from  the  vendor  and  include  it  with 
 the Request form.  Please allow processing time of at least 10 business days. 

 See the attached sample of a “Request to Add Vendor” form completed through Central. 
 Be  cautious  of  requesting  an  on-line  only  vendor  -  some  are  not  legit.  A  lot  of  internet  fraud  is 
 out there… we do check with the Better Business Bureau (BBB). 
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 Sample of Request to Add Vendor 
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 Purchase Orders (PO) 
 Form; This is a 3 part pre-numbered Paper form found at the campus front office 

 General 
 A  Purchase  Order  (PO)  is  a  promise  of  payment  to  a  vendor  and  a  way  to  reserve  the  funds  in 
 a  budget  for  a  specific  reason.  A  PO  must  be  created  prior  to  ordering  goods  or  services  and 
 its  creation  will  encumber  or  “reserve”  funds  in  the  budget  line  that  is  charged  (reflected  as 
 pending  purchase).  The  PO  lets  vendors  know  that  we  agree  to  pay  for  the  service  or  product 
 listed on the PO upon satisfactory receipt of the service or product on the invoice. 

 The  purpose  of  purchase  orders  is  to  give  staff  members  a  method  to  ask  for  goods  or 
 services.  A  PO  is  the  preferred  method  for  purchases  for  our  school  district  and  is  used  to 
 order  all  materials  &  services.  Please  note:  be  sure  to  explain  any  atypical  item  that  needs  to 
 be  purchased.  Example:  Crock  pot  to  be  used  for  art  to  safely  melt  wax  (not  just  ordering  a 
 nice  crock  pot  for  your  classroom  which  would  not  make  sense).  Batteries  should  be  stated  for 
 what they are for (example- for a clock on the wall). 

 It  is  recommended  that  PO’s  be  completed  and  turned  into  your  campus  administrator  or  your 
 supervisor  at  least  3  weeks  prior  to  the  desired  delivery  date  to  allow  time  to  receive  all 
 necessary approvals at the campus and district office, place the order and allow delivery time. 

 Once  you  have  completed  your  PO  and  are  ready  to  submit  it  for  your  supervisor’s  or  campus 
 administrator’s  approval,  please  add  your  purchase  order  information  to  the  District  Purchase 
 Order  (PO)  Tracking  Log  (by  location).  The  District  PO  Tracking  Log  can  be  accessed  on 
 Google  Drive  when  logged  into  your  Orenda  email  address.  It  is  in  the  Business  Office 
 Documents  Folder  (Business  Office  Docs)  file  under  Accounts  Payable  and  Reimbursement 
 forms.  Staff  members  completing  the  PO  should  add  their  PO  information  in  the  yellow  section 
 of  the  District  PO  Tracking  Log.  Front  Office  staff/administrators  and  supervisors  will  then 
 complete  the  blue  fields  and  Admin  staff  and  administrators  will  complete  the  green  fields. 
 Once  the  complete  and  approved  PO  is  received  by  the  Business  Office,  the  order  will  be 
 processed  and  placed  with  the  vendor.  If  you  have  a  question  regarding  a  PO  that  you  have 
 submitted  for  approval,  please  refer  to  the  District  PO  Tracking  Log  before  contacting  the 
 business office with questions. 

 The  Accounting  Specialist  and/or  Finance  Coordinator  should  be  notified  immediately 
 of any revisions to an original PO. 

 Completing PO’s 
 ●  PO’s  require  approval  by  your  supervisor/campus  administrator  and  the  Chief  Operating 

 Officer  (COO).  All  orders  are  centrally  placed  by  the  District  Business  Office  (no 
 orders  can  be  placed  at  the  campus  or  by  employees,  except  for  Staples  which 
 has  an  online  approval  chain  and  the  orders  are  not  released  or  shipped  until  the 
 signed, approved PO is received by the Business Office). 
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 ●  Complete  all  information-  incomplete  forms  will  be  sent  back  to  you  and  will  delay 
 your  order.  Do  not  forget  to  include  complete  vendor  information  including  full  name 
 (no abbreviations), address, phone number, fax, and website or email (if applicable). 

 ●  Use  only  one  pre-printed  PO  form  per  order  as  each  has  a  unique  red  pre-printed 
 PO  number.  Please  do  not  cross  out  the  pre-printed  PO  number  &  use  your  own. 
 If  you  need  more  room  than  is  available  on  the  form,  write  “See  Attached  List”  on 
 the  PO  (or  make  a  copy  of  the  PO  before  writing  on  it)  and  then  attach  a  print  out 
 of  an  online  shopping  cart  or  a  list  of  the  items  needed  including  quantity,  part 
 numbers, description/options, and price. 

 ●  Do  not  include  more  than  2  or  3  departments  on  a  PO.  For  example,  if  you  are 
 placing  a  supply  order  for  the  following  5  departments;  the  front  office,  library, 
 nurse’s  station,  transportation  and  athletic  department,  please  split  the  order 
 onto 2 PO forms. 

 ●  Don’t  forget  to  include  the  shipping  &  handling  cost.  Employees  are  responsible  to 
 look  the  information  up;  the  Business  Office  will  not  do  so.  Shipping  and  handling 
 charges  should  be  included  because  the  total  expense  needs  to  be  reflected  on  the  PO. 
 These  charges  can  easily  put  you  over  budget.  In  addition,  some  vendors  will  not 
 process the order if shipping & handling charges are not included on the PO. 

 ●  Remember;  The  more  detail,  the  better  (please  be  very  clear).  Do  not  use  acronyms  for 
 company  names  (spell  it  out).  It  is  required  to  include  handling  instructions  in  the  “PO 
 Handling  Instructions”  so  the  Business  Office  knows  how  to  process  the  PO  once  it  is 
 approved.  Example:  “order  needs  to  be  faxed  to  512-555-5555”  or  “submit  order 
 on-line” (don’t forget to provide any login information needed to place the order). 

 3 Part PO Form (Triplicate Copies) 

 PO’s come in triplicate copies (3 parts).  Here is a quick way to remember this: 
 ●  White  copy  -  This  is  the  original  and  is  kept  at  the  Business  Office  for  documentation 

 of purchase and to be attached to the check payment records for the transaction. 
 ○  After  approval  by  your  supervisor  and/or  campus  administrator,  send  only  the  white 

 original and any necessary attachments to the Admin office for approval. 
 ●  Yellow  copy - This is the  campus/dept/requester  copy  for your files. 

 ○  Yellow  and  Pink  copies  should  be  kept  at  the  campus  or  with  the  requester 
 depending  upon  your  campus  procedures.  (Remember  to  keep  a  copy  of  the 
 cart/attachments  with  the  yellow/pink  copies  to  make  verifying  receipt  of  the  order 
 easier.) 

 ●  Pink  copy - This copy is for  Proof of Delivery  . 
 ○  When  a  delivery  is  received,  verify  that  all  items  are  received  and  are  not  damaged. 

 Sign  the  packing  slips  and  attach  them  to  the  pink  copy.  If  packing  slips  are  not 
 received  with  a  delivery,  the  items  on  the  order  must  be  checked  off  on  the 
 PO/attached  carts  and  the  pink  copy  should  be  signed  by  the  Registrar/Front  Office 
 Staff  member  verifying  delivery.  Receipt  of  the  pink  copy  by  the  business  office 
 is  confirmation  that  the  order  was  received  and  complete  and  that  any  invoice 
 received  against  the  PO  is  okay  to  pay  .  Invoices  for  orders  are  not  paid  to  the 
 vendor  until  the  business  office  has  proof  of  delivery  paperwork.  Do  not  send  a 
 pink copy to the Business Office until the order is complete and ready to pay  . 
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 Registrars  (at  small  campuses)  or  front  office  staff  should  keep  a  copy  (either  scanned  by 
 email  or  hard  copy)  for  your  files.  Registrars/Front  Office  Staff  are  responsible  for  checking  the 
 items  and  marking  them  on  the  packing  slip  as  received.  Staff  -  DO  NOT  grab  a  box  or  items 
 ordered  until  the  Registrar/Front  Office  Staff  has  verified  the  items  and  says  it’s  OK  to  take 
 your order. 
 If  the  business  office  receives  an  invoice  for  a  PO  and  the  pink  copy/packing  slips  have  not 
 been  turned  in,  the  Registrar/Front  Office  Staff  may  be  asked  to  scan  and  email  available 
 packing  slips  prior  to  an  order  being  complete  so  that  invoices  can  be  paid  for  any  items  that 
 have been received prior to an invoice becoming past due. 

 Technology Purchases 

 All  technology  equipment  or  software  purchases  must  first  get  approval  from  the  Director  of 
 Technology  before  an  order  is  even  begun.  This  is  for  uniformity  purposes,  proper  placement 
 of technology plan and support, control of inventory, and budget. 
 Contact  the  Director  of  Technology  before  completing  your  PO  with  a  justification  for  the 
 technology  purchase.  All  technology  PO’s  will  also  require  the  written  final  approval  from  the 
 Director  of  Technology  before  the  Business  Office  can  place  the  order.  In  addition,  for 
 software  that  has  to  be  installed,  an  Eduphoria  Helpdesk  IT  Work  Order  would  need  to  be 
 placed with an approved PO attached. 

 Tax Exempt 

 The  district  is  exempt  from  paying  sales  tax  (including  taxes  for  hotel  stays).  The  Texas  Sales 
 Tax  Exemption  Certificate  may  be  requested  from  the  Business  Office  and  will  be  sent  directly 
 to  the  vendor  by  the  Business  Office.  Please  provide  an  email  or  fax  number  when  requesting 
 the certificate be sent to a vendor. 
 Any  use  of  the  district’s  tax  exemption  certificate  for  personal  purchase  is  prohibited  (Texas 
 Penal  Code  Ch.  39).  Our  tax  ID  number  may  also  not  be  used  to  sign-up  the  district  in  any 
 program, contract, etc. without approval by the district office. 

 The Five Ws (Who What When Where Why) 

 On  the  following  pages  are  an  example  of  the  Current  Purchase  Order  (PO)  form  answering 
 each  of  the  Five  Ws.  Page  1  is  a  copy  of  the  form  with  notes  in  red  for  each  required  section. 
 Page 2 are notes for each section as numbered on Page 1. 

 ●  Each section in red is required for all POs 
 ●  Each  numbered  section  on  the  PO  copy  Page  1  has  a  corresponding  note  on  Page  2 

 with detailed information about the required information needed for the section 
 ●  The  detailed  description  portion  of  the  form  includes  notes  regarding  multiple  page  POs 

 and/or attachment of cart instructions 
 ●  When  you  attach  a  cart  to  the  PO  form,  make  2  copies  of  the  cart  and  turn  them  in  with 

 your  PO  to  the  front  office.  The  front  office  staff  will  keep  1  copy  and  the  2nd  copy  will 
 be  attached  to  the  approved  form  that  is  forwarded  to  the  Administration  office  for 
 Superintendent review/approval and Business Office ordering purposes. 

 ●  Consult  the  Orenda  Vendor  Listing  available  in  Google  Drive  for  information  on 
 approved vendors. 
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 The Five Ws Purchase Order Reference (Current PO Version pg 1) 
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 The Five Ws Purchase Order Reference (Current PO Version pg 2) 
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 Amazon.com Purchase Orders 
 General 

 Over  the  last  couple  of  school  years,  Amazon.com  has  become  an  increasingly  popular 
 vendor.  However,  Amazon  is  not  a  primary  vendor  -  staff  should  utilize  other  vendors 
 (especially  for  instructional  specialty  items  for  art,  science,  classroom  supplies,  etc.)  and  only 
 order  from  Amazon  when  absolutely  necessary  .  It  can  be  used  for  hard  to  find  items  or  for 
 activities  that  are  more  unique  but  the  order  should  be  limited  in  quantity.  Amazon  ships  in 
 multiple  boxes  from  various  sellers  so  it  is  not  the  ideal  vendor  causing  lots  of  extra  work  for 
 front office staff and for the business office to reconcile purchases. 

 Ordering Instructions 

 Given  the  varied  and  expansive  inventory  of  items  available  through  Amazon.com  (which 
 change  regularly)-  Amazon  orders  require  you  to  create  a  shopping  list  to  accompany  your 
 purchase order. 

 Refer  to  the  “Amazon  Ordering  Instructions  for  Purchase  Orders”  (a  link  is  available  in  the 
 Business  Office  section  of  the  Employee  Tools  page)  for  a  detailed  “click  by  click”  instruction 
 guide for creating your shopping list and submitting it to the Business Office for ordering. 

 You  will  print  2  copies  of  your  shopping  list  and  also  create  a  link  that  you  will  email  to 
 ap@orendaeducation.org  for  ease  in  ordering  your  items  once  your  PO  form  has  all  of  the 
 needed  approvals.  The  link  you  provide  will  include  the  exact  item,  quantity  and  options  you 
 have  chosen.  Amazon  cart  links  do  expire,  please  submit  your  cart  and  your  PO  in  a  timely 
 manner to prevent issues with an expired link. 

 Amazon PO’s 

 Amazon  PO’s  will  follow  much  the  same  process  approval  process  as  other  Orenda  purchase 
 orders.  Again orders should be limited only when absolutely necessary. 

 Once  you  have  completed  the  PO  form  and  attached  the  printed  copy  of  your  shopping  list, 
 you will submit it for written approval to your supervisor. 

 Do  not  forget  to  write  “See  attached  List”  and  also  include  the  total  amount  of  your 
 order on the PO form. 

 The form will be forwarded to the district office for approval by the COO or Designee. 

 When  the  final  approved  order  is  received  by  the  Business  Office,  the  link  to  your  list  that  you 
 emailed  to  ap@orendaeducation.org  will  be  opened  and  approved  items  and  quantities  will  be 
 ordered from the Amazon.com site. 
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 Staples Purchase Orders 
 General 

 Staples  has  partnered  with  the  Texas  Public  Charter  Schools  Association  (TPCSA)  and  BuyQ 
 (a  group  purchasing  option  for  charter  schools)  to  offer  member  districts  a  great  group  rate 
 discount- this is our general supply vendor that should be used for all general/office supplies. 

 To  login  go  to:  www.staplesadvantage.com  and  then  select  Sign  In.  Our  district  Customer  ID# 
 is  1058447.  Everyone  has  their  own  User  ID.  New  users  will  receive  an  email  with 
 instructions  on  how  to  sign  in.  For  access  issues,  please  contact  the  Finance  Coordinator  who 
 helps administer the Staples program for the district. 

 Remember  to  utilize  the  Staples  contract  items  list  as  there  are  many  highly  discounted  items. 
 A  list  of  commonly  placed  items  on  contract  is  available  on  Google  Drive  through  your  Orenda 
 email.  You  will  also  notice  when  searching  an  item  on  the  Staples  system  that  it  will  indicate 
 items on contract which are typically highly discounted. 

 Quick Guide 

 Refer  to  the  Staples  &  Orenda  quick  guide  (available  on  Google  Drive);  the  website  is  very 
 user friendly. 

 Staples Purchase Orders 

 Each  staff  member  should  limit  Staples  orders  to  twice  a  month.  Complete  your  order  online 
 and  submit  your  cart  (this  is  the  only  vendor  where  the  employee  “places”  the  online  order 
 since  it  goes  through  an  electronic  process),  print  your  order,  and  attach  it  to  the  hard  copy  of 
 the  Purchase  Order  (PO).  If  the  order  is  small  you  can  list  the  items  on  PO  or  simply  write 
 “See  Attached  Cart”  on  the  form  and  submit  with  the  attached  printed  order.  Only  use  one  PO 
 per order (has a unique number in red on the top right corner). 

 Do  not  forget  to  write  the  total  amount  of  your  order  on  the  PO  form  -  submit  for  written 
 approval to your supervisor. 

 Staples Electronic Processing 

 Staples  orders  go  through  online  approval  once  the  order  is  submitted  by  an  employee  online. 
 Staples  is  the  only  time  an  employee  submits  an  order  online  since  it  goes  through  an 
 electronic approval chain. 

 The  approval  chain  includes  the  supervisor  who  approves  the  order  first,  final  approval  is  given 
 by  the  Chief  Financial  Officer  (or  a  Business  Office  designee)  who  releases  the  order  for 
 shipment  (this  occurs  after  the  business  office  receives  the  signed  PO).  Orders  approved  by 
 3pm  are  shipped  the  next  business  day.  Although  the  order  will  be  electronically  approved  do 
 not  forget  to  submit  the  PO  paperwork-  it  delays  processing.  Don’t  hold  your  PO  -  submit  to 
 your campus front office or your supervisor as soon as you submit the order online. 
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 Trainings/Conferences Purchase Orders (PO) 
 Form; “Training Purchase Order (All Locations)” found on Frontline Central 

 All  registrations  for  training  (staff  development  or  conferences)  must  be  submitted  on  the 
 designated  purchase  order  form  used  only  for  training  registration.  This  form  is  available  on 
 Frontline Central. 
 All  registrations  are  centrally  processed  by  the  Business  Office  (whether  it’s  free  or  not,  to  be 
 registered you must submit the training PO).  Do NOT  register yourself for training. 
 Also,  before  you  submit  a  PO  for  training  offered  by  an  Education  Service  Center  (ESC)  such 
 as  Region  12  or  13,  please  make  sure  that  you  have  an  account  with  the  ESC  for  training 
 registrations  and  be  sure  that  your  account  is  linked  to  Orenda  as  your  employer.  This  will 
 enable the Business Office to use a district account to process your registration. 
 Include  all  information  needed  for  registration  (date,  name  of  session,  session  number, 
 location,  cost,  etc.)  and  give  plenty  of  notice  as  spots  usually  fill  up  quickly.  Remember  to 
 allow  sufficient  time  for  approval  and  processing.  We  recommend  training  POs  be  completed 
 and  submitted  for  approval  a  minimum  of  2-4  weeks  prior  to  the  training.  Be  sure  to  reference 
 your registration deadline on the PO. 

 See  Sample  of  PO  forms  provided-  Regular  PO,  PO  with  an  attached  cart  and  Training 
 PO.  The  form  must  be  completed  in  its  entirety-  don’t  leave  any  areas  blank  that  are 
 required.  Remember  to  be  as  detailed  as  possible  when  completing  these  forms. 
 Incomplete forms will be sent back and will delay processing. 
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 Sample of Regular PO 
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 Sample of Staples PO with Attached Cart - Page 1 of 3 
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 Sample of Staples PO with Attached Cart - Page 2 of 3 
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 Sample of Staples PO with Attached Cart - Page 3 of 3 
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 Sample of Orenda Training PO 
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 Check Request 
 Form; “Check Request (All Locations)” found on Frontline Central 

 General 

 Complete  this  form  if  a  check  is  required  up  front  (such  as  field  trip  admissions  or  fees  for  a 
 athletic  meet)  or  for  refunds,  reimbursements  for  non-employees,  services  rendered  that  do 
 not  follow  a  regular  PO  process  such  as  a  repair  job  that  can  not  wait  (you  must  still  get  prior 
 approval through email and attach a copy of the email to check request). 

 Paperwork  should  be  completed  a  minimum  of  10-14  business  days  prior  to  check  needed  by 
 date to allow for approval and processing time. 

 Process 

 All  check  requests  must  include  attached  documentation  for  audit  purposes  in  case 
 randomly  selected  (invoice,  fee  schedule,  athletic  meet  entry  information,  etc.).  If  requesting  a 
 refund,  the  form  must  include  documentation  that  shows  the  original  payment  (deposit  form, 
 receipt  or  copy  of  a  check).  The  Business  Office  does  not  process  a  single  check  request 
 form with no backup. 

 This  form  requires  your  supervisor’s  approval  and  is  then  sent  to  the  administration  office  for 
 approval & processing. 

 Paperwork  to  process  a  check  request  must  be  submitted  to  the  Business  Office  as 
 indicated  on  the  Weekly  AP  Schedule.  All  paperwork  must  be  complete  including 
 attached  documentation,  with  all  necessary  approvals  and  be  received  by  the  Business 
 Office  by  end  of  day  on  Monday  to  be  included  with  the  AP  check  run  that  is  distributed 
 on Friday in the same week. (See Weekly AP Schedule for exceptions &  plan ahead  ). 

 Deadlines 

 Check  requests  are  processed  through  Accounts  Payable  (AP).  AP  checks  are  cut  weekly  and 
 distributed  every  Friday  (unless  otherwise  specified  on  the  Weekly  AP  Schedule).  This 
 schedule  is  strictly  followed  so  plan  accordingly.  We  do  not  cut  checks  on  distribution  date, 
 that  is  the  date  checks  are  mailed  out;  processing  and  printing  of  checks  is  done  days 
 before.  We do not accept same day check requests  . 

 Complete  all  sections  and  remember  to  indicate  the  date  that  the  check  is  needed-  checks  are 
 ONLY cut according to the Weekly AP Schedule. 

 See  Sample  of  Check  Request  form  provided.  The  form  must  be  completed  in  its 
 entirety-  don’t  leave  any  areas  blank  that  are  required.  Incomplete  forms  will  be  sent 
 back and delay processing. 
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 Sample of Field Trip Check Request 
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 Request for a Gift Cards for Specific purposes 
 A Gift Card can be purchased by the Business Office for specific purposes as needed for 
 groups on campus.  Requests for gift cards will be reviewed on a case by case basis and this 
 process is not to be used to circumvent the regular policies and procedures for purchasing. 
 Use of Gift Cards is offered for rare/specific occasions. 

 Example of reason for use: the purchase of consumables that cannot be purchased too far 
 ahead of time. (Refreshments needed for a group/club meeting, or Lab/classroom supplies to 
 be purchased in store.) 

 To request a Gift Card  - Complete a  Check Request  Form  with detailed reason/purpose for 
 the gift card including types of items to be purchased.  Be as detailed as possible when 
 completing the form to avoid delays in approval.  Please allow at least 3 weeks prior to the 
 need by date of the card.  This allows time for review of the request and reason by all required 
 approvers, review by the business office, purchase of the card and return to the requester. 

 Maximum value for cards requested is $100 per group and purpose.  Groups may only have 
 one gift card open at any time. 

 Itemized receipts only  - card receipts that only include  the total of the purchase are not 
 acceptable as documentation; detailed receipts must be submitted to the Business Office in a 
 timely manner. 

 Receipts for purchases should be scanned to the Business Office within 5 days of 
 purchase  .  Email scans to susie.hubnik@orendaeducation.com 

 Open Gift Card balances will be regularly reviewed by the Business Offices and any questions 
 will be addressed to the staff member who requested the gift card.  Issues and Reasons for 
 Suspension of Gift Card privileges are below: 

 1.  Cards used for purchases other than the approved purpose/reason; This will 
 result in immediate suspension of privileges.  This can also be submitted to HR for 
 further action. 

 2.  Lost or missing receipts; Depending on the amount of the purchase this may 
 result in immediate suspension of privileges.  Multiple instances will result in suspension 
 of privileges.  This can also be submitted to HR for further action. 

 3.  Receipts that lack detail and are not acceptable as documentation for purchases; 
 This will be considered a lost receipt. 

 4.  Delayed turn in of receipts; Upon review of an open card by the business office, if 
 it is discovered that receipts are not being submitted in a timely manner, gift card 
 privileges may be suspended. 

 5.  Lack of response to inquiries from the business office; Our goal is to respond to 
 all inquiries submitted to our office within 2 business days and we will expect response 
 to inquiries from our office within the same time frame.  Repeated lack of response 
 regarding an open gift card will result in suspension of gift card privileges. 
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 Hotel Accommodations Request 
 Form; “Hotel Accommodations Request” found on Google Drive 

 The  Hotel  Accommodations  Request  form  must  be  submitted  at  least  10  or  more  school  days 
 prior to the date of the trip (to allow for processing time and hotel room(s) availability). 
 Accommodations can only be secured upon the Business Office receiving: 

 ●  For  a  field  trip;  An  approved  Field  Trip  Request  Form,  including  approval  at  the  campus 
 and district level. 

 ●  For  training  and  staff  development;  An  approved  Training  Purchase  Order  and  Out  of 
 District  Travel  Form.  Note:  hotel  rooms  for  staff  should  have  2  per  room. 
 However,  Head  Coaches  and  Administrators  should  not  be  in  a  room  with  a  staff 
 member they supervise. 

 ●  For  athletic  events  -  the  event  must  be  reflected  in  the  Athletic  Schedule  posted  online 
 which  is  pre-approved  by  the  District  Athletic  Director  (applies  to  Gateway  only).  You 
 must  send  an  email  to  hrpayroll@orendaeducation.org  that  includes  the  location  of  the 
 event,  date  and  purpose  of  travel,  number  of  nights  needed,  number  of  rooms  needed, 
 room  assignments  for  all  rooms  and  at  least  3  hotel  options.  Note:  for  all  student 
 rooms  you  must  have  4  students  per  room,  unless  that  leaves  a  student  alone  in 
 a  room.  In  which  case,  you  may  have  rooms  with  fewer  than  4  students  but  the 
 majority of your rooms should have 4 students per room. 

 Complete  all  information  and  provide  as  much  detail  as  possible.  Please  choose  at  least  3 
 options  for  hotels.  Please  be  aware  that  we  must  abide  by  travel  rates  published  by  the  State 
 Comptroller’s  office  and  are  budget  conscious  regarding  making  reservations.  If  the  training  is 
 being  held  in  a  hotel,  please  be  sure  to  check  for  a  group  rate  for  reservations  and  note  the 
 codes  for  the  group  rate  on  the  forms.  Forward  the  form  to  Susie  Hubnik,  Finance 
 Coordinator, either by email (  susie.hubnik@orendaeducation.org  )  or fax (512-869-3030). 
 Once  the  reservations  have  been  made,  an  email  containing  the  confirmation(s)  will  be  sent  to 
 you. 
 When  you  receive  your  reservation  confirmation,  please  take  note  of  the  hotel’s  cancellation 
 policy.  If  you  need  to  cancel  the  reservation,  contact  the  AP/Accounting/  AR  Specialist  by 
 email at least 48 hours (2 business days) prior to the deadline set by the hotel’s policy. 
 If  cancellation(s)  is/are  not  made  with  sufficient  advance  notice,  the  hotel  will  still  charge  the 
 district for the reservation which in turn may possibly be charged back to you. 

 See  Sample  of  Hotel  Accommodation  Request  form  provided.  The  form  must  be 
 completed  in  its  entirety-  don’t  leave  any  areas  blank  that  are  required.  Incomplete 
 forms will be sent back and delay processing. 
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 Sample of Hotel Accommodation Request for Staff Training 
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 Sample of Hotel Accommodations Request Form - Athletic Travel 
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 REIMBURSEMENTS 
 ❖  General Reimbursements 

 ❖  Reimbursements for Travel 

 ➢  Local Mileage 

 ➢  Out-of-District Travel 

 Note:  Employee  Reimbursements  can  be  paid  in  two  ways.  Either  by  district  check  or  by 
 direct  deposit  to  the  same  bank  account  as  your  payroll  direct  deposit.  To  request  that  your 
 reimbursements  are  made  through  direct  deposit,  email  susie.hubnik@orendaeducation.org 
 and copy  margina.escobar@orendaeducation.org 
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 General Reimbursements 
 Form; “Reimbursement Claim Form (All Locations)” found on Frontline Central 

 Electronic Payment (ACH) 
 New  FY25-  Reimbursements  to  employees  will  now  be  processed  by  electronic  payment 
 (ACH) and will be deposited directly into the primary bank account on file for payroll. 

 All  reimbursements  require  pre-approval  by  completing  a  Reimbursement  Claim  Form 
 before  a  purchase  is  made  (cannot  be  reimbursed  after  the  fact  without  prior  approval). 
 Maximum reimbursement is $250 per event, per person. 

 Itemized  receipts  only  -  credit  card  receipt  only  is  not  acceptable;  detailed  receipt  must  be 
 submitted  (see  samples  below)  along  with  proof  of  payment.  If  reimbursement  is  paid  by 
 check a copy of the canceled check (front & back) is proper proof of payment. 

 The receipt below lacks detailed 
 information for the purchase and is 

 not acceptable for reimbursement.  It 
 is not itemized, and for audit 

 purposes you are unable to tell what 
 items were purchased: 

 Correct Itemized receipt below which 
 shows detail of transaction: 
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 Proof of payment 

 Tape  your  receipt(s)  to  a  blank  piece  of  paper-  do  not  send  receipts  with  a  paper  clip  or  stapled 
 since  there  is  a  chance  that  the  receipt  can  get  lost.  Food  receipts  should  list  the  names  of 
 participants in attendance (team/group name) and the purpose of the event. 

 Orders  for  products  without  proof  of  payment  cannot  be  used  as  documentation  for 
 reimbursement  of  funds.  An  order  does  not  prove  payment  was  made.  If  documentation  is 
 missing, your forms will be returned and your reimbursement will be delayed. 

 Receipts  should  be  legible  and  easily  understood  as  they  are  often  checked  by  auditors.  If  you 
 need  to  explain  an  item,  write  it  out  next  to  the  receipt.  Example:  If  you  purchase  labels  for  a 
 mail  out  and  it  only  says  LBL-  write  out  the  word  “Labels”  or  “sand”  write  out  “sandwiches”  so 
 anyone  (including  an  auditor)  can  read  it.  When  in  doubt  write  it  out  .  Remember  your 
 documentation is a paper trail that should be easily read by anyone reviewing your paperwork. 

 The  purpose  for  reimbursement  should  be  clear-  don’t  just  write  “general  supplies”-  what  is  it 
 for?  Is  it  for  a  science  lesson  plan?  The  more  information  you  can  include,  the  better.  You 
 need  to  be  able  to  explain  it  if  it  is  reviewed  by  an  auditor-  it’s  all  about  the  paper  trail….  and 
 the  story  it  tells.  Who,  what,  when,  where  and  why  are  always  good  questions  to  answer 
 through  the  form  you  are  submitting.  Always  remember  -  the  more  detail  you  provide  now,  the 
 less you have to try to remember later. 

 See  Sample  of  Reimbursement  Claim  Form  provided.  The  form  must  be  completed  in  its 
 entirety-  don’t  leave  any  areas  blank  that  are  required.  Incomplete  forms  will  be  sent 
 back and delay processing. 

 Tax Exempt 
 The  district  is  exempt  from  paying  sales  tax  (including  taxes  for  hotel  stays).  The  Texas  Sales 
 Tax  Exemption  Certificate  may  be  requested  from  the  Business  Office.  You  should  make  every 
 attempt  to  use  a  tax  exempt  form  at  the  store  when  making  a  purchase  you  want  to  receive  a 
 reimbursement  for  as  sales  tax  may  not  be  reimbursed  (depending  on  situation  and 
 determined  on  a  case-by-case  basis).  Include  an  explanation  if  a  store  did  not  take  the  form  or 
 if they had a stringent process that does not allow you to use the form. 

 Any  use  of  the  district’s  tax  exemption  certificate  for  personal  purchase  is  prohibited  (Texas 
 Penal Code Ch. 39). 
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 Sample of Reimbursement Claim Form 
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 Local Mileage Reimbursement 
 Form; “2024 Local Travel Expense (Mileage)” found on Google Drive 

 Overview 

 Local  mileage  reimbursement  is  for  district  business  only  and  includes  mileage  between  all 
 campuses  &  our  assigned  Education  Service  Center  (ESC)  which  is  Region  12  in  Waco  and 
 ESC  13  in  Austin.  Local  mileage  also  includes  local  travel  within  the  district  such  as  stopping 
 at the post office for school/district related business. 
 Local  mileage  reimbursement  is  submitted  on  a  monthly  basis  on  a  Local  Travel  Expense 
 Report.  Submit  this  form  one  month  at  a  time  after  the  month  is  complete.  Do  not  send  prior 
 to  the  end  of  the  month  as  they  will  not  be  processed  and  will  be  held  back  until  the  next 
 month.  See Weekly AP Schedule for deadline dates. 
 Maps  are  provided  with  the  standard  mileage  between  campuses  and  to  ESC  12  or  ESC  13, 
 they  can  be  accessed  on  Google  Drive  through  your  Orenda  email.  Use  the  mileage  amounts 
 from  these  maps  for  regular  local  travel.  For  other  local  trips,  use  an  online  mapping  service  to 
 get point-to-point mileage totals.  Print a copy of the map that includes the total mileage. 
 The  mileage  reimbursement  rate  is  updated  by  the  Texas  Comptroller  of  Public  Accounts 
 annually.  The  current  mileage  reimbursement  rate  for  2024  is  paid  at  67  cents  a  mile  (for 
 calendar  year  2023  mileage  was  paid  at  a  rate  of  65.5  cents  a  mile)  .  Since  the  mileage 
 reimbursement  rate  can  change  at  the  beginning  of  each  year,  please  review  the  form  you  are 
 using to be sure that you have the correct form for your travel period. 
 To  clarify,  travel/mileage  reimbursement  does  not  include  regular  daily  commuter  miles  from 
 your  home  address  to  your  home  campus  or  when  district  vehicles  are  used-  both  of  these 
 examples are not eligible for mileage reimbursement. 
 Your  starting  location  is  your  home  campus  or  your  home,  whichever  is  closest  to  your 
 destination  (based  on  actual  mileage)  and  the  shortest  practical  distance  (see  examples  1  &  2 
 on  next  page)  from  Point  A  to  B.  You  can’t  claim  “regular  commuter”  miles  (explained  in 
 example  #3).  In  other  words,  mileage  is  calculated  from  the  origin  of  home  or  work,  whichever 
 is closer to the offsite destination.  The same calculation applies to return trips. 
 See  Sample  of  Local  Travel  Expense  Report.  The  form  must  be  completed  in  its  entirety- 
 don’t  leave  any  areas  blank  that  are  required.  Incomplete  forms  will  be  sent  back  and 
 delay processing. 

 Four-per-car rule (TX Govt. code 660.044) 

 The  four-per-car  rule  is  in  regards  to  the  use  of  a  single  motor  vehicle  by  multiple  employees. 
 The  TX  Govt.  code  (660.044)  rule  states  that  when  employees  from  the  same  agency  travel  on 
 the  same  dates  with  the  same  itinerary  they  must  coordinate  travel  and  only  one  can  be 
 reimbursed for mileage (one for every four). 

 This  regulation  is  in  place  to  better  account  for  public  dollars.  Justification  is  required  (before 
 travel occurs) if this four-per-car rule is determined to not be feasible (approved by the Supt.). 
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 Examples of Local Mileage Reimbursement 

 Provided  are  3  examples  of  local  mileage  reimbursement  to  help  guide  you  in  what  is 
 allowable.  If  you  have  questions,  please  don’t  hesitate  to  call  the  Business  Office  for 
 assistance.  Basic rule is whatever is closest is how you claim the mileage for reimbursement. 

 ➔  Local Mileage Example #1 

 You  live  in  Gatesville  but  work  at  Nolan  Creek  School  in  Belton.  You  go  to  a  full  day 
 training  at  ESC  Region12  (begins  at  8am).  You  can  only  claim  mileage  from  your  home 
 to  the  ESC12  (and  back)  since  your  home  is  closer  to  your  destination.  (You  did  not 
 pass your home campus on the way to the training.) 

 ➔  Local Mileage Example #2 

 You  live  in  Gatesville  but  work  at  Nolan  Creek  (NC)  School  in  Belton.  You  begin  your 
 day  at  your  home  campus,  but  attend  training  at  ESC  Region12  that  begins  at  noon. 
 You  can  claim  mileage  from  campus  (NC)  to  your  destination  (ESC12)  and  then  back  to 
 your home (this is actual mileage); not back to NC since after the training you go home. 
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 ➔  Local Mileage Example #3 

 You  live  in  Round  Rock  (Home)  and  work  in  Georgetown  (Admin).  You  go  to  ESC12  in 
 Waco  for  full  day  training  from  9am-4pm.  You  pass  your  home  campus  in  Georgetown 
 on  your  way  to  Waco  and  can  only  claim  mileage  from  your  home  campus 
 (Admin-Georgetown)  to  Waco  and  back  to  your  home  campus.  You  won’t  be  able  to 
 claim  what  is  considered  commuter  miles  beginning  from  your  home  in  Round  Rock. 
 (You passed your home campus on the way to the training.) 
 In  this  case  your  home  campus  is  closer  to  your  destination  than  your  home.  You  can’t 
 get  paid  starting  from  your  home  as  it  is  considered  “regular  commuter  miles”  which  is 
 miles you would have traveled anyway had you gone in to work at your home campus. 

 Orenda Standard Mileage Chart 
 Travel, Mileage & Hotel Forms  Click here for the  most current version. 

 For all mileage within the district, which includes travel between campuses and to ESC 12 in 
 Waco and ESC 13 in Austin, use the Orenda Standard Mileage Chart to complete mileage 
 reimbursement forms.  The Orenda Standard Local Mileage Chart can be accessed on Google 
 Drive through your Orenda email and is in the Travel/Mileage & Hotel Forms folder of Business 
 Office Docs. 

 You do not have to print the map for travel included on the Orenda Standard Mileage Chart. 

 Prior year versions are also available in this folder. 
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 Always  check to be sure that you have the most current version.  Pictured below is the current 
 (2024) Orenda Standard Local Mileage Chart. 

 Any  trips  not  included  in  the  Orenda  Standard  Mileage  Chart  must  have  a  map  printed  and 
 attached to the Local Travel Expense form. 
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 Sample of Local Travel Expense Report (Mileage) 
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 Out-of-District Travel 
 Form;  “Pre-Approval  Request  for  Out-of-District  Travel  (All  Locations)”  found  on 
 Frontline Central 

 General 
 Complete  an  out-of-district  travel  form  for  travel  outside  of  the  regular  district  locations  (this 
 includes  all  campuses,  ESC  Region  12  and  ESC  Region  13)  and/or  that  require  overnight  stay. 
 Example:  Attending  TCSA  3  day  conference  in  Dallas-  this  is  outside  the  regular  district  and  is 
 overnight travel. 
 For  hotel  accommodations,  you  will  also  need  to  submit  a  completed  Accommodations 
 Request  in  addition  to  the  Out-of-District  Travel  Form.  Refer  to  the  section  on  Hotel 
 Accommodations  for  details.  If  a  flight  is  needed,  indicate  this  on  the  form  and  contact  the 
 Accounting  Specialist  by  email  with  detailed  flight  instructions  (desired  travel  times,  specific 
 dates, etc.).  The most economical flight will be chosen for your travel. 
 Completing Form 
 Employees  should  carefully  estimate  expenses  that  will  be  incurred  on  the  top  section  of  the 
 form.  If  the  district  is  paying  any  portion  of  the  expenses  please  indicate  so  on  the  form 
 (example: cost of conference is $150 but paid by district- write “Pd by District”). 
 Once  the  form  is  approved  through  the  Frontline  Central  workflow,  it  will  be  emailed  to  you  so 
 that  you  can  print  the  form.  After  your  travel  occurs,  you  will  complete  the  bottom  portion  of 
 the  form  in  writing.  If  final  travel  expenses  exceed  the  amount  estimated  a  detailed 
 explanation must be attached. 
 An  employee  must  claim  the  actual  expenses  incurred  for  meals  and  lodging  not  to  exceed  the 
 maximum  allowable  rates.  The  maximum  should  not  be  claimed  unless  the  actual  expenditures 
 equal or exceed the maximum allowable rate. 
 Reimbursement Rates 
 Travel  reimbursement  rates  used  are  established  by  State  guidelines  (Texas  Comptroller  of 
 Public Accounts) every January (runs by calendar year). 
 ●  67 cents per mile as of January 2024 (65.5 cents from calendar year 2023) 
 ●  $36  per  diem  maximum  for  meals  per  day  *  (meals  are  only  reimbursed  for  travel  that 

 includes  an  overnight  stay).  Day  trips  do  not  include  a  meal  per  diem.  Per  diem  does 
 not accrue.  Maximum allotment per day is $36. 

 ●  $98  hotel/lodging  max  per  person  (unless  conference  rate  exception  is  made)  Lodging  is 
 not applicable on day trips (overnight stay only  ). 

 *The  general  breakdown  for  meal  charges  are  $10  breakfast;  $12  lunch;  and  $14  dinner.  For 
 meal  per  diems-  tip  is  OK  to  include  as  long  as  the  reimbursement  is  not  paid  by  grant  funds. 
 Alcoholic  beverages  are  never  reimbursable-  if  purchased  you  must  cross  them  off  of  the 
 receipt (It is best practice to request that drinks be put on a separate receipt). 
 See  Sample  of  Out-of-District  Travel  Form.  The  form  must  be  completed  in  its  entirety- 
 don’t  leave  any  areas  blank  that  are  required.  Incomplete  forms  will  be  sent  back  and 
 delay processing. 

 76 



 Sample Out-of-District Travel Form 
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 ACCOUNTS 
 RECEIVABLE 

 ❖  General Accounts Receivables (AR) 

 ❖  Collecting Fund for Field Trips 

 ❖  Collecting Funds for Fundraisers 

 ❖  Collecting Fees using Parent Portal 

 ❖  Student Activity Accounts & Sponsors 
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 General Accounts Receivable 
 Overview 
 Accounts  Receivable  pertains  to  payments  received  by  the  district  and  the  process  for  when 
 checks  &  cash  are  accepted.  This  can  include  food  service  payments,  fees  collected  (PSAT, 
 SAT, Field Trip admissions), donations, fundraisers from student activity accounts and more. 
 All  checks  must  be  made  payable  to:  Orenda  Education  (the  official  name  on  our  bank 
 account;  do  not  have  people  make  checks  to  the  school  name  such  as  Gateway  or  to  Lunch 
 account  or  anything  else).  The  check’s  memo  line  can  be  used  for  more  information:  such  as 
 GCPS Yearbook, or Lunch account. 
 Please  note  that  if  a  check  is  made  to  the  school  name  or  club  name,  the  check  may  be 
 rejected  by  the  bank  and  the  amount  of  the  check  will  be  deducted  from  your  deposit.  The 
 banks  are  getting  stricter  about  the  check  payee  matching  the  bank  account  name.  This 
 causes  a  delay  for  everyone  involved  which  is  why  checks  should  always  be  made  payable  to 
 Orenda Education. 
 Checks  cannot  be  post  dated  (written  for  a  future  date).  Checks  should  also  be  turned  in 
 timely  as  they  can  become  stale  dated  and  the  bank  may  not  accept  them.  Typically  checks 
 are stale dated after 90 days or as indicated on the check (some are 30 days). 
 Acceptable  checks  should  include  name,  address,  phone  number  and  driver's  license  number 
 (if available) - this information may be written on check if needed. 
 Do  not  use  cash  collected  to  make  purchases.  All  cash  collected  must  be  deposited  and 
 purchases must follow all Accounts Payable procedures. 

 Petty Cash 
 Form; “Petty Cash Receipt” 
 Petty  cash  may  be  requested  for  change  (coin  and  bills)  and  should  be  requested  at  least  5-7 
 business  days  in  advance.  Maximum  petty  cash  request  is  $100  but  depending  on  sale  may 
 be approved for more (by approval of the  Chief Financial  Officer  ). 
 Petty  cash  will  have  to  be  returned  with  the  same  amount  that  was  requested  and  wrapped  up 
 with  the  original  form.  Do  not  include  petty  cash  in  your  tabulation  of  monies  form  because  it 
 will make it seem like more was collected. 
 See  Sample  of  a  Petty  Cash  Receipt  Form.  The  form  must  be  completed  in  its  entirety- 
 don’t  leave  any  areas  blank  that  are  required.  Incomplete  forms  will  be  sent  back  and 
 delay processing. 

 Cash Management & Submitting Funds 
 Form; “Tabulation of Monies” found on Google Drive 
 Cash  management  is  very  important  and  is  the  responsibility  of  the  employee/sponsor 
 coordinating  the  activity.  All  checks/cash  should  be  submitted  to  the  Business  office  within  3-5 
 days  max.  Monies  should  be  submitted  timely  and  accurately.  Always  reconcile  your 
 collections  prior  to  submitting  them  for  deposit  and  verify  that  they  match  your  records.  When 
 accepting  cash  it  is  best  practice  to  write  a  receipt  for  the  cash  received  and  attach  to  the 
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 Tabulation  of  Monies  form.  Staff  cannot  take  funds  home  and  cannot  keep  funds  longer  than 
 the max of 5 days (1 week). 

 When  submitting  cash  -  all  bills  of  the  same  denomination  should  be  together,  facing  the 
 same  direction.  Coins  should  be  separated  out  by  type  (not  all  together)  and  the  deposit  form 
 and cash/checks should be bundled neatly. 

 Note:  Campus  and  Department  specific  procedures  and  processes  are  handled  by  the 
 department  collecting  funds.  The  Business  Office  can  provide  guidance  and 
 suggestions if needed.  Contact Margina Escobar or Susie Hubnik for questions. 

 A  Tabulation  of  Monies  form  must  be  completed  when  submitting  checks  and  cash. 
 This  form  requires  dual  control  (meaning  2  people  have  to  be  present  to  count  &  verify 
 money)  and  the  two  people  must  sign  the  form  (2  signatures  required)  stating  that  money 
 submitted  has  been  counted  and  the  amount  is  agreed  upon.  Remember  that  the  check#  and 
 last name should be included on the form (ex: Escobar Ck#1234). 
 Funds  kept  at  the  campus  should  be  secured  (in  a  locked  cabinet  or  safe)  and  submitted  to  the 
 main  office  (with  Principal  and/or  Registrar  or  Administrative  Assistant)  along  with  tabulation  of 
 Monies  Form.  Front  office  staff  turn  funds  into  the  Business  Office  (should  be  submitted 
 promptly to avoid returned checks) for final verification and deposit. 
 See  Sample  of  Tabulation  of  Monies  for  Deposit  Form  (with  checks  only  and  with  checks 
 &  cash).  The  form  must  be  completed  in  its  entirety-  don’t  leave  any  areas  blank  that  are 
 required.  Incomplete forms will be sent back and delay processing. 

 Returned Checks 
 The  Business  Office  handles  collection  of  returned  checks  (insufficient  funds  or  stop  payment). 
 If  a  check  is  returned  the  bank  fee  will  be  passed  on  &  become  the  responsibility  of  the  check 
 writer.  Payment  will  be  collected  by  cash,  money  order  or  official  check  only-  including  the 
 amount  of  original  check  plus  bank  fees.  On  the  accounting  side-  the  returned  check  will  be 
 deducted  from  the  fund  it  was  put  into  and  when  paid  it  will  be  put  back  into  the  same  fund.  If 
 a  person  has  more  than  2  returned  checks,  the  district  may  require  that  all  future  payments  be 
 made by official check, money order, or cash only. 

 80 



 Sample of Petty Cash Receipt Form 
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 Sample of Tabulation of Monies for Deposit Form 
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 Collecting Funds for Fundraisers 
 https://drive.google.com/drive/folders/1nwISQk9DGW190yfPQvVSXcy8jDbkMAwT?usp=share 
 _link 
 Form;  “Fundraiser  Request  Form  (Page  1)”  and  “Fundraiser  Completion  Report  (Page 
 2)” found on Frontline Central 

 All  fundraisers  (where  funds  are  handled  by  the  district)  require  a  Fundraiser  Request  Form  to 
 be  completed  and  approved  before  the  fundraiser  can  begin  (ex:  for  groups/clubs).  To 
 determine if the sale of the item is taxable contact the Business Office for information. 

 A  school-wide  fundraiser  or  large  scale  fundraiser  should  always  go  through  the  Director  of 
 Community Relations & Development but when in doubt complete the form. 

 Complete  and  submit  the  request  form  on  Frontline  Central.  After  the  form  is  approved,  you 
 will receive a copy of the form by email. 

 A  Fundraiser  Completion  Report  is  also  due  within  1  week  (5  business  days)  of  the  conclusion 
 of  the  fundraiser  and  serves  as  a  financial  wrap-up.  Remember  to  complete  a  Tabulation  of 
 Monies Form for all monies submitted. 

 Form; “Fundraiser Coversheet” found on Google Drive 
 To  help  with  the  process,  please  also  reference  the  Fundraiser  Coversheet  on  Google  Drive 
 through your Orenda email which provides a helpful checklist of items to do. *** 

 See  Sample  of  a  Fundraiser  Coversheet,  Fundraiser  Request  Form  and  Fundraiser 
 Completion  Report.  The  form  must  be  completed  in  its  entirety-  don’t  leave  any  areas 
 blank that are required.  Incomplete forms will be sent back and delay processing. 
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 Sample of Fundraiser Coversheet 
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 Sample of Fundraiser Request Form (Page 1) 
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 Sample of Fundraiser Completion Report (Page 2) 
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 Requesting Field Trips 
 Form; “Field Trip Request (All Locations)” found on Frontline Central 

 All  field  trips  should  be  requested  on  a  Field  Trip  Request  Form  and  approved  for  budget 
 purposes,  to  secure  transportation,  approve  collection  of  funds  and  so  forth.  Deadline  for 
 forms  for  all  fall  semester  field  trips  is  September  1st  and  for  all  spring  semester  field  trips  is 
 January 15th. 

 Collecting Funds for Field Trip fees 
 Form;  “Request  for  Accounts  Receivable  (AR)  Fees  Setup  for  Field  Trips  (All 
 Locations)” found on Frontline Central 

 Beginning  in  September  2019,  we  began  collecting  funds  for  field  trips  in  the  Parent  Portal. 
 This  is  the  preferred  collection  process  for  field  trip  fees,  but  cash  and  checks  can  still  be 
 accepted  if  necessary.  Remember  to  submit  funds  as  received  (with  3-5  business  days)  but 
 note  that  a  check  request  form  can  be  turned  in  prior  to  all  funds  being  collected.  We  don’t 
 want  to  delay  your  request  for  a  field  trip  check  (example-  admissions).  Write  on  the  Check 
 Request form that funds are still being collected. 

 Keep  in  mind  that  checks  are  distributed  on  Friday  each  week  (unless  otherwise  noted  on  the 
 AP  Check  Schedule)  and  the  approved/complete  paperwork  is  due  on  the  Monday  prior  to 
 distribution.  We  recommend  you  complete  your  paperwork  for  payment  of  field  trip  fees  at 
 least  10  business  days  prior  to  the  due  date/trip  date.  Note:  If  your  field  trip  is  on  a  Friday  and 
 you  must  take  a  check  with  you,  you  turn  in  your  check  request  12-14  business  days  prior  to 
 the field trip. 

 See your campus administrator for deadline dates for submitting field trip requests. 

 Form; “Field Trip Coversheet” Pg 2 of the Field Trip Request Form in Central. 

 ***  To  help  with  the  process,  please  also  reference  the  Field  Trip  Coversheet  form  which 
 provides a helpful checklist of items to do. *** 

 The  Field  Trip  Coversheet  is  page  2  of  the  Field  Trip  Request  form  in  Central.  Once  your  form 
 is  approved,  it  will  be  returned  to  you  in  order  for  you  to  print  and  review  the  form  and 
 Coversheet.  If  any  additional  forms  are  needed  for  your  field  trip,  you  will  find  information 
 regarding the form on the Coversheet. 

 See  sample  of  Field  Trip  Coversheet,  Field  Trip  Request  Form  and  Request  for  Accounts 
 Receivable  Fee  Setup  for  Field  Trips  forms.  The  form  must  be  completed  in  its  entirety- 
 don’t  leave  any  areas  blank  that  are  required.  Incomplete  forms  will  be  sent  back  and 
 delay processing. 
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 Sample of a Field Trip Coversheet 
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 Sample of Field Trip Request Form 
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 Sample of Accounts Receivable (AR) Fee Setup for Field Trips 
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 Collecting Fees using Parent Portal 
 Form;  “Request  for  Accounts  Receivable  (AR)  Fee  Setup  (All  Locations)”  found  on 
 Frontline Central 

 Note: This process can not be used to collect funds for an activity fund group. 

 Beginning  in  the  2019-2020  school  year,  we  can  now  collect  fees  in  Frontline/TEAMS  and 
 allow parents to pay with a credit/debit card through their Parent Portal login. 

 This  process  can  also  be  used  to  collect  any  fee  charged  to  students  that  is  deposited  to  the 
 operating/budget  account.  For  example;  UIL  fees,  testing  fees,  lab  fees,  art  class  fee,  etc. 
 Activity  Funds  can  not  be  collected  through  these  Parent  Portal  payments  since  it  is  a  separate 
 bank account. 

 If  you  have  a  student  fee  that  is  assessed  to  students  for  your  classroom/campus,  you  can 
 complete  a  Request  for  Accounts  Receivable  Fee  Setup  form  to  have  the  fee  set  up  and 
 applied  to  a  group  of  students.  You  must  attach  a  roster  that  includes  (at  a  minimum)  student 
 name,  student  ID  number,  and  grade  level  for  all  students  who  will  owe  the  fee.  Forms 
 submitted  without  a  roster  will  be  returned  to  the  staff  member  requesting  the  fee  and  will  delay 
 processing. 

 Note:  This  form  is  not  for  use  for  field  trip  fees.  Please  use  the  Request  for  Accounts 
 Receivable (AR) Fee Setup for Field Trips form for field trips. 

 See  sample  of  Request  for  Accounts  Receivable  Fee  Setup  form.  The  form  must  be 
 completed  in  its  entirety-  don’t  leave  any  areas  blank  that  are  required.  Incomplete 
 forms will be sent back and delay processing. 
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 Sample of Accounts Receivable (AR) Fee Setup 
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 Student Activity Accounts & Sponsors 
 Form; “Acknowledgement of Responsibilities” found on Frontline Central 

 Overview 
 A  student  activity  account  is  a  district  managed  account,  is  staff  sponsored  for  oversight  but 
 student  driven  and  funds  have  to  benefit  the  group  that  raises  the  funds.  The  funds  do  carry 
 over  from  year  to  year  (not  like  a  budget  account  which  is  “use  it,  or  lose  it”).  Student  activity 
 accounts do NOT need a parent sponsor & are NOT a separate entity. 

 Submitting Forms 
 Student  Activity  Accounts  follow  the  same  district  procedures  &  use  the  same  forms  found  in 
 Google  Drive  or  Frontline  Central  (refer  to  the  Reference  Guide  section  for  the  form  you  are 
 completing for more information). 
 When  submitting  paperwork  such  as  tabulation  of  monies  for  deposit  forms,  PO’s,  check 
 requests,  &  reimbursements-  be  sure  to  clearly  indicate  that  it  is  for  a  Student  Activity  Account 
 (ex:  Key  Club  written  on  PO)  so  there  is  no  confusion  of  where  to  code  the  expense  or 
 revenue.  Otherwise  we  may  assume  it’s  coming  out  of  the  budget  if  nothing  is  written  and  will 
 cause more work to fix it later. 
 Many  student  activity  accounts  have  parents  helping  with  fundraisers  which  is  great  but  keep 
 in  mind  to  draw  the  line  with  parent  involvement  as  far  as  handling  money,  or  submitting  orders 
 or  petty  cash  because  that  is  not  allowable.  Parent  reimbursement  limits  are  the  same  as 
 employees- $250 per person, per event. 
 Please keep in mind that student activity accounts are part of the annual financial audit. 

 Deposits/Expenses 
 Remember  deposits  and  expenses  have  to  hit  the  same  “bucket”  for  your  activity  account. 
 Example-  if  you  buy  shirts  to  sell-  the  expense  hits  your  activity  acct.  and  so  does  the  revenue. 
 You  can’t  purchase  items  to  sell  out  of  the  budget  &  have  revenue  hit  your  activity  account 
 because it’s 2 separate “buckets”. 

 Activity Account Sponsors 
 Every  Student  Activity  Account  has  a  faculty  (staff)  sponsor.  Each  sponsor  must  annually 
 complete  an  Acknowledgement  of  Responsibilities  form  which  goes  over  important  duties  and 
 responsibilities as a faculty sponsor.  The signed forms will be kept at the Business Office. 
 Sponsors  are  responsible  for  keeping  track  of  expenses  and  deposits  and  checking  records 
 against  the  Business  Office  records  for  proper  check  and  balances.  Sponsors  will  receive  a 
 report  showing  balance  information  at  least  once  a  semester  or  more  often  by  request.  For 
 questions  about  the  balance  or  activity  on  the  account  please  contact  Susie  Hubnik 
 (  susie.hubnik@orendaeducation.org  )  . 
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 See sample of Acknowledgement of Responsibilities Form 

 Sample of Acknowledgement of Responsibilities Form 
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