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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:
e Assist with Accounts Payable (AP), Accounting Transactions & 1099 Processing
e 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


mailto:chase.rickey@orendaeducation.org
mailto:Sara.ramirez@orendaeducation.org
mailto:ap@orendaeducation.org
mailto:laura.bizzaro@orendaeducation.org
mailto:Sara.ramirez@orendaeducation.org
mailto:ap@orendaeducation.org

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


mailto:hallie.coombs@orendaeducation.org

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%t and ends on August 31% 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 2 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).



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”).



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).

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) .
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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).
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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.

€ B Diroct Deposit Form.paf Openwith =

After you download the document, double click the document in the bar at the bottom of the
screen to open it.

™ Direct Deposit For..pdf  * Showall | X
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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.

Frontline Central  Orenda Education

NAVIGATION © :
N Good Morning, !
£ My Forms
#
@ My Staff Profile O
£ Resource Library > Forms in your Inbox

View Forms »

3. Choose “Forms | Can Start” from the menu across the top of the screen.
My Forms Q

Current Forms 0 Sent Forms Completed Forms Forms | Can Start
[— —_——

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

Current Forms Sent Forms Completed Forms #* Forms | Can Start

Sort by Form Category -
E Activity Fund Sponsor Acknowledgement
= (ol his fi
-0 Category: Other | Form Administrator: Carla Hubnik L L ELL L

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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General Payroll Information

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

Example: All work performed/leave taken from August 15-31% will be paid on September 15",

If the 15" 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" of the month to allow sufficient time for
payroll processing. If the 5™ 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 (2 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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Regqular 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™ 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.
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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™ 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:
e 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
e May not last more than three consecutive work days, with a maximum of five in a
semester and ten in a school year
e 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

20



*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 iliness, 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.

ERP &SIS Orenda Education

Welcome

® <« welcome

My Service Center Home

My Personal Information fron tline

My Leave Balances Educauor]_‘
My Absence Reporting

Employee Absences Employee Service Center

Favored Substitutes
My Time Cards

Welcome to the Orenda Education Employee Service Center

My Employment Records
My Pay Information
My Payroll Information
Please navigate through this system by the navigation (known as nav bar) on the left hand side.

My Advance/Reimbursement

LogOff

3) Click the button to “Create Absence”
Absence Reporting

® 0O «

My Service Center Home
. Create Absence Leave Balance
My Personal Information _ _

My Leave Balances Absences/Leave Request Search

Absences/leave Request

My Absence Reporting
Absence

Employee Absences Start Date : 04-16-2020 m End Date [OPEN] Status
Reason

Favored Substitutes
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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.

Absence Detail

Start of Absence: 02-12-2020 E

End of Absence: 02-13-2020 |
Reason: * | Sick/Dr Appt Old State Sick
Local Sick
Path: w Compensatory Leave

State Personal

Hours Per Day: 08:00 Dock

Approval Notes:

Substitute Special Instructions:

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.

Absence Reporting

®0O «
My Service Center Home
My Personal Information
My Leave Balances
My Absence Reporting
Employee Absences
Favored Substitutes
My Time Cards
My Employment Records
My Pay Information
My Payroll Information
My Advance/Reimbursement

LogOff

Absences/Leave Request

Create Absence Leave Balance

Absences/Leave Request Search

Start Date :

= Absences/Leave Request Entered

04-16-2020

m End Date

Date Hours ~ Absence Reason

+ i 08-13-2020 8.0 Sick/Dr Appt

P o A R

Absence
[OPEN] Status
Reason

12 Records
¥ Use ~ Authorization ~ Status ~ Sub” Sub Y Start ¥ End  Lunch ~ Substi
Path Code Job Required Time Time (In Name
D Minutes)
Local Pending Approval 9992 N 7:45 AM 4:15PM 30
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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.

Leave Balances  Details Absences

Unprocessed Absences : 8.0000
= Leave Balances from 08-01-2019 to 06-30-2020 3 Records w

v v v v o

Leave Code Name ~' Beginning Balance ¥ Earned Absence Adjusted Current Balance Units

Compensatory Leave 0.0000 0.0000 0.0000 0.0000 0.0000 Hours
Local Sick 0.0000 40.0000 40.0000 0.0000 0.0000 Hours

State Personal 0.0000 40.0000 15.5000 0.0000 20.5000 Hours
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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

Absence Reporting

@O «

Absences/Leave Request

Absences/Leave Request Search

My Service Center Home
My Personal Information
My Leave Balances

My Absence Reporting

Start Date : 04-28-2019 E End Date

Employee Absences

= Absences/Leave Request Entered

Favored Substitutes

My Time Cards

My Employment Records pate  ~|Hours! Absence >l use
My Pay Information Reason Ppath
My Payroll Information

+ N2-21-2020 8.0 School Business
My Advance/Reimbursement

+ 12-19-2019 8.0 Sick Family/Dr Appt Local
L2300 + 12-06-2019 4.0 personal State

+ 12-05-2019 8.0 School Business

+ 10-30-2019 8.0 Staff Development

+

10-29-2019 8.0 Staff Development

[OPEN]

Authorization

Code

“ Status 7 Sub

Job

1D
Approved 8917
Approved 9119

Approved 9118
Approved 9117
Approved 8677

Approved 8677

Absenc

Sub

Required  Time

z|l2lz 2 =z

N

& Reason tus
Y Start 7 End Lunc I Substitute ” Processec 17 FMLA ” Note:
Time (x Name IN Payroll
MillLI[ES)

8:30 AM 5:00PM 30 ¥ N A
8:30 AM  5:00 PM | 30 Y A
12:00 PM 4:30 PM |30 ¥ A
8:30 AM 5:00PM 30 Y A
8:30 AM 5:00PM |30 ¥ A
8:30 AM 5:00PM |30 Y A

24 Records

“ Attachmen
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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" 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

PRIOR APPROVAL REQUIRED WITHOUT EXCEPTION

Orenda
Fducation  Non- Exempt Overtime/Extra Duty Request Form

Non-Exempt Employee Name: Campus: Department:

Hallie Coombs Zdministration Business Office

Beginning Date of OT/Extra Duty Requested: End Date of OT/Extra Duty Requested:

04/26/21 04/30/21

Mumber of Hours Requested: Project/Event Needing OT/Extra Duty Work Performed:
2 Posting new positions

Non-exempt employees should not work more than their normally scheduled hours in any work week without PRIOR
approval from their supervisor (if applicable), the campus principal and the district office. When OT/Extra Duty is
unavoidable, it must be approved in advance and should be managed as efficiently and economically as possible.
This form must be used for each week in which OT/Extra Duty is requested. If the OT/Extra Duty run longer than a
week, a new form and approval must be submitted.

Tasks to Be Completed

Creating templates in R&H and post new positions in a new platform
Reason Tasks Cannot Be Completed During Regular Working Hours

Creating the templates and getting used to the new system 1s causing this first

Fou ing =] igel Chall expected.
Employee’s Signature: il (embs Date: 04/22/2021
v APPROVED __| NOT APPROVED || MODIFIED (explain modification details in space below)
Supervisor (if applicable): Maespina Fresber Date: 04/22/2021
Head of School/Principal Approval: Date:
COO0 Approval: (s fike Date: 04/23/2021
CFO Approval: Msagies Diesbus Date: 04/22/2021

Modification (if applicable) - explain reason and modification to the initial request:

“Try and flex time on Friday

PAYROLL OFFICE USE OMLY 4-15-21
Actual hours worked: 3 Actual dates waorked: -

Budget Code: _ Same PayrollRun: _ 5/15/21
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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%!).

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
infout. It is recommended that you select “View Last 8 Punches” to review your clock punches
daily.

:

Frontline

education..

W oA

T

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 | 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

gdﬁgtg}g TIME CLOCK MISSED PUNCH
CORRECTION FORM

EMPLOYEES: If a punch is missed, or needs a correction, please complete this form and return it to your
supervisor within 2 business days. Use a separate form for each role type and date. Enter the ACTUAL time
you arrived or left, not your scheduled time.

SUPERVISOR/TIME CARD REVIEWER: Please enter correction no later than Monday for the prior week.

Name: Hallie Coombs Employee I1D:

Location: Administration Supervisor: Margina Escobar

Record your correction below:

Date of Missed Punch: gB/04/2021

Missed Punch for: ¥ | Regular Role [] Extra Duty Function Role:
(one form for each role type)

Type of Missed Punch: Time of Missed Punch:
Initial Clock In for the Day

Clock Out for Lunch

Clock Back In from Lunch 12:50

Clock Out at End of Day

Other - Please List:

Reason for missed punch: “Why" (Cannot be “forgot to clock in/out.”)

I received a phone call from an employee as I was returning from lunch and did
not clock back in prier to taking the call.

I certify that the information reported above reflects the accurate correction needed for my time card.

Hallie. (lsombs 0B/04/2021

Employee Signature Date

Supervisor Approval Signature Date



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™ 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.
e Full day — 8 hours
e Half day — 4 hours
e 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

PRICR APPROVAL REQUIRED WITHOUT EXCEPTION

( Orenda
Education Request for Extra Substitute Help

Employee Submitting Request: Campus:
Karen Stegeamollar Mew Horlzons

Beginning Date of Extra Substitute Help Requested: End Date of Extra Substitute Help Requested:
6/30/21 6/30/21

Total Mumber of Hours or Days Requested: Project/Event Meeding Extra Substitute Help:
1 9 Scheduled ARD Meetings

Substitutes should not do extra duty work without PRIOR approval from campus principal and the district office. When Extra
Substitute help is unavoidable, it must be approved in advance and should be managed as efficiently and economically as

possible. This form must be wsed for each project that is requested. If extra duty runs longer than original request, a new form
and approval must be submitted. Request should be made at least 1 week in advance.

Choose One: Substitute will be replacing a teacher in the classroom (Half/Full Day Pay).
Substitute will be doing extra duty tasks (Function Pay by the Hour) ¥

Extra Duty Details- provide # of substitutes, projected time- % day, full day, or hours for each, and reason for request,

If known, please include substitute name(s) that will be performing the extra duty.

1 Substitute; &:20 to 2:30; 9 scheduled ARD's, most requlre 2-2 campus teachers
to attend, Campus RAldes are required to do inclusion and can not always cover

Reason Tasks Cannot Be Completed by Other Staff Member

Aldes are required to serve inclusion and can not always cover for the total
number of teachers that need to attend the ARD meetling

Employee’s Signature; _foen fgemela Date: 06/24/2021
APPROVED MOT APPROVED ¥ MODIFIED (explain modification details in space below)
Supervisor (if applicable); ety [liams Date: 06/24/2021
Head of School /Principal Approval: Date:
OO0 Approval: (o fulkes Date: 06/24/2021
CFO Approval:  Mosgin Piebe Date: 06/24/2021

Modification (if applicable) - explain reason and modification to the initial request:

function code)

up to 8 hours 1s approved (make sure sub punches in/fout for lunch break when using

PAYROLL OFFICE USE ONLY:
Actual hours or # of days worked: Actual dates worked: Payroll Run
Function Code (if applicable): Budget Code

§-22-21
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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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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.

e 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.

e 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.
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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 PAPERWORK AP CHECK
TO THE SCHEDULE DEADLINE 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% through August 31% 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:

e 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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https://docs.google.com/spreadsheets/d/1YhAOWN2MSNGeivcnrGHy4ytHFRe0FGU7ECvF-kXWLQA/edit?usp=sharing

Sample of Request to Add Vendor

( ) Orenda  Request to Add Vendor

.5 Eduention

Revised T/3002021

Requested by

Mame: Carla Hubnik

Date: August 02 2021

Campus:

Vendor Information

Company Name: Lakeshore Learning

W3 Farm: Requested lReceived

Attach W9 1o this request

Address; 2695 Dominguez 5t Carson, Ch 90895

Phone: 800=778=445%§

Fax: B00=-537-5403

Wabsite: www.lakeshorelearning. com

Contact: Samantha Brown

|Emaj| Address: shrownllakeshorselearning.com

Is this company a sole source provider? e

If yes, attach the sole source letter to this request.

Does the company accept purchase orders as a payment method? Ves INr::
If not, what other payment methods do they accept?

Additional Vendor Information

Rlso accepts credit cards

Business Office Only:

Date Approved; Vendor Number;

Federal Tax ID Mumber: Wa Received? Yes Ma
Date Denied: Reason:
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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 staffladministrators 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

e PO’s require approval by your supervisor/campus administrator and the Chief Operating
Officer (COQ). 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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e 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).

e 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.

e 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.

e 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.

e 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:

e 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.
o After approval by your supervisor and/or campus administrator, send only the white
original and any necessary attachments to the Admin office for approval.

e Yellow copy - This is the campus/dept/requester copy for your files.

o 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.)

e Pink copy - This copy is for Proof of Delivery.

o 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.

Technoloqy 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.

e Each section in red is required for all POs

e 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

e The detailed description portion of the form includes notes regarding multiple page POs
and/or attachment of cart instructions

e 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.

e 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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4, wrige “gee odteciien] ot mn
PO €orml cuned adtmedn an copy of

and Y
sLmoral| P
T - - [P R TN s
eI e sy foom s complete T legtle || [# 4
How' Loy I'l"{:[:ﬁ RN CUOMELE LE o RECTTSTD Y. e 1 L T Rl
o o
%ﬂcrrﬁhlﬁ apeley ¢ (AL IS R il LaTE -~ [rorar.

TTOR SCHOOLDEFT TSE ONLY

REQUESTOR:  WHD |5 rag;lucstm Huwe oreler 1 CATERIQUESILS

seniecr. 477 WY e g oredey _Eff'_c'-"l_q_ 8 aTEETE: WHeN 1 j{._-:ﬂ |
ﬂ "

APPRIVTT 1Y B aproves DT need

T TOR OFFICE USE OALY

APTRONTIX Y ATE APl B L
BLILHGET ol TTNOCHE SEIMEER,
WL T L Busizess AT fiee- Turchasicg ¥ ELLCW U m e e ooy PR S zieeze Ofines Aceis Pagsie CALeh Packng SHps)
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The Five Ws Purchase Order Reference (Current PO Version pg 2)

Summary of Comments on Orenda PO- Minuteman Press
Template Updated Aug 2024 Arial.xls

Page: 1

@Number: 1 Author: Susie.Hubnik Subject: Sticky Note Date: 7/29/2024 2:28:24 PM
Don't abbreviate the vendor name. For example, TAEA should be written out to Texas Art Education Association.

= Number: 2 Author; Susie.Hubnik Subject: Sticky Note Date: 7/29/2024 2:28:13 PM
This form and the attachments you provide should include any details needed to place your order.
If the item you are ordering has any options (height, width, length, size, color, font, etc..) be sure that this information is provided.

@ Number: 3 Author: Susie.Hubnik Subject: Sticky Note Date: 7/29/2024 12:01:59 PM
Al orders must include the SUBTOTAL and TOTAL. Do not leave these blank.

@Number: 4 Author: Susie.Hubnik Subject: Sticky Note Date: 7/29/2024 2:47.05 PM
Is there a discount or coupon code available for this order and/or vendor?
If so, be sure to provide the expiration date, if applicable and allow time for approvals and order processing by the Business Office.
Also, be sure that the discount/coupon code is legible. For example, is that 0 a Zero or a Capital letter O?

@Numberr 5 Author: Susie.Hubnik Subject: Sticky Note Date: 7/29/2024 12:50:58 PM
Its your responsibility as the requestor to include the shipping and handling casts for this order.
Many websites include shipping estimates and/or calculators based on the delivery zip code. Some vendors have a flat rate shipping cost
or charge a % of the order subtotal.
Failure to provide this information will delay the processing of your order.

@Number: b Author: Susie.Hubnik Subject: Sticky Note Date: 7/29/2024 2:28:31 PM
Be sure to include any information that the Business Office will need to send your order to the vendor and route the order to correct
department/sales rep.
* |f you selected phone or fax number, provide the contact name and number.
* If you selected email, provide the contact/sales rep name and email address.
* I you selected online, provide the complete URL address, login instructions or navigation instructions (click by click if necessary to find
the correct pages).

@ Number. 7 Author: Susie.Hubnik Subject: Sticky Note Date: 7/29/2024 2:48:12 PM
How will this order be used? What department is it for?
Examples; MS Art classroom supplies, not Art Dept.
GCPS maintenance supplies, not Facilities
Schoolwide supplies, not Supplies
C Brown Kinder classroom, not Classroom supplies
SpEd Counseling supplies, not Counseling supplies
Softball team supplies, not Athletic supplies
MS Student Council Activity account, not Activity account
Why is this important? This helps us determine the budget code for your purchase and can help us determine the type of funds being
used (such as regular budget, federal grant or activity fund)

@Number. 8 Author: Susie.Hubnik Subject: Sticky Note Date: 7/29/2024 2:52:13 PM
ASAP is not an acceptable response for the date needed.
Provide a realistic date when this order is needed. Allow time for approval of this order, ordering by the Business Office and shipping/
delivery.
For deliveries, keep in mind holidays, breaks and weekends.
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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 PQO'’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.

95



Sample of Regular PO

PURCHASE ORDER

THIS WUMBER, MUST AFPEAR ON ALL
ren a IS, PALCKIREG SLIFS, PACKALLS AND
CORFESPONDENCE. FO Pud. QUESTHNE
CALL 02-855-3010, EILLING ADDRESS 1%

I8 WILLIAMS DRIVE

Educ a'tion GEORGETOWN, TX TEilE

No.l1 7551
VENDOR INFORMATION SHIP TO LOCATION: [ adwinisration (Same as biling address)
vendor: LKL Shhore. Lmrn-.ﬂj /b( N Horizons Schosi ] Engelend Scheet [ Nolan Greok Schoa
" . . Bnue
Phone: {. biiJI:E\}_'._.'IQ;}' qu ﬁlﬁll:m?sﬁdrw ’ Eﬂw;.uiﬂm TERIG Balion, TX 78313
Fac (00531 - 5405 ey TG
" [ Gateway Tach High School ] Geewsy ColegeFrepSchosl [ ——————
2851 Wiliame Drive X350 Westinghouss Foad e T
Gecegebown, TX TEEES Georgedown, TX TBEZE

.{‘mm*\ CRA

AeBend PO Imvodces to: 2951 Williama Drive, Georgetown, TX TRGIR**

+*RUSINESS OFFICE USE ONLY** ORDER SUBMITTED BY/DATE:
O OMLIME O PHOME 0 FAX 0 EMAIL '
] RECEIVED TOTAL
ORDERED | CATALOG DETAILED DESCRIFTION IT FRICH
T A BT DATE EXTENSION
\ RAH0\| Pt Pany Puilding Bic ks a9
\ Frdad| Build a Wirdk MGomebic Buiard. 24 99
2 \edber wortls
suproral] IAY
RSOOLRT IF
AFPLICABLE
PO Instructions (REQUIRED): | ER COMPLETE & RECEIVED BY: saiepG | 1200
FGK— D‘f‘dh" ALL ITEMS RECEIVED- DATE: /"”-TUTAL i Q¥
—m .F&'t]# 'Id-kd FOR SCHOOL/DEFT USE OMLY
REQUESTOR: \fﬂ\ \I' oamey DATE REQUESTED: S’ ?IQD
SUBIECT: Clossroom Jf_.& el \25 DATE NEEDED: Q’|1C'| !Q.ﬂ
DATE APPROVED:

APPROVELY BY:;

FOR OFFICE USE ONLY

DATE APPROVED:

APFROVED BY:

VENDOR WUMBER.: ~

BUDGET CODE:

WHITE: Business Office- Purchasing YELLOW- CampusDepartment Copy FIMK: Business Office- Accts. Payable [Anach Packing Slips)
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Sample of Staples PO with Attached Cart - Page 1 of 3

PURCHASE ORDER
THIE HLPAEER: BLIET AFPEAR M ALL

IMVOIC IS, PACKING SLIPS, PACKAGES ARD
CORREEFOMDENCE. FOR PO QUESTICMS
CALL J12-B08-3030, BILLDNG ADDHESS 15;
2851 WILLIAME DRIVE
GEDRGETOWN, TX 74613

Orenda
Education

No.l 7551
VENDOR INFORMATION SHIP TO LOCATION: [J Adminisimtion {Same as biling address)

Vendor: ' Schecl

aier N2l O ltemmaed O Emsm O S et
s PO Bex 549 " Kingeieed TX 75530 Bellon, TX 76513
Fax: Goldthwalle, T TEB44
Wihaite: M\ Gialeway Tech High Schoal [ Gameway Coilege Prep Schoel [

2851 ‘Williams Drive X360 Weslinghouss Road -

Address: Gaorgatran, TX 75528 Gecrgalman, TX TE625 T ——

aBend PO Invobees to: 2951 Willlans Drive, Georgetown, TX TRGZE**

*RUSINESS OFFICE USE ONLY** ORDER SUBMITTED H‘h".'DﬁTIrE::
[m G 0O FHOMNE 0 FAX O EMAIL '
DRDERED CATALOG DETAILED DESCRIPTION R'ESE,I;'E N LUNIT FRICE ExTIGELglL{‘IN
QUANTITY] UNIT | ITEM i A

SUBTOTAL
DISCOUMT IF
AFPLICARLE

FO Instructions (REQUIRED): S
ORDER COMPLETE & RECEIVED BY: SHIFFIMG

_— hora [ 1d6A2

ALL ITEMS RECEIVED- DATE:

FOR SCHOOL/DEPT USE ONLY

Hodlie Coomies

DATE REQUESTEDx: \ 1‘ ﬂ

RECLIESTOR:
SUBJECT: 5'11 Ay wicle. &ﬂ!! ;I DATE MEEDED: ) D'l, 1-.:]1!24:2'
APPROVED BY; DATE APPROVED:

FOR OFFICE USE ONLY
AFFROVED BY: DATE AFPROVED:
BUDGET CODE: VEWMDOR NUMBER:

WHITE: Business Office- Purchasing

YELLOW= Campus/Depariment Capy FINK: Business (iTice- Aceis, Payable (Anach Packing Slips)
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Sample of Staples PO with Attached Cart - Page 2 of 3

M1 Staples.

Shipping & Dalivery Accounting Order Summary

St Huibrade Budg ot Coner ioms (11 514593
GEQRGETOWH = Priztan sulin 5146,93
e Tota 5146.93
ALEG 1

CEQRGETOWH, TX PHE2E US PO feelentn

517-B65-3020

11 items in cart
Deliverny

TRU RED™ Woeden Pancil, 2.2mm, £2 Medium Lead, 4B/Pack {TREBS51)
Ram § 24424025 | WMFR em B2 TRSESE1 1ON & 24424026

1@ 53,65 48K £3.65

on Canirast
£3.65
Seaples® Sonix Gal Stick Pans, Madium Point, 0.7 mm, Assorted Ink [ Assorted Banrel, 12/Fk
s 8 34970 | WFRE nem # 131340C0
1@ 38 1200 4883
58,83
THU RED™ Plastic Magazing File, White (TRE5280)
Hem #; 24550371 | MER Dem #; TREZ 280
1@ 57,67 LA SEET
57.57
Staplesi® Colored Top-Tab Fle Folders. 3 Tab, Assorted Calara, Letter Slne, 24/Pack
Hem #: ZAS130 | MER Hem #; TREELIAZESII0 | O & ZRS130
ECt 1@ 5855 24P 5B.55
$8.55

Trend® Educational Classroom Posters, Kind waords are the music..
e £ 631540 | MFR hiem 8; TEGTIEL

1 ¢ 5785 1EA _E-? £
£7.85

Classroam Kaspers Folder Holder
Rem & FACODII3E | WFR kew &2 RACDDI32E
i@ 520819 45T 528.19
528.19



Sample of Staples PO with Attached Cart - Page 3 of 3

Staples Stickles Standard Motes, 37 x 37, 100 SheetsiPad, 12 Pads/Pack (533YR12/52564)
e B 105808 | WFR Rem & S33WRINSTSE | OM @ 105809

1@ 5435 1308
On Comirack

SumWarks 97 ¥ 12° Construction Papar, Assorted Colors, 300 Sheets (PES2S)
s & SO1EE5 | MFR Iam 8 PACESES | O & &DIESS

D Conarpct 1@ 56,06 300K

J&M Pagar® Colorad 241k Papar, B.5 ¢ 11, Oranges Racyclad, 100 ShewtsPack (103655)
lan B JE2020| KR Barmn B 103555

163 S12.48 100K

inrery Parmarsnt Adbedive Hanging File Tabe, White, 90/Pack (5567)
em ¥ AESSET | MIR Nem B AVESSET | OM ¥ 659774

1@ 515,70 S0P

Staples Carpet Chair Mat, 467 x 60%, Crystal Clear (20233-CC)
bam - BETION | MFR Hem 8 2023300 | CIM #; BETHI0

1@ 55963 LESA
Irtanl paving

Onlantract

&
8

E12.48
512,48

518,70

$15.70

549.6A
-%L6, 68

4299
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Sample of Orenda Training PO

Orenda To be used to request registration for trainings
' only (Staff Development Sessions, Workshops

Eﬂﬂﬁ ﬁ,tian or Conferences)

Updated 2/2021

TRAINING/CONFERENCE INFO. PO Billing Address:

Vendor Mama:ESC 13

2851 Williams Drive

Phirie: Georgatown, Tx TEG2E
Fax:
Website:https://escld.net/ Requester's Home Campus:

Address: 5701 Springdale Rd

dustin, Tx T8723

“OFFICE USE OHLY* ORDER SUBMITTED BY:

**OFFICE USE ONLY™ CONFIRMATION INFORMATION:

O INTERMET [ MAILTEEMAIL 0O PHOME O FAX
MUMBER OF DETAILED DESCRIPTION- MUST INCLUDE NAME OF TOTAL
UNIT PRICE
PARTICIPANTS: eSS TRAINING, DATES, LOCATION, & PARTICIPANT(S) EXTENSION
A-F Accountability Update for 2021 at ESC
13 ABustin Springdale Road Logation for
1 SU2144239 Susie Hubnik 7/21/2021 9 am - 12 pm 25.04 25.00

Additonal Instructions:

Register on ESC
registration site

SUBTOTAL | 25.00

DISCOUNT IF
APPLICABLE

REGISTRATION DEADLIME: 07/22/2021 SHIPPING

SEMD COMFIRMATION EMAIL TO (CPTIOMAL]: 28 00
TOTAL COST <~ -

hefore 7715721

FOR SCHOOL/DEPT USE ONLY

REQUESTOR;  Jusde Hubnik

DATE REQUESTED: 06/01/2021

SUBIECT: DATE MEEDED: 07/15/2021
APFROVED BY: DATE APPROVED:
FOR OFFICE USE ONLY
APPROVED BY: DATE APPROVED:
BUDGET CDDE: VENDOE NUMBER:
CHECK DATE/NUMBER:

ORIGINAL FORM: Business OMce

(MAKE COPY FOR: Campus Administrator & Sell and/or depariment |
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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

( Orenda

Education

Campus/Dept: fdministrabtion

CHECK REQUEST FORM

Fay Jona 21

Digka: (BS27/2021

EMPLOYEE INFORMATION

Mame: Carla Hubnik

Phone: (512) 869%-3020 1104

VEHDOR IMFORMATICN

VENDOR #

F-H:I'“': H-'.i'_-,lhﬁlfl'l Eoiance Puszsum

Date Check Is
Meaded: 1070152021

Phone: 2545261768

Polic Asscurits Parpalde (AP} ohioks o
ol ekl y bral alow of ksasl 2 wesks

Addregs: 20 Box 1800

Federal
Taxpayer 1D &

Clty, State, Flp:=illaan, Tx THE40

0T appdoabis)

[+ Sand check to payes
[ 15and check o campus {(complate balow)

Ahtention fo Mame:;

PAYMENT DESCRIPTION
Reason for Cheok [(Detail required) Armount
10/16/20 field trip for 3rd grade. Dynamic Earth Hovie for 210
studants @ 5,00 aach 100,00
Total Check Amount $100.00

Fund Disfribution: « Budgel Actiraty Fund
Qther Insireclions;  »* Send altachment wilh chack Call when ragdy Hold for plckup
Jusie Hubnik BB/27/2021
Employaa: Diate:
Supervisor or Athletic Director: Data:
Campus Principal: Diata:

Data:

Superintendent:
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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:

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

e 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.

e 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

%{_‘gﬁ HOTEL ACCOMMODATIONS REQUEST FORM

Campue: T"b‘lﬂﬂ Py Schoo \ Date: 4 .!\?H 20
TeasharSponsor « JUSIe, Hulorn Phane: (5)3) B - 3020

Instructional Purpase of TripTraining: "Eﬂ-_md\ﬁq iilwnjn s '9. Nﬂricsym

Group {ex Grade/SubjchClubiTeam) HP"

Date(s) of TipvTraining. |01} |20 - 10| 1S) 20 Hote Nt i W)T W Th F Sa Su
Anticipated arrival time &t hotel: ) \E‘P.'.'-fi'L;l_P ) J":m-. .
Anticipated departura from hotel: .~y t .5[‘:‘”:} .Pﬂ._m

(needed for check-in‘check-out purposes)

# of rooms needed for Students r.]‘p‘ # of students per room:
# of rooms needed for Staff: \ # of staff per room: \
Destination Mame ESC. 0 Fhone: L_ﬁ'lﬂ‘jzﬂﬂ-r:rﬂﬂﬂ

Deslinalion Addrass: 'l?_.‘l"l*i '1.JH";||'_,'§.
Son pntonio

Block Rate or Group Code (f applicable):
Funded by Approved by

List thraa (3} hotal preferences (inchede addess and phine r‘lurr'll:nEIB]::‘Jf‘.u1 B
Froun Pewy EKPI{-]
Cows 0N Son Artonio dplashtoown — saGn Btong WOBA -\ 01D

Uy LOao WAl aniat e 55 T Pan, Browy (210 G- 200
h St £ Downioun Workkh 2y Mm@pmﬂ ﬁ'.ﬂ"}:tm-:m'lq

Provide a roster of students in each roam below or attach a room assignment roster:
Per District Policy - for all student rocms you must hive 4 students par room, unless that leaves a shedent alone ina room. In which case,
you may have rooms with feser than 4 students but the majarity of your rooms shaukd haee d studenis per rocam,

NA

Frovide a roster of staff in each room:
Par District Policy - hotel rooms for staff shauld have 2 per ream, Howaever, Head Caaches and Adminisiralors should not be in a room

wilh a 1Al membar ihey supanisa.

Susie Hvon

This larm must ba submitied at kast 10 or more school days prior to the date of the trip to alow Tor processing time and hobel roomis)
availabiity. For Field Trip Travel; Accommedations can enly be securad upon the Business Office mcelving the Field Trip Reguest Form
thiat has baan approved at the campaus and district level For Trainings: an appeoved Qui-od-District Travel Form i regqueind bators
sceommodations can be made, For athlalics; no other approved form is needed as long as the competition is listed in the beam sparts
schedule that was approved by the Athletic Director or Designes,

Fervigid TI2020
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Sample of Hotel Accommodations Request Form - Athletic Travel

Orenda HOTEL ACCOMMODATIONS REQUEST FORM

Educatien
campus: (0L 0L, Ca\\tqc,ﬁnp Date: ?’]ﬁ‘!iﬂ
TeachenSpansor. | E‘:f’é(_ﬂhg_.‘- Prone: (S Y QL) - 2RO

Inatructional Purpose of Trip'T raining: ‘I,J mmmhl l wﬂmﬂm{

Group (exGraderSublectClubiTaam): 'ﬁb}[‘S\.‘#LA VB

Date(s) af TrigdTraining: qtgq !m‘_ q‘_‘&r) Hotel Might fcircle): MW T W@a &

Anticipaled anrival flime at hotel:
i ‘_1' 20 o (meeded for chack-indcheck-oul purposes)
Anticipaled depariure from hotel: E‘ N
# of rooms needed for Students: 4 # of studenis per ropm: :J or L‘}
¥ of reoms needed for Staff: | # of staff par room: |

Destination Name: RE)U% m# mrﬁ“ﬂﬂ Fhane; [91 F'D'E'E)S -\ Qe
Destination Address: TN} Bernybrook. r
Frworth T w3

Block Rate or Group Code (if apphcable):
Funded by: Approved By

List thres {3) hotel preferences (indude address and phone numbers):

Exinded Sty 53| (verton Ridae (1) 23- Fool,
Combork Suites  Scod Windioradk D Benbreoke (517 249 - 5007
BestWeetern 540 Winsaoth R Benbrooke  (9171) 249- 00V

Provide a roster of students in each room below or attach a roam asslgnment roster:
Per District Policy - for all alsdenl rooms you must have 4 Students per room, uniess that laaves a student alone ina room. inwhich case,
wau may have rooms with fewer than 4 students but the majority of YEUR Fooms should have 4 studesls pér roai

.t wick noeter 1S sek

Provide a roster of staff in each roam:
Por District Policy - habel rooms for staff should have 2 per ream. Howssr, Hoad Coathas and Administraters should not be In a room
with a stall membaer thay superise.

Estoear .

This foern miust be submitted at keast 19 or more school days prior 1o the dabe of the trip 1o #low Tor processing time and hotel rodamis)
availahbility. For Field Trip Trgvel; Azcommadations can only be secuned upan the Business Office receiving the Field Trip Request Form
that has beam approved at the campes and district kevel. For Trainings: an approwed Out-al-Dsirict Travel Fosm i reguired before
accommoddations can be made. For athletics; ne ather approved foem IS needed as kong as the compatition is lisbed in the lgam sporis
achodiils thal was approsed by the Athlatic Director or Designee.
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REIMBURSEMENTS

< General Reimbursements
% Reimbursements for Travel
> Local Mileage

> Qut-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.

check a copy of the canceled check (front & back) is proper proof of payment.

The receipt below lacks detailed

If reimbursement is paid by

Correct Itemized receipt below which

information for the purchase and is

shows detail of transaction:

not acceptable for reimbursement. It

is not itemized, and for audit

purposes you are unable to tell what

items were purchased:

RADISSOW '
505 AVENUE @

LUBBOCK, Tx 79401

09/29/2009
Merchant ID:
Terminal 1D:
226296570398

CARD #
INVOICE

Batch #:
Approval Code:
Entry Method:
Approved:

MDSE/SERVICES
TP

TOTAL AMOUNT

07:54:22
000000005128541
01448298

CREDIT CARD

KOCOOO00OKX0664
0005

000509

02668C

Swiped

Online

42791
5@

e

Orlando's Ita’ian Restaurant
Wi orlandos . com
2402 Avenue Q
Lubbock, Texas 79411
(806) 747-5998

Server: Samantha 09/25/2009
Table 41/1 8:30 PM
Guests: 3
#60039
Order Type: Dine In
Chicken Dijon 12.49
Regular

Side Salad With Entree
FF Sun-Oried Tomato
Water
Fettucine Alfredo 11.49
Chicken 3.00
Caesar Salad w/Entree
Caesar
Water
Italian Sausage Casserole 12,49
Side Salad With Entree
FF Sun-Dried Tomato

Water
Chocolate Rum Cake 7.99
Sub Total 47.46
Tax 3.92
Total 51.38
Balance Due 51.38

PLEASE PAY YOUR SERVER
The NEW CAPROCK CAFE on
62nd & Slide is now OPEN!!
(This lozation is Smoke Free.)

Thanks for your business!

I
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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

Orenda
Education

REIMBURSEMENT CLAIM FORM

Frior approval must be obtained before & purchase requiring reimbursement can be made.
Reimbursements must be claimed within thirty (30) days of the purchase.

PRE-APPROVAL (Required)

Employes Mame: Susie Hubnik Data; 01,/13/2022

Home Address 123 Main Street Gecrgetown TX 78628

Campusg: Administration

Frojected Reimbursement Amount/Budget Source: 50. 00 Classroom Supplies

Reason for Reimbursement:

Dictionary classroom set purchased on sale at Barnes & Hoble

PrincipaliCampus Coordinator Approval: Date:
Superintendent or Designee Approval: B Date:
POST-APPROVAL

B e I,
ITEMIZED RECEIPTS MUST BE ATTACHED

Reimbursemeant Amaount;

Signature of Employes: Date:

Signature of Superintendant or Designes: Date:
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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.)

Gatesville

Mother Neff
State Park o

I -‘7-‘;
Nolan ey
Creek
{#*Wlleen emple

Harker Heights
Belton

Salado

-> 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.

Gatesville

35/

Mother Neff

fe=Killeen

Harker Heights emple

Belton
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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.

ol:tli!mn e
riddy OHamrlton
ESC1
ace
.

Idthwaite DGntnviIIo -'//

L1

Copperas Cove

Lampasas

¥ Bartlett o
3 (=]
@ R
eorgetown o
2

Cedar Park Round Rock

e 2 J| Home

=

Seag s Q@Eﬁ;«'wu- :

v . 0Elgm
urg Austin

Burnet

Bastro ¢
o P

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.

Orenda Standard Local Mileage Chart

Revised Jan 2024

One Way Round Trip
miles @ 0.67 miles @ 0.67
Admin/GWT Austin - ESC 13 29.5 19.77 59.0 39.53
Admin/GWT GCPS 85 570 17.0 11.39
Admin/GWT Kingsland 53.9 36.11 107.8 72.23
Admin/GWT Nolan Creek 33.0 2211 66.0 44.22
Admin/GWT Waco - ESC 12 71.8 48.11 143.6 96.21
IGWCP Austin - ESC 13 26.4 17.69 52.8 35.38
IGWCP Kingsland 57.7 38.66 1154 77.32
IGWCP Nolan Creek 36.5 24.46 73.0 48.91
IGWCP Waco - ESC 12 76.6 5132 153.2 102.64
IGWCP Admin/GWT 85 5.70 17.0 11.39
INoIan Creek Austin - ESC 13 59.2 39.66 1184 79.33
INoIan Creek GCPS 36.5 24.46 73.0 48.91
INolan Creek Kingsland 76.0 50.92 152.0 101.84
INoIan Creek Waco - ESC 12 41.1 27.54 g2.2 55.07
INolan Creek Admin/GWT 33.0 221 66.0 44.22
IKingsIand Austin - ESC 13 70.5 47.24 141.0 94.47
IKingsIand GCPS 57.7 38.66 1154 77.32
IKingsIand Nolan Creek 76.0 50.92 152.0 101.84
IKingsIand Waco - ESC 12 125.0 83.75 250.0 167.50
IKingsIand Admin/GWT 53.9 36.11 107.8 72.23
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Sample of Local Travel Expense Report (Mileage)

Orenda Local Travel Expense Report Rev Juby 2020
Education Month of April 2021

Marne: Taress Marano Emplayes Mddress: 123 Main 51, Salado Ts

Employes ID¥:; 12345 Heme CampusiDept:  Gatawsy Tech

Local travel (approwed work related travel within district) inchedes mileage to disdrict sites (all Orenda schools & Admin} as well as owr
designated Edwcational Service Contor-Rogion 12 Waeo B Region 13 Austin. These lecations are listed on the Orenda Standard Local Mileage
Chart and require no maps lo gltach. MNole- Google maps {or olher mapping site) prndoul should be altsched il Iocal ravel is 00l pan of distrct standard
localions lisked abowe. Some mapping sies alow you b put B staring lecaton (A) ka0 anding wmiﬂ] far cnee-way Irips and For round-Inips you can add &
third kzcation a5 your inal dastinafion (G, If you do not use a mapping sibe, teen the odomsda reading is requinsd 10 Da recondad (in parenthass) in the
“From' and “To" oolurrens Delow

CmeWay (0}
Diate Purpese (short deseription) From Ta Miles Travebed | Round Trip (RT)
4R ARD Meeling GWT GYWCP 17.0 |RT
ABZ0Z1 Training E-3 GWT ESC 13 580 [RT
ATz Training B-12 Hame ESC 12 458 O
ESC 12 ST .40
Total Mileage 184,64
State Reimbursemant Rate | & 0575
Total Reimbursement H 111.940

Travelar's Signature Date Suparvisor's Approval Date
T BuperniendentDeaignes  Datn Budget Code [District Use Only )
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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).

e 67 cents per mile as of January 2024 (65.5 cents from calendar year 2023)

e $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.

e 398 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.
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Sample Out-of-District Travel Form

Ravisad Jamuary 2021

Oronda

Education Pre-Approval Request for Out-of-District Travel
. . Administration
Employeeg: Susie Hubnik Campus/Dept.
Employee Address: 1234 Main Street Geocrgetown TX T8628

: B Brown O aenti Center, Houston
Destination Mame & Address: BREETE & SRl ReDREE A LR paton T

4 ] 04/06/22 3
Dates with Departure and Return Times: il i =

Brief description of event attending: Wr151ng Improvement Trainings

Estimated Expenses
Per Diem | Transportation # of Miles/ Haotel Registration | *Other | Approx.
(336 per day (other than Multiplied by S6¢ {75 Comptrolien/GEA Tatal
for meals) personal auto) rales determinad by chy) |
§ 72.00 $ 0.00 3190 f$218.40 | 260.00 lilin.qm $30. |$730.

= By Orenda ' .

* Explain Other:

Fatie. ik oBS03/21
Employee Signature  Date D Approved D Denied Supervisor Signature Date

Superintendent/Deasignee  Date D Approved D Denied Budget Code (District Use Only)

Post Travel and Expense Reimbursement Claim
{After trip occurs attach itemized receipts for restaurants, hotel invoices, etc. Include map for mileage)

ALL TRAVEL REQUEST ARE DUE TO THE BUSINESS OFFICE WITHIN 30 DAYS OF TRIP COMPLETION

Date | Per Diem | Transportation | # of Miles/ Hotel Registration *Other Total Per
336 pee day- | (otherthan | Multiplied by Day
ﬂ:;‘;;ﬁilﬂ personal auta) 56 cents .
4 5195 |s 195 5 109,99 $ s s s 12111
s | s 5.2
Y | a1 ¥s| 16904 g1
Note: Far travel paid with grant funds- tips cannot be reimbursed. Grand Total

* Explain Other:

Traveler's Signature/Date Supervisor's Approval/Date
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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 nhame 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

79



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.
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Sample of Petty Cash Receipt Form

Orenda
Education

Petty Cash Receipt

Date Requested "'d‘:ljglﬂ

Petty Cash Amount$_100.00
Purpose/Event Fau\ Book Fair b Gubowiy, Coliesg g
Description & Date lﬂp‘bﬁﬁﬂ B IC!EDEQD

| Received/Verified by P A
Reuei;;ﬁ!\i’er'rﬁaﬂﬂ? “

Breakdown of Petty Cash Request {must be completed below)

Currency Coins
5 100 = s 49.00 I(p @ so001 = $)\.
§ 200 = % W @ $005 = §200
$ 5.00 = $ ‘-‘tD.JID___ 20 $010 = $ 500
$ 10.00 = 3 — dp @ s$025 = $\D&o
$ 20.00 = § @ $050 =% -
$ 50.00 = § @ $100 = % D
$100.00 = 5
Total Currency § 5. 0D Total Coins § \S.0o

After event, petty cash recelpt and money must be turned in promptly and equal the
total petty cash amount originally given. Sign below to verify petty cash amount
turned back in to the Business Office.

Petty Cash Amount Turned In {must equal original) $

Verified by /Date

verified by/Date
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Sample of Tabulation of Monies for Deposit Form

Openda TABULATION OF MONIES FOR DEPOSIT

Plasan ricard il caah s pheck recelpts o tia feL Maway and form ot be prapared prior fo sutminting éo Business Offcs with Faignature vadlling
furicie, Meyda ahsada Ba fummad i Ay falihls 3-8 busvmss days wimn coleciing fendsl. Gafe swes are dus sar pame e i adminkstratar s dulj.
Provide daral far Chiecks balng daposived: bacfudieg Lest Mame & Chack aumbier,

10142018 Budget Code: E788-10 or _ Activity Account #:

Campus:  GWCP
Farms 10111148 Fundralgss 'r"f Flold Trip ___ Odhar
Aot Ampunt
Hame (if applicalila-ch#) Cash Chaok Hamne {if applicable-ck¥) el Chack
K M - Gk 13348 (Coleman) ] 5.00
C Miller 5 _am
D Cocpar - Gk 3708 £ 5.00
Subtotal| £ _5.00 § 10.00 Subtotal| 3 - £ L
Currency Coins Total Caah From Abovs: 3 6.00
5@ 5 100 = & 00 __ Ssom=§ -
@ % 2 = £ - @ 5005 =_§% -
% Ap0 = . & 5010 = § =
& & 100 = 5 - @50 =_§ : Curranay & Goin Tt _§ 500
& % 2000 = -] = i § 080 = % - Tolal Chacks: _§ 1000
& & 5000 = $ - @500 =% -
@ 510000 = 3 -
TOTAL CEPOSIT £45.00
Todal Currency § E.00 Total Coins_§ -
Sgnature £ hale ! Signalut & Dal= *
Hiatias] RS20
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Collecting Funds for Fundraisers

https://drive.google.com/drive/folders/1nwISQk9DGW190yfPQVVSXcy8iDbkMAwT ?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

Fundraiser Coversheet
Eﬂl EEIZI.. Mﬂa Complebe this far for each planned fundraisar and email a complebed capy to
et hipayroll) orendaeducalion o

IL::mpLs & Group %. N {:__P‘ ler[j,‘_ru .
Funcrasing Acteity: o | Fooks Fﬂ_ﬂl I
Start and End Dates of Furdraiser: | ﬂtﬂu !:u_} - '.21?_1':!‘ =T ]

Complaton Repon Dus Date: [Due within 5 business days of te concluson of the fundraser) 11 |u

Fayment cue i Vendor mm_‘ 5 Eus ey P\ﬁ:cr cAhE oY lkf:fh‘}‘ﬁ."fh'll"'

Dz daie

Payment dus ko Vendor L]

Eapment due bo Wendor L] DOz daie

A BEn BTG SIOUENE K

At least 2 weeks (10 business days) prior to the beginning of your fundraiser.

Step 1: Get approval for your group fundraisar

Camplete a Fundraiser Request Form (Paga 1) and get agproval Tram the Campus Offce Administrabon,
Arhietic Director (if applicabla), Central Office Administraion and the Business Oifice

Do not begin your fundraiser until you receive confirmation from the Business Office that your fundralser is

approved,

Start Date of Fundraiser: 1:}‘3

T
Step 2:  Does your fundraiser require payment (o a vendor?

Compheie a Check Reqguest fommn for the payment to the wandor
= If vendar requires more than one paymend, complete & separate Check Request for each peymant dua.

= Alloww 3 weeks prior to due date for processing and delivery of check o vendar
= Thig reguirerent still apphbes for peymeant to vendor by cred cand

Step 31 How will collactions be handled throughout the fundraiser?

|:| We will not ba handling collections at the campus, The vendor will recaive payments and sand a check for the
group's share of the profit. Plaase indicabe how the wendiors payment will be racenad balowy;

|:|'I lump sum payment - What is the vendar's timalineg for sending thes paymeant?
[ JMultiple payments - When is the vendar's timeline for sending payments?

E Wi'e will be collectng cash and chacks throughout the fundraisar,

E Al deposits st have a Tabulation of Monles form compleded.
= Filll foern out completaly and include detail [i.e. students name {firgt iniial & last name), check # (if applicabla)
and parent's last name (if differant from shuedent)]
« v nol e cash or checks for more than & days.
« Tuarr in b @ frond office staff member. (See your campes Admin Assiskant )

Remember to notify the Business Office immediately of any changes to your fundrakser that occur after it has
bean approvead.

End Date of Fundraisar: ',D\w

Shep 4: omplate the Completion Report (Page 2} for your fundraiser within 5 business days.

Turned in o Buginess Office on 'I'I!L':_';!\l:'ﬂ

I yonu have not collected all funds raised for thés fundraiser or still have payments o vendors that are
caatanding. you must notify the the Busmess Office prior b the due dale of the Completion Repart

¥ou will receive a nobtficabicn from the Businass Ohce aler your Completan Report has bEsn recenved,
revvienwad and accapbed

Business Oflice Conlacis:

Wal Yourg  hrpayrobflorendasducabion. g
Sugee Hubnik  susie hubnik@orerdssducalion.org

00

Congratulations on a successful fundraiser!

Please refer to Fundralser Packet Sampla POF for examples of completed forms. Rew T2
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Sample of Fundraiser Request Form (Page 1)

Orenda .
{ Education Fundraiser Request Form (Page 1)

Completa and returm Page 1 (Fundralser Regquest Form) to vour Campus Administrator at least 10 days
prior to the beginning of your event. Coaches must also gel approval from Athletic Director, This form must
be approved by tha Business Office prior to any fundraising actlivities.

Name of Campus & Group: cwcP Library

Mame of StaffiSponsoriCoach: o, . e Hubnik

Vendor Information, if applicable. Include name, phone number and/or smail:

Scholastic Book Fairs 254-662=2665 sarahfacholasticbookfairs.com

Proposed Fundraising Activity (be specific):

Fall Bock Fair Week

Time Period of Proposed Fundraising Activity (startfend dates): 10 /2472020 103072020

Amount you expect to raise: § cqp oo

Purpose of Fundraiser (include whera'what money will be spent on);

purchase new books and supplies for the librarcy

I understand this form must be completed, signed, and submitted to the Campus Administrator and Athletic
Diirector's Office (for Coaches) at least 10 business days prior 1o the beginning of the event. Failure to do
so will result in denial of the activity. | undarstand that my team/club cannot condect fundraising activities
without the approval of Central Office administration. | alsc understand that the Fundraiser Completion
Report Form (pg 2 of this farm) must ba submilted to the Business Office within 5 business days of the
complation of this activity. Fallure to do so will result in denial of future activities.

StafitSponsonCoach Signature: Seue Hainik Date: ga,/03 /2020
Supervisor Signature: Diake:
Campus Principal Signature: Date:

THIS FUNDRAISER CAN HNOT BEGIN UNTIL APPROVED BY THE BUSINESS OFFICE

Alhletic Direcker Signature (if applicalla) Date:
Superintendant’ SO0 Signadure: Date:
CFO Slgnabure: it

Mol Approvesd (Slate Reason):

It iz your responsibiiity to keep & copy of this farm, front & back, for youwr records.

Business Ofice Lise: Covmpiadion Rapot Dua Sarnt Ema to Sponsar wicopy (Page T and 2)
Enterad on Spreadabear Raw 072020
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Sample of Fundraiser Completion Report (Page 2)

( Orenda

Education

Fundraiser Completion Report (Page 2)

Complete and return Page 2 (Fundraiser Completion Report) to the Business Office within 3 business days
of the conclusion of the fundraiser. This does not take the place of the Tabulation of Monies form, you
must still be submit a Tabulation form when turning in cash and checks. This form is used for financial
wrap-up of fundraiser. Additional pages may be attached if tables below don't allow sufficient room.

Mame of Campus & Group: tl wee Libraca

Mame of StafiiSponsar Coach: Ik'%‘ilii-.llllll"llf'_- Cormiot

Fundraising Activity Held and Date(g) of fundraiser (be spacific).

WO\elo- 1ol20(a0 Tl Book Faul

Event Income and Expenses

ltemized Income [Deposits) Amount
Degosty 10 |ow .54
10}2¢)20 122341
10f20]2p 183 .2\
hjdiao e \S
Total Income $ (edyn do
Itemized Expenses (Check Request and/or Purchase Orders) Amount
Sohovashe \ry  BE 39253 Low 5Ua 2
Total Expenses $ Bdg 2y

Net Profit/Loss (Total Income less Total Expense)

5 .09

it is your responsibility to keep a copy of this form for your records.

Birsiness Office Use: Reaceived By

Rev 20200702
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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

Field Trip Coversheet

Orenda Complale thls farm for each planned Beld trip and email a complated cogpy o

Education
- hepayrollffiorendeaducation .o

[pemoe: (¥ QOAS

|cate of Fiskd Tria: lﬂ‘ﬁ!ﬂﬂlq M T W Th{F)Sa Su

Wenue andéar Evant: RE{J..JF_LJT pfﬂt‘i"} ﬁlr-m-s

|Dapcait due ta venueEvent: § _&

Due dals:

IFIﬂBI Paymeant dus |o Venus/Evant: § Qﬁé}_ D clabe: [D“i <y

Step 1:

Step 2:

Step 3

Step 4:

Step 5:

Step 6:

Please

Gat approval for your grade/group field trip(s)
mflnmplem a Field Trip Request Farm for each planned trip

Do you nead to collect fees from your students 7

o, Prageed to Step 3
Yes, Complete & Request for Accounts Receivable (AR) Fee Setup for Field Trips form
= You can collect fees for all planned fiekd trips for the full school year in one collaction
{recammendsad]; ar
» You can collect fees for tha fall and spring semesters seperately,
= Fill form out completaly and inchede detail.
= Allow 4 weseks prior to first field trip for AR setup and collection of fees.
= If a parent cannat pay by creditidebit card, you can collact cashicheck and submit @

Tabulation of Maonies form for Deposit form.

= Fill form out eomplatety and inchede detall [Le. studant’s name (first initial & last name), check |

& (if applicable) and parent's last name (if different from student)].
= Do niot hold cash or checks for more than & daya.
= Turm in to a front office staff membear. (GWCP - Jen David)
of
The goal is to collect fess through the AR setup o reduce tima spent in the classroom,
school office and business office handling, counting and depositing funds.

Do any of the approved fiald trips require paymeant to the vendorfnenue?

o, Proceed fo Step 4
Yes, Complete a Check Reguest Form for each VendorMenua?
« I yendar requires a deposit far your reservation AND & final paymant at a later data,
complate a saparate Check Reguest for each payment.
« Mllow 3 weeks prior to due date for processing and delivery of check to vendor,
« This raquirement still applies for payment to vendor by credit card.

Do you need transportation (bus or shuttle) for your fleld trip?

, Proceed 1o Slep 5
Yes, verify with Bobby Schwartz (bobby schwartz@orendaeducation org) that your bus/shuttla
iz reserved and a bus driver |5 scheduled, i nesded

Will you need a substitute for your classroom?

Mo, Proceed ta Step &
Yes, add a School Business absence in Frontiine. Be sure 1o include a defailed note. for
evample; 1st Grade Sweet Berry Farm in Marble Falls

Enjoy your field tripl

i

rafer to Field Trip Packet Sample PDF for examples of completed forms. Feav BI2020
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Sample of Field Trip Request Form

0 Field Trip Request
( mnﬂ-ﬂ Request Date: Septembar 08 2019
Eiducation LCampus: acministratiaon
TeacherSponsons) Susie Hubnik Phone # (517} 555-1212
Group (axampla: Grade/SubjectClubiTeam): 1 s+ grade
# of Studanls: 5o ¥of Adulls: 2

Staff Attending:Hallie Coombs, Val Young

VolunteersiChaperones Attending:Margina Ezcobar, Teresa Morenc

Field Trip Types Instructional

Purpose of the TripEducational purpases ree 1.9 a-c, 1.10 A-D

Destination Mame & Phonef: Sweat Berry Farms (B30)1 7T98=1482

Destinalion Addrass:1 go1 FM 1980, Marble Falls, Tx

Trip Date: 10/11/2019 Day of Week: Fr iday
Departure Time from School o . oo vl Tirne al Trip Site: 10 ¢ 30
Departure Time from Trip Sile: 125 30 Arrival Tima al Schook 22 00

| district fransportation neadid for this feld frip?  +* Yes Mo

Dips this field trip require paymenl(s) to te vendor'senue Tor admission fees, ebe,.7 v Yes Mo
Wil you be collecting fees from sthudents for this fiald trip? ¥ Yes Mi

Do you need snack lunches from the food service department far your fiald trip? Yes ¥ No

Do you nead a Substitute for your classroom? Yes ¥ No

Othar Instructions (include itingrary, extra stops, lunch plans (ealing before/after trip in school cafeleria, student’s bringing sack lunch or
maney- proside amaunt, lunch sie if applicable), parents attending, elc.):

Athletic Dirachar; Date;
Campus Principal: Dale:
Superintendent Date

* This fiorm must be turned in for approval to the front office by Septamber 1% for Semester 1 and January 15” for Semesder 2.
* Collect Student permission sips prioe o e trip.

* One capy of the student roster must be provided by the teachensponson(s) o School Front Offica.

* Btudend caund during the trip is e responsibility of the leachessponsar(s).

* Attendance should be taken prior 1o daparture and given 1o registrar,
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Sample of Accounts Receivable (AR) Fee Setup for Field Trips

() Orenda  paquest for Accounts Receivable (AR) Fee Setup for Field Trips

Eidvention

GroupGrade Level collecting fee! 1 s¢ grade

Field Trips fees for: " Full Year Fall Semester Spring Semasier
Please provide details for each field trip included in this fee collection;
Venue/Event: Field Trip Date: Fee due to venue per siudent:
1 |sweet Berry Farma 10/11/20149 5. 00
Camercn Park Zoo 0371272020 10.00

Plaasa indicate the date for fee collection to begin as well as the due date for all fees. The begin date is the

betweaen the date this form is turned in for approval and the begin date of collections, 1t is recommended that
you allow at keast 2 weaks for parants 1o make payments of the fee. The due date should be set so that all

feas are collected prior to the first trip date,

date that the fee will be available in each student's Parent Partal account for payment.  Allow al least 2 weeks

Bagin Date of Collections: September 20 2019 End (Due) Date: Cctober 04 2013

Total Fee Amount to be Collected per Student: $ 15,00

Will you allow partial payments? Mo  « Yes  Minimum Payment Accepted: § 5.00

Main Staff contact [responsible for roster and payment follow up):

Susie Hubnik

Other Staff needing access to rostar

Hallie Coombs

Wal Young

*“*This form must include an attached roster that lists the following items (See sample below)*™

Studenti ID Number  |Student Mame Grade Level Fea Due {if not standard fee)
123456 Jahn Miller 10th £30.00
Signature of Main Staff contact: s Date: 09/06/201%

Principal Approval. Cate:

Superintendent or Designee Approval: Date:

Far Business Office Use:

Business Office Approval: Date:

Fag Nama:

If you have any quesfions regarding complation of this form, contact the Business Office.
B/25/2020
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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

For Opsrating Accouwnts Only; Nat foe Activity Funds

q: ) Orenda pooyest for Accounts Receivable Fee Setup

Riueation

Group collecting fee: Kingsland Art Fee
Provide a description of the fee to be collected & include an explanation for the use of the funds collected:

fee for additional student supplies for 3 special projects. Fall, Spring and
hrt Show

Fleasea indicata the data for fee collaction to begin as well as the due date for all fees. The begin date is
the date that the fes will be available in each student's Parent Portal account for payment. Allow at least 2
weeks between the date this form is furned in for approval and the begin date of collections. Itis
recommended that you allow at least 2 weaks for parents to make payments of the fee.

Begin Date of Collections: September 10 2021 End {Due) Date: September 24 2021

Standard Fee Amount; § 25.00
Isthisa ' One time feeora Monthly payment?
Will you allow partial payments? « Yes Mo If yes, minimum payment accepted; § 12.50

Who will pay the fea? " Student/Parent Employee Other (describe below)

Is a wanar/discount available? Do Other (describe below)

Main Staff contact (responsible for roster and paymeant follow up):
Susia Hubnik
Orther Staff needing access to roster:

Margina Escobar

**This form must include an attached roster that lists the following items (See included sample)**

Student ID Number  [Student Mame Grade Lavel Fea Due (if not standard fee)
123456 Jahin Miller 10th $30.00
Signature of Main Staff contact: fue fubadk Date; 080452021

Principal Appraval: Drate;

Superintendent or Designes Approval: Dale:

For Businass Office Use:

Business Offica Approval: Date:

Fee Mame:

If you have any questions regarding completion of this form, contact the Businass Office.
TIBI2020
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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, PQO’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.orq).
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See sample of Acknowledgement of Responsibilities Form

Sample of Acknowledgement of Responsibilities Form

F Acknowledgement of Responsibilities
%, g}:ﬁ?ﬂﬂ of Faculty Sponsors of Student Activity Fund Groups
. A L

The purpose for the ralsing and expending of funds by student groups is for the direct benefit of the
students in that group. Fundraising activities should contribute to the educational experience of the
students and may not conflict with the Instructional program. Money raised by student groups and
organizations will be held by the district as trustee. The staff sponsor is there for student oversight
but the account is student driven. The faculty sponsor of a student club or group is responsible for
maintaining adequate financial records as evidence of proper custedianship of money received by
and disbursed by club accounts.

As a Faculty Sponsor of an Activity Fund Group, | hereby acknowledge that | am responsible for
complying with all Policies and Procedures of the Orenda Charter School District. In particular, |

acknowledge that:

1. All fundraising activities must be approved in advance by the principal, the Chief Operating
Officer and the Chief Financial Officer using the Fundraiser Request Form.

2. | am responsible for both for the safeguarding of and the accounting for funds received from or
on behalf of students.

3. Monies collected must be turned in to the office with a Tabulation of Monies for Deposit Form
at least weekly in the same form which it was received. Monies should be kept in a locked desk or
file cabinet and should not be taken home.

4. Within one week of the completion of a fundraiser, I will complete the Fundraiser Completion
Report and submit it to the Business Office.

5. All transactions must have a proper paper trail and follow regular district procedures and
timelines, Orders will be placed by the district office. Purchase Order (items received first & then
paid far) or Check Request (eheck needed in advance) will be completed as needed. 1 will not use
funds collected from a fundraiser (cash) to malke a purchase or for the payment of a hill.

6. ['will maintain a positive balance in the activity fund account, unless | have prior approval.

I understand that [ will be held responsible for any student activity funds entrusted to me and that |
will reimburse the student organization for any money which is lost due to carelessness, theft,
fraud, or failure to follow established procedures.

Susie Hubnik Jusie: Habail QESD4/2021
Sponsor Name (Printed) Sponsor Signature Date
2021=2022 Molan Crask Fobotics

School Year Campus Activity Fund Club/Group Name
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