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Accounts Payable

The Accounts Payable Department is responsible for ensuring that all obligations
of HCDE have been paid in a timely manner and in compliance with all state,
local, and federal regulations.



Harris County ACCOUNTING PROCEDURES | Reference:
CH (LOCAL)
HARRIS COUNTY DEPARTMENT OF | CH (LEGAL)
M Education EDUCATION
DATE DEVELOPED: 03/26/06 REVISED DATE: 08/10/2020

suBJEcT: Payment Authorizations

Purpose
To provide guidelines for processing payments prepared on a Payment Authorization.

Procedure

A Payment Authorization is a request to process a payment for goods or services that have
already been delivered. Each requestor is responsible for completing a Payment Authorization
electronic form located on the HCDE portal and obtaining approval from the budget manager or
an authorized person. A Payment Authorization requires the original electronic Payment
Authorization, the vendor number, the original invoice, receipt(s) and other supporting
documentation before payment is processed. ALL PAYMENTS WILL BE EXCHANGED IN
US DOLLARS, CANADIAN DOLLARS AND OTHERS ARE NOT ACCEPTABLE.

Division personnel are responsible for verifying that funds are available in the budget before
initiating a payment authorization. Effective August 1, 2016, all contracted services invoices
paid with a payment authorization requires the vendor contract to be attached to the payment
authorization. At the minimum, please provide the term and compensation sections of the
contract. This is necessary to determine that the purchase was competitive procured in
accordance with CH Local and CH Legal. Requestors are encouraged to retain a copy of the
payment authorization with backup documentation for future references. All payment
authorizations should be forwarded to the Business Office/Accounts Payable for processing.

Authorized Signatures-Only the budget manager or an authorized designee is allowed to
approve and sign payment authorizations and invoices. Budget managers should ensure that
the signature authorization form is updated at all times.

Authorized Transactions-The following transactions are authorized for payments on a payment
authorization:

Payment Authorizations with no dollar limit restriction: (as required by agency and
approved by supervisor)
e Credit card payments
e Grant payments to schools and school districts
e Payroll related payables (types of insurances). These payables should be coded to a
balance sheet account not an expenditure account

e Permits
e Legal notices and advertisements
e Licenses

e Registration fees
e Subscriptions

e Membership dues
e Postage




e Travel expenses (prepaid airfare and hotel only)
e Temporary staffing services

Payment Authorizations with $3,500 maximum limit:
e Catering and food for meetings
e Cell phone reimbursements
* Reimbursements for business meetings/luncheons
e Student fieldtrips (charter costs or admission costs)
o Proper insurance must be reviewed by division manager and a copy of the
insurance should be attached to the payment authorization form
e Payments to a vendor that does not accept purchase orders
e Personal reimbursements for items spent in accordance with the Employee Recognition
Manual (located on the HCDE Portal under Human Resources)
e Minor equipment repairs
e All Contracted services charged to 62190000 (with contract attached)
+ Non-employee reimbursements paid from 64XX
e Merit awards, student awards and other educational related awards have a dollar
threshold of $49.00 per item. All awards should be age appropriate. Purchases should
never contain any mature or adult content or contain a “R” or “M” rating on audio/visual
materials.

When in doubt, submit Purchase Orders instead of Payment Authorizations.
All other expenditures not listed above require a Purchase Order.

Payment Authorizations submitted for items that require a Purchase Order will not be approved
unless authorized by the Assistant Superintendent for Business Services. A request for
payment of goods /services without justification and is in violation of the procurement

policies will be returned to the requestor.

It should be noted that any payment requests above $3,500 requires either three written
guotes or be part of a current Job Number duly approved by the Board of Trustees. Any
payment in violation of these guidelines may become a personal liability of the individual and/or
the division manager. Also, payments made on a Payment Authorization that has $2000 or
more of labor services provided must have a contract to comply with the David Bacon Act.

According to CH Local http://pol.tasb.org/Policy/Code/578, all single items or
cumulative expenditures amounting to $50,000 are required to be pre-approved by the Board of
Trustees prior to the cumulative purchases.

In order to meet this requirement, the Purchasing Office will submit to the Board of Trustees a
monthly payment history report of all vendors with cumulative payments totaling $50,000.

Division Managers are required to plan and notify the Purchasing Office of any planned
purchases amounting to $50,000 in a fiscal year so that these purchases are reported prior
to the cumulative purchases.

Supporting Documentation
The following documents must accompany a payment authorization, if applicable, before
processing:

e Original invoice or receipt signed and dated or stated “OK to Pay”

» Registration forms (original & 1 copy)

» Application for renewals/permits (original & 1 copy)




* Subscriptions

» Billing receipts

* Hotel confirmations

* Copy of notices or advertisements
» Verification checklist

» Copy of consultant’s contract

Note: Reimbursements will not be processed without the receipts.

Form Completion

When preparing a Payment Authorization, the requestor should ensure that the form is
complete, legible and accurate. To avoid duplication of vendors, requestors should refrain from
using “nicknames” or acronyms. Vendor and consultant’'s name should reflect the name on the
W-9. The requestor should provide a detail description, such as a black pen rather than an item
number. A verification checklist should be attached to the Payment Authorization and the
Payment Authorization should have the correct Remit to address for which payment should be
mailed. Forward all Payment Authorizations to the Business Office for processing.

What to do when funds are unavailable (exceeds budget balance)?
If you were notified that your Payment Authorizations was not processed due to funds
unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and ;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has been

processed

Note: A payment will not be processed when funds are unavailable.

Processing Deadlines and Check Distribution

Payment Authorizations submitted on Tuesday by 12:00 noon will be processed on the following
Wednesday provided that all submitted paperwork is complete, accurate and have not been
returned. All checks will be mailed unless approved for pickup by the Asst. Superintendent for
Business Services or the Chief Accounting Officer. Refer to the Business Services Calendar for
check distribution dates.

Sales Taxes

The Department is exempt from sales taxes, but not hotel taxes. Payment Authorizations should
not include sales taxes for payment or reimbursements to employees for purchases made for
the benefit of the Department.  For more information on HCDE tax exemption privileges, refer
to the Texas Sales Tax exemption procedure.
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Login

B Microsoft

< elozano@hcde-texas.org
Enter password

Password

Forgot my password

Go to : https://appddictionpa.azurewebsites.net/

Login details will be the same as your HCDE logins. We have enables
Single Sign On allowing users to use their same email and password as
they do for all other HCDE System:s.

HOome Page

Forms
Create New
Search Divisions Vendors Status My Forms
Show All s Show All s New Pending O Originated by Me
Completed Rejected O Approved by Me
Cancelled
PA Number Form Status Division Form Date Total Vendor Originator Next Approval
2020-0002 Pending 131 9/22/2020 11:17:13 AM $10.00 ACADEMIC THERAPY PUBLICATIONS Edna Lozano Division Manager

2020-0001 Pending 131 9/22/2020 10:19:57 AM $100.00 ACADEMY AWARDS Edna Lozano Accounting Staff



https://appddictionpa.azurewebsites.net/

The Home Page section labeled FORMS will include all submitted forms from
the logged in account. In this section of the page you will be able to see the

Form Status (1), Next Approval (2), Search Box (3) among other form details.

1. Form Status

This will let you know if its a new form (yet to be submitted), submitted or

pending approval form or a completed or finalized form.

2. Next Approval

This section will indicate where your submitted form is in the system. It will
provide feedback on where the form is, and who is the next level of admin

that is pending approval of your form.

3. Search Box & Filtering

The search box and drop down options allow the user to search for a
particular form from their list. This will allow users to easily find their
submissions and access the forms. Users are also able to download the lists of

forms (all or with filters) as a CSV format (Excel Doc).




Creating A New Form

Forms

Create New

Search Divisions Vendors

Show All $ Show All

L1

Click on the ‘Create New’ text under the FORM Title

Harris County

n Home Admin ~ Hello Edna Lozano! Sign out
> Education

Payment Authorization

Form Date: TBD

Vendor ID:  Select a vendor Fiscal Year:
Payable To:

2020 s
PA No: TBD Division:
ABS East s
RFP: 3k

Enter RFP here

O Vendor is an Employee %
This will take you to the PA Form. Users will only be able to submit forms from
a Division to which they have the role of Originators.

Users will be able to select Vendor, Fiscal Year, Division and Add RFP #.

Then they will see sections 1 - 3 of the form.



Section 1 - ltems

Description Unit Price [eITET 1137 Extension Price

New Item a

Total: $0.00

Section 2 - Budget Codes

Budget Code: 0000-00-000-00-000 Account Code: 0000-0000 Dollar Breakdown
0000-00-000-00-000 (0] ] [ 0000-0000 0] 0 a
Invalid Budget Code! Invalid Accounting Code!
Total: $0.00

Section 3 - Attachments

Name Uploaded by Uploaded On File Size Delete

Section 4 - Accounts Payable Instructions|

Remarks 4000 characters max

1. Items

This section will allow users to add as many items as needed. Quantity and

Unit Price must be greater than O.

2. Budget Codes

This section users will input budget codes and account codes. There is a
specific format users need to follow; otherwise the system will alert of invalid
budget or account codes.

Note: Both totals from Items section and Budget Code sections must match

in order for the form to be submitted successfully.




3. Attachments

The attachment section allows users to add any number of PDF attachments
to the form. The user can use compression websites to easily attach a smaller
document rather than uploading large files.

An example of PDF compression website is: https:/www.ilovepdf.com/

4. Account Payable Instructions

This section will allow users to add instructions pertinent for Accounts
Payable. It will be added to the form and will be available for Accounts

Payable to view when they get the form to their level.

Users have the option to Save Form or Submit Form.
Saving a form will only save the information but will not assign it a number
nor has it started the approval process. This is simply a tool for users to start a

form and save to gather all the information that they need to submit.

Submitting a form will assign it a form number and start it in the approval
process. From the originator the form will go to Division Manager as the first

step in the process.


https://www.ilovepdf.com/

Fditing a Form

Users also have the ability to edit forms. They can edit any information in the
form items or add/delete attachments.
To do so, from the Home screen click on the form number you wish to edit.

Scroll to the bottom of the form and you will see a blue text that reads “Edit”

above Form Log.

Edit | Back to List

Form Log

Once on edit mode the form will appear and users will have full capability to
change/update all items on the form. Once the user has completed the
updates, the user will click on the Green Submit Form button to resubmit

form with the changes.

Note: When editing and submitting a form that has been already approved
by some admin levels; this will clear all approvals and take the form back to
the 1st admin level. All forms that have been edited or modified in any way

will be required to go through the admin approval process from the

beginning.



—orm Log section

When clicking on a form number and scrolling to the bottom of the page you
will see a section called Form Log. This will keep track of anything that

happens to the form. Edits, approvals and rejections will all be listed on that

section.
Form Log
Date/Time User Message
9/22/2020 11:17:13 AM -05:00 elozano@hcde-texas.org Form submitted. PA number:2020-0002 assigned
9/22/2020 11:15:37 AM -05:00 elozano@hcde-texas.org Rejected: Please attach correct receipt.
9/22/2020 11:15:10 AM -05:00 elozano@hcde-texas.org Form submitted. PA number:2020-0002 assigned
9/22/2020 10:33:10 AM -05:00 elozano@hcde-texas.org Form submitted. PA number:2020-0002 assigned

9/22/2020 10:30:25 AM -05:00 elozano@hcde-texas.org Form created and submitted. PA number:2020-0002 assigned




Approving Forms

If you are a user with an approval level role you will see a section on the home

page called “Pending My Approval”.

Pending My Approval
PA Number Form Status Division Form Date Total Vendor Originator

2020-0002 Pending 131 9/22/2020 11:17:13 AM $10.00 ACADEMIC THERAPY PUBLICATIONS Edna Lozano

This section will indicate the forms that are awaiting approval for your admin
level role(s). The approval process is very straight forward. Users will click on
the formm number they wish to approve. It will open up the form for review and

towards the bottom will have 3 buttons: Approve, Reject and Print.

oo fl i
O Include Attachments

1. Approve

Clicking on this Green Approve button will approve the form. The system will
automatically capture the electronic signature and time and sign the form.

This will also move the form up to the next approver on the list.

2. Reject

Clicking on Reject will stop the form and send it back to the Originator of the
form. The approver will be asked to describe why the form is being rejected so
the originator can see those details under the Form Log notes of the

Rejection.



Reject Form x

Please comment on why this form is being rejected.

I A I
AIAATIAAAA AR.AA.AF AL

Example of how these comments are shown on the Form Log:

9/22/2020 11:15:37 AM -05:00 elozano@hcde-texas.org Rejected: Please attach correct receipt.

3. Print

The system will create a PDF version of the form. If the Include Attachments
checkbox is checked, it will also add all the attachments and create one PDF
with the form and all attachments. Users can then proceed to print, save or

email this form if necessary.

Email Notifications

Email notifications will be sent to all approval managers/ levels that have a
new form waitting their approval. They will indicate they must login to the
system to view and approve a pending form.

Email notifications will also be sent out when a form has finalized the

approval process or in the event that the form is Rejected.



Harris County

Business Services Advisory

~4 Education September 25, 2020

To: All Employees

From: Jesus Amezcua, CPA, PhD, RTSBA -Asst. Supt. of Business
Services

Re: Payment Authorization Processing

Effective September 25, 2020 This memo serves to address the needs
of all users in HCDE with the electronic process for the Payment
Authorization. Our Accounts Payable for accepting the PA has been
updated and enhanced to make this transition easier for all users.

Currently divisions were instructed to submit this form of payment by
accessing the electronic version of a Payment Authorization on the HCDE
home page. Once users had the necessary information completed it was
then submitted through the Adobe sign system to Accounts Payable for
processing. We have moved away from this process and beginning October
1, 2020 all divisions will be required to utilize the electronic form through
https://appddictionpa.azurewebsites.net/

Attached with this memo is the instruction manual for all users to fully
begin utilizing this tool / resource.

Below are some helpful tips to remember when submitting the PA as a
form of payment to Accounts Payable divisions.

Tips:
1. This document should be filled completely as you would normally do
before sending to Accounts Payable as there will not be any
corrections made by Accounts Payable Staff.

2. Please keep in mind the new electronic document of the Payment
Authorization (PA) includes a preassigned assigned number as
previously seen on the paper document in the right-hand corner.
You can track the status of each PA at any time.

3. You can also download a form in pdf at any time.



4. Workflow used for the system is the same as the requisition process
(purchasing) For example, it starts with you as follows:

1) The originator (Division staff) enters the PA with attachments)

2) Approval from Division Business Manager —

3) Reviewed by Staff Accountant (Accountant for funding and
coding)

4) Reviewed by Chief Accounting Officer for items under $3,500

5) Reviewed by Asst Supt for Business for items above $3,500

6) System will send to Accounts Payable at appa@hcde-texas.org

5. WATCH: If you make any changes to the PA at any time, it will
revert to the originator.

6. Division personnel are responsible for verifying that funds are
available in the budget before initiating a Payment Authorization. If
no funds are available, A-PAY Staff will notify you to make the
transfer prior to the processing.

/. Only the Budget Manager/or an authorized designee can approve,
sign Payment Authorizations. Budget managers should ensure that
the signature authorization form has always been updated.

8. Once this information is complete it will automatically be sent over to
the Accounts Payable email appa@hcde-texas.org for processing. AP
staff will monitor the emails received and begin the process of
verifying, check documents, and signatures necessary for payment.
Should the form need correction it will be sent back to the originator
and the routing process for signatures will begin over. It is important
that the originator ensures Budget information, signatures, and
attachments are correct to prevent any delays in payment.

9. The following documents must accompany a payment authorization,
if applicable, before processing:
* Invoice/ receipt signed, dated, and “OK to Pay” must be
added to the invoice.
* Invoice Can include:
* Registration forms (original & 1 copy)
» Application for renewals/permits (original & 1 copy)
* Subscriptions
* Billing receipts
* Hotel confirmations
* Copy of notices or advertisements
» Verification checklist


mailto:appa@hcde-texas.org
mailto:appa@hcde-texas.org
mailto:appa@hcde-texas.org

* Copy of contractor’s contract or proposal
* PA must include RFP # or other means of procurement (i.e.

Quotes)

10. Accounts Payable processing is every Friday and we ask that
all divisions have invoices ready for payment to Accounts Payable

by 12:00 p.m. on Wednesdays.

If you have any additional questions, please contact Accounts
Payable Division at accountspayable@hcde-texas.org or

appa@hcde-texas.orqg .



mailto:accountspayable@hcde-texas.org
mailto:appa@hcde-texas.org

Hartis County ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT OF | &H (LOCAL)

M Education EDUCATION CH (LEGAL)

DATE DEVELOPED: 03/26/06 REVISED DATE: 08/11/2020

SUBJECT: Purchase Orders

Purpose
To provide guidelines for processing payments prepared on purchase orders

Procedure

Purchase Orders are processed from an approved requisition entered in Pentamation. Division
personnel are responsible for verifying that funds are available in the budget line item and a
current contract exist on file before initiating a requisition. Each requisition requires at least two
(2) days for processing after approvals. All approvals and required documentation must be
received in the Purchasing Department before a Purchase Order is processed. Employees are
prohibited from ordering / receiving purchases that have not been converted into a Purchase
Order. After a Purchase Order has been processed, the Purchasing Department will forward
the Purchase Order to Accounts Payable for processing payment. ALL PAYMENTS WILL BE
EXCHANGED IN US DOLLARS, CANADIAN DOLLARS AND OTHERS ARE NOT
ACCEPTABLE.

Authorized Signatures-Only the Budget Manager / authorized designee can approve / sign
invoices. Budget Managers should ensure that the signature authorization form is always
updated.

Types of Purchase Orders
» One-time Purchase Order
A one-time purchase order is processed when purchases are made or services
are requested, ordered, received, paid, and closed in a short period of time. This
is the most common type of purchase order that HCDE utilizes. Items listed on
the purchase order cannot be exchanged for a different item once the purchase
order is issued.

e Open or Blanket Purchase Order
An open or blanket purchase order is processed when a specific amount of
money is encumbered to cover expenditures that are usually paid monthly.
Examples are utilities, contractors, lease payments, etc. Divisions are
responsible for forwarding all changes in contract prices to Accounts Payable.

It is the responsibility of the division to monitor all open or blanket purchase orders. When all
monies are spent on the purchase order the purchase order will be closed.




Delivery Options

Merchandise delivered to the Warehouse (6005 Westview)

When there is a delivery to the Warehouse, the merchandise will be delivered to your division by
Facilities personnel. You will be required to sign off on the receipt of the delivery. Please
review your order for accuracy. All technology purchases must be delivered to the
Warehouse for inventory clearance. Once invoices are received in Accounts Payable, a copy
will be forwarded to the appropriate division personnel for approval.

Merchandise delivered to all other locations

Once merchandise is received in the division or at a requested location other than the
Warehouse, division personnel should immediately review and verify merchandise against the
packing slip(s). For future reference, please retain a copy of the packing slips for your records.
Accounts Payable will forward the invoice for confirmation of delivery and approval for payment.
Please include the PO number on the approved invoice(s).

If partial shipment is received, please notify Accounts Payable. When you receive the invoice
for approval, make a notation on the invoice of all items not received.

NOTE: Merit awards, student awards and other educational related awards have a dollar
threshold of $49.00 per item. All awards should be age appropriate. Purchases should
never contain any mature or adult content or contain a “R” or “M” rating on audio/visual
materials.

What to do when funds are unavailable (exceeds budget balance)?
(1) Contact your budget manager or designee.
(2) Initiate a budget transfer and forward to the Business Office.
(3) Confirm that the budget transfer was processed and:
(4) Notify an Accounts Payable specialist after the budget transfer/amendment has been
processed

Note: A payment will not be processed when funds are unavailable.

Processing Deadlines and Check Distribution

In most cases, one-time purchase orders are paid when all approved paperwork is received in
Accounts Payable. Checks are mailed every Wednesday, except when a Wednesday falls on a
HCDE Holiday or when other Business Services processes take precedent, provided that all
paperwork is complete, accurate and have not been returned. Checks will not be held for pickup
unless prior approval has been given by the Asst. Superintendent of Business Services or the
Chief Accounting Officer. Naotification will be given if any changes are made to a scheduled date
specified on the Business Services Calendar.




Accounts Payable Process for Payments submitted on a PURCHASE ORDER

1. Accounts Payable receives a copy of the signed Purchase Order /contract if applicable from
Purchasing.

2. Accounts Payable receives the invoice from the vendor through email or regular mail.

3. Accounts Payable matches the invoice to the Purchase Order and then forwards the invoices to
the division budget manager for review / approval.

4. Once reviewed, the budget manager signs, “OK TO PAY” on the invoice and returns it to
Accounts Payable for processing. The “OK TO PAY” certifies that the items or services listed on
the invoice has been received in full unless otherwise noted.

5. AP enters the payments in two batches, one is for payment less than $2,500 and the other is for
payments $2,500 and above noted with the appropriate Business Office reviewer for grants and
accounting.

6. Batches are reviewed and proof read by an AP Specialist who did not enter the batch in the
system to ensure accuracy of invoice numbers, correct vendor and amounts.

7. The Accounting Manager reviews all batches to confirm budget manager signatures, “OK TO
PAY” and supporting documentation including current signed contracts, if applicable.

8. Batches are forwarded to the appropriate Accountant to verify accountability, allowable goods
and services and funds availability.

9. Batches are then forwarded to the Chief Accounting Officer for review and approval.

10. All batches over $2,500 are forwarded to the Assistant Superintendent of Business or designee
(Chief Accounting Officer) for approval.

11. Once all batches have been approved in business services, they are electronically sent back to
AP staff for processing are returned to the AP Specialist for processing.

12. The Processing for checking printing incudes the following for both POs and PAs.

a. Accounts Payable Staff, Payroll Staff and Chief Accounting Officer have access to the
check stock for printing checking which is located in the vault. The vault is maintained
locked and access is only by the accounts payable or payroll staff as necessary.

b. The signing authority is for the Superintendent and the Board President. The Assistant
Superintendent for Business is also authorized. Two signatures are required to be
included on the check.

c. Batches are released and processed. Checks are printed, match with supporting
documentation, if any, and mailed. If the vendor is on direct deposit, a voucher will be
emailed.

d. All checks processed in the amount of $15,000 and over must be manually signed by the
Assistant Superintendent of Business prior to releasing the checks.

e. Which every AP Specialist is designated to run check processing for the week will send a
Positive Pay file (checks) and the EFT file (direct deposit) to the bank for the total
amount of the batches processed.

f. A Verification Checklist form is signed by the AP specialist and a verifier (usually another
AP Specialist) for the submission of the Positive pay file and the EFT file.



13.

14.

15.
16.

g. The Verification Checklist is then given to the Accounting Manager to verify that the
Positive Pay file and the EFT files have been submitted electronically to the bank with
the correct amounts.

The Accounting Manager reviews the amounts from each of the batch totals then forwards the
verification checklist with the totals to the Chief Accounting Officer for the release of the EFT
files and to transfer the total amount of the batches (checks and EFT) to the Accounts Payable
cash account.

Once processed, the Chief Accounting Officer returns the Verification Checklist and the file
totals summary sheet(s) to the Accounting Manager.

The Accounting Manager verifies the transfer of funds and the release of the EFT files.

The Accounting Manager signs off on the transfer form then forwards it to the Staff Accountant
[l for the end of the month cash reconciliations.



Harris County ACCOUNTING PROCEDURES | Reference:
CH (LOCAL)
HARRIS COUNTY DEPARTMENT OF | CH (LEGAL)
M Education EDUCATION
DATE DEVELOPED: 10/30/08 REVISED DATE: 08/13/2020

SUBJECT: Processing payments for temporary personnel services

Purpose
To provide guidelines for processing payments for temporary personnel services. ALL

PAYMENTS WILL BE EXCHANGED IN US DOLLARS, CANADIAN DOLLARS AND
OTHERS ARE NOT ACCEPTABLE.

Procedure
The procedure for processing of temporary services will include the following steps.

Originating Division
e Identify a need and secure funding for the temporary services request.
e Ensure that funds are available in your budget line item for account code 62150000.
e Complete the temporary requisition form.
* Forward the temporary requisition form to Human Resources for review and to obtain a
cost estimate.
« Initiate a requisition through Pentamation.

Human Resources
e Ensure the temporary personnel requisition form is complete.
e Contact the temporary service provider for availability and receive a cost estimate and
hourly rate.
e Contact the requested division and provide a cost estimate.
e Forward the temporary requisition form to the Purchasing Department.

Purchasing
« Review and approve the requisition
e Process a purchase order
e Forward a copy of the purchase order to the originating division, Human Resources, and
Accounts Payable (with temporary personnel requisition attached)

Accounts Payable
e Receive and review Purchase Order and temporary personnel requisition form for
accuracy.
e Scan a copy of the invoice to the Budget manager
e Obtain an approval from the Budget manager by requesting a signature and referencing
the PO number on the scanned copy of the invoice and denoting “OK to Pay”.

Authorized Signatures-Only the budget manager or authorized designee is allowed to
approve and sign invoices for temporary personnel services. Budget managers should
ensure that the signature authorization form is updated at all times.




What to do when funds are unavailable (exceeds budget balance)?
If you were notified that your purchase order for Temporary Personnel Services was not
processed due to funds unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and ;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has

been processed

Note: a payment will not be processed when there are no funds available.

According to CH Local, http://pol.tasb.org/Policy/Code/578 all single items or

cumulative expenditures amounting to $50,000 are required to be pre-approved by the Board of
Trustees prior to the cumulative purchases. In order to meet this requirement, the Purchasing
Department will submit a payment history report to the Board for all vendors with cumulative
payments amounting to $50,000 on a monthly basis.

Processing Deadlines and Check Distribution

Purchase orders submitted on Tuesday by 12:00 noon will be processed on the following
Wednesday, providing that all submitted paperwork is complete and accurate. Refer to the
Business Services Calendar for check distribution dates.




























Harris County
FINANCE DIVISION

"“ Edueation (BUSINESS SERVICES, PURCHASING SERVICES)

MEMORANDUM

TO: JESUS J. AMEZCUA, RTSBA, CPA, PH.D. ASSISTANT SUPERINTENDENT
FOR BUSINESS SERVICES
FROM: JAMES COLBERT JR. COUNTY SCHOOL SUPERINTENDENT
SUBJECT: AUTHORIZATION FOR CHANGING SYSTEM INTERNAL CONTROLS AND
APPROVALS FOR TRAVEL REIMBURSEMENT REQUESTS
DATE: APRIL 1, 2019 (EFFECTIVE FOR FY 18-19)

This communication is to make the adjustments to the software system controls and adjust workflow routing
and approvals. The Travel Management System Workftow for Request to Arrend and Travel Reimbursement requires
that the workflow include the following:

Request to Attend Reguests

Originator

Approver or Division Director

ELT Mcmber as needed

Supt Approval for Out of State requests

Travel Reimbursement Requests

Originator
Approver or Division Director
ELT Mcmber as needed

Supt Approval for Out of State requests ﬁ i | Change to Assistant Supt for Business
Accounts Payable Specialist to process payments

If you have any questions, please let me know. Please sign below for signature approval.

94/14

Jandes Chlbert Jr. County School Superintendent



Hartis County

Education

Initiator submits a Request to Attend (RTA)
a. Anyone in the organization can submit a Request To Attend for themselves or
for another person.
b. Attachments are required.
Attendee of the event review the RTA.
a. Thisis only done if the initiator is not the attendee
b. The RTA can be rejected, approved or sent back for the corrections
c. The attendee selects their manager
The attendee’s manager reviews the RTA
a. The RTA can be rejected, approved or sent back for the corrections
b. The manager selects the budget manager if they are not a budget manager
The budget manager reviews the RTA
a. The RTA can be rejected, approved or sent back for the corrections
b. The budget manager selects the Executive Team Member if out of state travel is
requested
The Executive Team Member reviews the request
a. The Executive Team Member reviews the request only if out of state travel is
requested
b. The RTA can be rejected, approved or sent back for the corrections
The Superintended reviews the request.
a. The RTA can be rejected, approved or sent back for the corrections
The RTA workflow continues to run until the Return Date, at which time it creates the TR
from the information on the RTA and notifies the Attendee

Travel Reimbursement

1. The attendee reviews and edits the Travel Reimbursement (TR)

a. This may be submitted by someone else, such as the Division’s Administrative
Assistant
b. Attachments are required
The attendee’s manager reviews the TR
a. The TR can be rejected, approved or sent back for the corrections
b. The manager selects the budget manager if they are not a budget manager
The attendee’s budget manager reviews the TR
a. The TR can be rejected, approved or sent back for the corrections
Account Payable reviews the TR
a. The TR can be rejected, approved or sent back for the corrections
The CFO reviews the TR if out of state travel is requested
a. The TR can be rejected, approved or sent back for the corrections
Once a week Accounts Payable imports a batch of approved TR into eFinance

James Colbert, Jr. | County School Superintendent
6300 Irvington Boulevard * Houston, Texas 77022 * Tel: 713.694.6300 * www.hcde-texas.org



HarrisCounty ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT OF | DEE (LOCAD)

“>A Education

DATE DEVELOPED: 05/23/2018 REVISED DATE: 07/17/2019

SUBJECT: Request to Attend Procedures (Out of County or State)

Purpose
To provide guidelines for processing request to attend related to employee travel expenses.

Procedure

Travel expenses incurred by an employee who travels on business on behalf of HCDE outside
the area of the employee’s principal work site or home are considered reimbursable expenses.
Travel reimbursements may include meals, lodging, transportation cost and other incidental
expenses

Request to Attend Form

Effective March 1, 2018 the request to attend will only be expected through the online portal for
all employees who travel on business on behalf of HCDE outside the area of the employee’s
principal work site/ home. A request to attend online form is required to accompany a travel
reimbursement form for all out of county / out of state travel. A request to attend form is done
before the travel reimbursement form and it is not required for attending a workshop, conference
or a luncheon held at any HCDE locations (Irvington, NPO, Special Schools other facilities).

Step One: Log in the online request portal which can be found on the HUB.
https://hcdeportal.hcde-texas.org

Select New Request to Attend to begin the form. Below represents the online form in
three segments of information about the “attendee” the person who will be doing the
travel. Each segment should be completed in detail as this represents a rough estimate
of the future travel.



https://hcdeportal.hcde-texas.org/
https://hcdeportal.hcde-texas.org/

,* RequestToAttend #351
_—

Attendee * - Division * [SHI0E

Workshop/Conference *  SLO Summer Institute

Location City * State/Region *
Embassy Suites San Marcos Texas - out of county
Date and Time of Departure * Date and Time of Return *
6/18/2018 12:00:00 PM 6/20/2018 £:00:00 PM

BENEFITS ANTICIPATED
Select Goals * Deliver value to Harris County by utilizing resources in an ethical, transparent and fiscally

responsible manner

Impact education by responding to the evolving needs of Harris County

Purpose * Prepare for implementation of the SLO process.

Out of County Travel
All expenses related to out of county travel must be approved by the budget manager or
designee.

Out of State Travel
Travel out of state must be approved by the Superintendent or designee. The designee or
alternate signer must be on the signature authority form.

*Before proceeding to the next segment check to make sure:

e Attendee’s legal name (no nicknames) and the attendee’s division is selected. This
ensures the correct budget codes are populated for estimated travel.

« ldentify the Workshop/Conference name, location, city, and state information.

e Date /time of departure and return date/time should be provided as this will help to
calculate your per diem for the future travel

 Make certain to provide the goals or the benefits expected results you hope to gain from
this travel.



Step Two: Use this section to identify all travel related expenses and the proper budget
codes associated with this travel.

EXPENSES

Registration Fee 300 $ 300.00

Lodging 2139 $ 213.90
Transportation

Total Vehicle Miles 0 b 0.5450 % 0.00

CommonCarrier 0 3 estimates are required for Air Travel 3 0.00

Parking/Other 0O $ 0.00

Total Transportation % 0.00

Per Diem Calculation

1st() 2nd(} 3rd 4thQ
Departure Date 0 0 1 1 2
InterimDays 1 xd 4
Return Date 1 1 1 o 3
Reduction of Quarters based on Meals Provided o
Total Quarters x Per Diem Rate 9 x 9 = % 81.00

TOTAL EXPENSES $ 594.90

Meal Expenses

Meal expenses are reimbursed on a per diem basis. Meal expenses incurred on full travel
days associated with overnight travel are considered substantiated without receipts if the
expenses are equal to the per diem rate and accompanied by a full agenda. Out of State
meal expenses will be paid at the federal rate in accordance with the CONUS per diem
guideline for that state/county.

Meal expenses that are approved and do not require an overnight stay may be
reimbursed. However, non overnight stay meal reimbursements will be processed through
payroll and the reimbursed amount will be subject to applicable taxes. Employees must
provide adequate documentation verifying the time, place and business purpose for each
meal reimbursement request.



Transportation Expenses
Travel expenses may include personal automobile mileage, common carrier cost, and
other approved travel arrangements to and from the business related destination. Travel
reimbursements for transportation expenses incurred, require substantiation and itemized
receipts. Refer to the Official Rate Guide for determining reimbursement basis.

Miscellaneous Expenses
Miscellaneous expenses may include toll fees, parking fees, conference materials, and
telephonel/internet expenses etc that are reasonable and necessary for business
purposes. Miscellaneous expenses require substantiation and receipts. Refer to the
Official Rate Guide for determining reimbursement basis.

Official Rate Guide Used for Determining Reimbursement
Expenses incurred related to business travel are subject to the Business Office standard
business procedures.

Reimbursable travel expenses Based on:
Non-prepaid registration, lodging and transportation actual receipt
Conference materials cost minus sales taxes

Per diem within the State of Texas (overnight / day travel) Current rate $9.00 per quarter

Per diem outside the state of Texas Current rate per city, (see per diem
mileage guide)

Parking at an event or out of town actual receipt

Airport parking at Hobby and IAH rate up to $15.00 per day

Ground transportation actual receipt (excluding tips)
Rental cars (with prior approval) actual receipt

Rental car fuel actual receipt from gas station (no

reimbursement for fuel fill-up at
rental drop off location)

Personal automobile mileage current federal rate

Tips (personal) unallowable (see tips below)
Toll road fees actual receipt

Other miscellaneous expenses actual receipt

Express Services

Employees are prohibited from participating in services that will cause an additional expense
incurred for personal conveniences. Employees will not be reimbursed for these types of
expenses unless deemed necessary and reasonable for the business agenda and approved by
the budget manager. Examples of express services may include but not limited to airport
express check-ins, late check-out of the hotel, etc.

Parking at Houston airports
Employees shall choose the most cost effective rate not to exceed $15.00 per day for extended
parking between off—site lots at either Hobby Airport or Bush Intercontinental Airport.




Rental Cars

All requests for rental vehicles for purposes of out of town travel require prior approval from the

budget manager. Estimated rental costs should appear on the request to attend form to confirm
approval. Employees should not purchase additional rental vehicle insurance since HCDE has

coverage for Hired Car Damage. If additional insurance is purchased, the employee will not be

reimbursed.

Hotel Reservation insurance/refund coverage

HCDE will reimburse employees for the cost of insurance if deemed necessary, reasonable and
allocable for valid reasons, if the hotel reservation needs to be changed due to itinerary changes
or cancellations. Adequate documentation must be provided to ensure support for the
expenditure. The cost of insurance must be included in the “Request to Attend” and prior
approval is required. Employees should make every effort to ensure that hotel accommodations
are made with anticipation (preferably 30 days or more) to take advantage of the discounted
rate. Employees are expected to avoid all cancellations by calling the respective hotel before
the deadline.

Hotel Reservation/ Airline Accommodations

HCDE will reimburse employees who pay for travel expenses out of pocket for the hotel and
airline accommodations. The employee must provide adequate documentation to ensure
support for the expenditure such as receipts, credit card / bank statements if used for payment,
and actual receipts.

Airfare Expenses
All reimbursement requests for airfare expenses require three (3) quotes. An airfare quote
form must accompany the request to attend form.

Commute Miles

Commute miles refer to miles driven from your personal residence to your principal or regular
work location(s) during or after work hours, whether required or not by the employer. Therefore,
if you are scheduled to travel to a conference in your personal vehicle, you do not have to
deduct commute miles. Nor do you have to deduct commute miles if you are scheduled to
depart from your home to the airport.

Eligible Per Diem at Conferences

If your conference registration fee includes meals (breakfast, including continental breakfast,
lunch or dinner, including a scheduled reception that is hosted by the conference vendor, you
will not be reimbursed per diem. You must reduce the quarters based on all meals provided.
However, if you have an acceptable medical reason why you could not eat the meals provided
and you purchased food on your own, you may be reimbursed up to the $9.00 per diem amount.
The reason must be health related or due to a scheduled business meeting. All approved
exceptions must be substantiated with documentation. Note: The reduction of quarters on
meals provided does not include private vendor related parties and/or events.

Step Three: This section requires the proper budget codes. The amounts must equal to the
expenses and it is the division’s budget managers responsibility to verify funds are available
before approving to make sure that each line item has the sufficient amount before this
document can be completed for processing.



Budget Codes
Budget Manager Code Account Available Expense

970 1998-23-607-99-970 - 1,654 2139 $ 213.90
64110000 - Lodging

970 1998-23-607-99-970 - 1,832 300 £ 300.00
64140000 - Registration Fee

970 1998-23-607-99-970 - 78
64120000 - Per Diem

[FX]

a1 $ 81.00

$ 594,90

Step Four: This section requires the approval and the attendee must provide supporting
documents for all travel associated with this request to attend.

Select the Supervisor to approve the Attendee's RequestToAttend *

Attendee and Supenvisor cannot
be the same person, this field is
Required, *

Please select a value... hd

Attachments * % add Attachment

Save B Cloze Cancel

Authorized Signatures-Only the budget manager or authorized designee is allowed to approve
and sign a request to attend form, unless otherwise noted. Budget Managers are responsible
for verifying funds are available before approving and budget managers should ensure that the
signature authorization form is updated always. All travel reimbursements are subject to review
and final approval by the Business Office.

Request to Attend-Supporting Documentation
The following documents must be attached when processing. Failure to provide this information
will delay your request to attend from being processed.
e Full copy of workshop, conference or meeting agenda
e Hotel conformation including the cost for the duration of the trip
< Air flight quotes, rental car conformation, insurance coverage documentation, eligible per
diem
* Mileage calculation results from Google Maps website

Note: Reimbursements will not be processed without the receipts.



Harris County

Business Services Advisory

~54 Education May 23, 2022

To: All Employees
From: Jesus Amezcua, CPA, PhD -Asst. Supt. of Business Services
Re: Travel Reimbursement Rates Increase

Effective October 1, 2021, the Travel Reimbursement Rates
will change for over night travel. Please reference the new
Increase as published by the Texas Comptroller of Public
Accounts.

» The meal reimbursement rate for overnight travel is listed by city on
the federal per diem rate map. If the city you are traveling to is not
listed, use the daily rate for the county. If the county to which you are
traveling is not listed, use the current maximum daily reimbursement
rate of $59.

» The meal reimbursement rate for non-overnight travel is up to $36,
not to exceed $36 dalily.

* Lodging reimbursement rates for in state and out-of-state travel are
listed on the federal per diem rate map. If the city you are traveling to
IS not listed, use the daily rate for the county. If the county to which
you are traveling is not listed, use the current maximum daily
reimbursement rate of $96.

If you have any additional questions, please contact Yolanda
Davis at 713-696-8240.



Harrls County

1 Educatlon Airline Quotes

The HCDE Airfare Quote Form should be completed by the Employee to ensure that HCDE is getting the
best value when flying. Three (3) quotes must be procured from the airline carrier for reimbursement.
The actual quote from each airline carrier and this form must accompany the airfare receipt when
submitting your travel reimbursement form. ALL PAYMENTS WILL BE EXCHANGED IN US DOLLARS,

CANADIAN DOLLARS AND OTHERS ARE NOT ACCEPTABLE.

Description of Travel
(to and from)

Airline Name;:

Airline Name:

Airline Name;:

1)

2)

3)

4)

5)

©®  |&B (B | |

¥ |&B |&B (B |&B

¥ B (B | |

Comments:

Submit this form along with the hard-copy quotes as backup for the transaction with your travel

reimbursement request.

Employee Name:

Title:

Signature:

Date:

06/25/14




TEX

Texas Education Agency Commissioner Mike Morath

1701 North Congress Avenue ¢ Austin, Texas 78701-1494 » 512 463-9734 * 512 463-9838 FAX e tea.texas.gov

Summary of Current Texas Travel Reimbursement Guidelines
Mileage, lodging, and meal reimbursement rates published by the Texas Comptroller of Public
Accounts apply to all grants funded by TEA for individuals on travel status.

Mileage
Travelers are required to calculate mileage by one of the following two methods:

e Odometer reading (point-to-point method)

e Electronic mapping source (such as that on Google Maps or any other online mapping
service). Best practice to successfully pass a travel audit when using this method is for
the traveler to print out the driving directions provided by the site and attach them to the
travel voucher or maintain other appropriate documentation.

Travelers are required to select the shortest and most economical route but may justify the
selection of another route if it was chosen for safety reasons and specific justification of the
selection is given.

To assist employees in documenting their travel, some districts have developed mileage charts
listing the distance between various duty points within the district. Such a chart should be
developed in accordance with local policy and must be based on one of the two approved
methods of mileage calculation (odometer reading or electronic mapping source). Travelers
whose districts have developed such a chart are not required to calculate their mileage by either
the odometer reading or electronic mapping source method; reference to the district’s mileage
chart is sufficient.

Meals and Lodging

The following maximum meal and lodging reimbursement rates apply to in-state and out-of-state
travel.

e If local policy restricts travel, per diem, and other travel expenses to a rate less than
state law, the applicant must budget and request reimbursement from the grant at the
lesser rate.

e |If local policy exceeds the maximum reimbursement rate published by the Texas
Comptroller of Public Accounts (as specified in the General Appropriations Act), then the
difference must be paid from state or local funds and not from grant funds.

e Travel allowances, in which the per diem is paid to the employee regardless of the
amount actually expended, are not allowable.

Tips and Incidental Expenses

Tips and gratuities are not eligible for reimbursement from grant funds.

Incidental expenses that are incurred during travel may be eligible for reimbursement. The
incidental expense must be job-related, and local policy must specify that incidental expenses
are eligible for reimbursement from grant funds while employees are on grant-related travel.


https://www.google.com/maps/@30.297548,-97.7370279,14z

In-State Travel

The US General Services Administration (GSA) publishes the per diem rates that Texas uses
for reimbursement of meal and lodging expenditures. Because the reimbursement rates can
change, it is recommended that travelers print the page when making reservations and submit
the printout with the travel reimbursement voucher as a supporting document.

Access meal and lodging reimbursement information and rates through the Texas State
Comptroller’s website.

Non-Overnight Meals

In accordance with local policy, an employee whose duties require the employee to travel
outside the employee’s designated headquarters, without an overnight stay away from the
employee’s headquarters, may be reimbursed for the actual cost of the employee’s meals, not
to exceed the maximum rate listed on the Texas State Comptroller’'s website. In the absence of
a local policy, no reimbursement shall be made from the grant for this purpose.

Reimbursement for non-overnight meal expenses is considered income and must be included
on the employee’s W-2 form as part of the employee’s taxable wages.

Travel must begin at one duty point and end at another. Regardless of when the travel occurs,
mileage to and from the employee’s home or location other than a duty point is not allowable to
be charged to the grant.

“Designated headquarters” is defined as the area within the boundaries of the city or town in
which a traveler’s place of employment is located. Travel must take the employee outside
designated headquarters for more than six consecutive hours. The cost of meals for travel
lasting less than six consecutive hours is not allowable to be charged to the grant.

Applying Meal Funds to Lodging Reimbursement

For both in-state and out-of-state travel, the traveler may apply funds available for meal
reimbursement (up to the rate specified on the GSA’s Per Diem Rates page) toward lodging.
For instance, if the traveler chooses to stay in a hotel that costs $10 more a night than the
allowable maximum for lodging, the traveler can apply $10 of the maximum available for meal
reimbursement toward the lodging rate. If the traveler chooses to apply meal reimbursement to
lodging, the maximum meal reimbursement rate is reduced by the same amount (applying $10
of the meal reimbursement to lodging would reduce the meal reimbursement by $10).

NOTE: The opposite case does not apply; that is, a traveler may not reduce the amount spent
on lodging and increase the amount spent on meals. Under no circumstances may a traveler be
reimbursed from grant funds for meals at a rate that exceeds the rate given on the GSA’s Per
Diem Rates page.

Out-of-State Travel

An employee who travels within or outside the continental United States shall be reimbursed for
the actual cost of lodging and meals. However, the reimbursements out of grant funds may not
exceed the maximum meals and lodging rates based on federal travel regulations that are
issued by the Texas Comptroller of Public Accounts. (See instructions for locating online federal
meal and lodging rates given in the “In-State Travel” section, preceding.)

If local policy reimburses at a lesser amount, you must comply with local policy. If local policy
reimburses at a greater amount, you must pay the difference from local or state funds and not
from grant funds.
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Hotel Taxes

School districts are usually exempt from Texas state sales tax on lodging but are not exempt
from any city taxes or other taxes imposed for lodging. Employees may be reimbursed for
applicable taxes.

Travel Allowances

Travel allowances for in-state and out-of-state travel, in which the traveler receives a flat per
diem for lodging and/or meals, regardless of the actual amount expended, are not allowable in
Texas. Grantees must adhere to the guidelines stated above in lieu of a travel allowance.

Travel Documentation

Travel costs must be properly documented to be reimbursable. The employee must document
travel costs with a travel voucher or other comparable documentation. Auditable documentation
must include the following at a minimum:

¢ Name of the individual claiming travel reimbursement

o Destination and purpose of the trip, including how it was necessary to accomplish the
objectives of the grant project
Dates of travel

e Actual mileage (not to exceed reimbursement at the maximum allowable rate)

¢ Actual amount expended on lodging per day, with a receipt attached (may not exceed
the maximum allowable)

e Actual amount expended on meals per day (may not exceed the maximum allowable;
tips and gratuities are not reimbursable)

e Actual amount expended on public transportation, such as taxis and shuttles

e Actual amount expended on a rental car, with a receipt attached and justification for why
a rental car was necessary and how it was more cost effective than alternate
transportation; receipts for any gasoline purchased for the rental car must be attached
(mileage is not reimbursed for a rental car—only the cost of gasoline is reimbursed)

¢ Actual amount expended on incidentals, such as hotel taxes, copying of materials, and
other costs associated with the travel

e Total amount reimbursed to the employee

Travel costs that are not supported by proper documentation as described above are not
allowable to be charged to TEA grants and are subject to disallowance by state and federal
auditors and monitors.

If you have any questions about these travel reimbursement rates that apply to all TEA grants,
please email grants@tea.texas.gov.
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HarrisCounty ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT OF

M Education EDUCATION DEE (LOCAL)

DATE DEVELOPED: 03/26/06 REVISED DATE: 05/09/2022

SUBJECT: Personal vehicle mileage reimbursements (in-county)

Purpose
To provide guidelines for processing employees personal in-county vehicle mileage

reimbursements.

Procedure

Personal vehicle mileage reimbursements are allowed for employees who have incurred travel
related expenses while conducting business on behalf of HCDE in the state of Texas and within
the boundaries of Harris County. All personal mileage reimbursements should be submitted
through the Travel Management System or TMS for approval unless authorized to submit in
another form. Reimbursements will be paid at the current effective state mileage rate and may
be adjusted accordingly. Division personnel are responsible for verifying funds are available
before approving TMS transactions. Personal vehicle mileage reimbursements are requested
and processed electronically through the Travel Management System (TMS) unless the
employee is no longer employed with HCDE. If a termed employee submits a reimbursement
for personal mileage, the supervisor must prepare and submit a payment authorization and
provide all required documentation for processing payment.

Method of pay
Personal vehicle mileage reimbursements are processed via direct deposit to employees
primary payroll account.

Required Documentation

Employees are not required to submit documentation of proof for mileage, with their request for
reimbursement through TMS. However, proof of insurance is required and must be submitted
with the first request at the beginning of each fiscal year. Budget managers and supervisors are
required to certify and approve that the travel is necessary and reasonable in accordance with
state and federal guidelines. If mileage expense incurred is related to a particular case
number or cause number, the employee should document that case number or cause
number with the request.

Authorized Signatures-Only the budget manager or authorized designee is allowed to
approve and sign personal vehicle mileage reimbursements. Budget managers should
ensure that the signature authorization form is updated at all times.

Responsibility of the Employee and Budget Manager
All travel is subject to audit; therefore, budget managers may be required to submit additional
information regarding employee travels during audit reviews.

Effective September 1, 2011, all travel reimbursements paid from General funds must be
submitted within 30 days after the last date of travel and before September 15 of each fiscal
year.




Mileage reimbursement expenses incurred that are charged to Special Revenue or grant funds
may be requested through TMS no later than 30 business days after the last date of travel or no
later than 15 days after the end of the grant period. (For example, an employee who is paid
from grant funds traveled on July 13" and returned on July 16" and the grant ends on August
30, the reimbursement should be submitted and processed (paid) no later than September 15.

Allowable Expenses Supporting documentation needed
e Parking fees actual receipts, signed
e Toll road fees actual receipts, signed

Note: Notation of case number or cause number, if grant related
Note: Reimbursements will not be processed without the receipts.

What to do when Funds are unavailable (budget exceeds balance)?
If you were notified that your personal vehicle mileage reimbursement was not
processed due to funds unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has

been processed

Note: a payment will not be processed when there are no funds available.

Automobile Insurance Coverage

Employees must submit a copy of their insurance at the beginning of each fiscal year with the
first mileage reimbursement request. Proof of insurance is required before a mileage
reimbursement request may be processed. Employee’s name must appear on the
document for proof of insurance. It is the employee’s responsibility to ensure that the
insurance is current.

Commute Miles

Commute mileage is the distance an employee drive from their residence and:

(1) Their regular place of work-sometimes referred to as ‘home base’;

(2) The first assignment of the day (where an employee starts work at different locations on
different days of the week);

(3) Each assignment if an employee works a split shift or

(4) The first assignment when an employee telecommutes, and their residence is the worksite.

Commute miles must be deducted on day trips. This cost is a personal commuting expense
and will not be reimbursed-regardless of how far an employee’s home is from their regular
worksite.

If an employee works during his or her commute, commute mileage remains non-reimbursable.
for example: Engaging in a business phone call during your commute does not change the trip
from personal commute to a business commute. Employees shall comply with state law with
regards to using a cell phone while driving. State law states that using a cell phone while
driving in a school zone is prohibited.

If an employee has been directed to make a stop at a location to conduct business (pickup
supplies or materials) on behalf of HCDE, those miles must be included in the total traveled



miles. The employee should record mileage starting from his or her place of residence.

Telework Miles

Employees who have a telework agreement on file with Human Resources and are required

to travel from their residence while teleworking to a meeting may have mileage reimbursed only
after deducting the normal commute miles. For further information on teleworking and the
telework agreement, please refer to the Teleworking Procedure located on the HCDE Portal

in Human Resources procedure folder.

Travel Allowance
All employees receiving a travel allowance shall not submit a reimbursement request
for in county mileage.

Processing Deadlines
Mileage reimbursement submitted through TMS are processed weekly provided that there were

no TMS processing errors.




Harris County Cities, Towns & Census Designated Places

Addicks

Aldine

Alief

Allendale
Almeda
Almeda Plaza
Atascocita
Bammel

Barker

Barrett

Bay Oaks
Bayridge Park
Bayside Terrace
Baytown
Beaumont Place
Bellaire

Bellaire Junction
Bellaire West
Bordersville
Brookhaven
Brownwood
Bunker Hill
Village
Channelview
Clear Lake City
Clinton Park
Cloverleaf
Coady

Crosby
Cypress

Deco

Deer Park
Dogwood Acres
Dyersdale

East Haven

East Houston
East La Porte

El Jardin Del Mar
El Lago

Eldon

Fairbanks
Foster Place
Galena Park
Genoa

Golden Acres
Golfcrest
Greens Bayou
Harrisburg
Hawthorne Place
Heaker

Heakers

Hedwig Village
Hennessey
Highland Heights
Highlands
Hilshire Village
Hockley
Houmont Park
Houston
Houston Heights
Hudson
Huffman
Hufsmith
Humble

Hunters Creek
Village

Jacinto City
Jeanetta

Jersey Village
Katy

Kingwood
Kinwood

Klein

Kohrville

La Porte
Lamar Terrace
Link Five

Lois

Lomax
Louetta
Lynchburg
Magnolia
Gardens
Magnolia Park
Manchester
Mantu

Mayfair
McNair
Melendy
Meyerland
Moonshine Hill
Morgans Point
Mount Houston
Mykawa
Nassau Bay
North Houston
North Shadydale
North Shore
Oates Prairie
Olcott

Pamela Heights
Park Place
Pasadena
Pecan Park

Pelly

Pierce Junction
Piney Point Village
Red Bluff

River Terrace
Riverside Crest
Riverside Terrace
Rose Hill
Rosslyn
Satsuma
Scenic Woods
Seabrook
Settegast
Sheldon
Shoreacres
Skyscraper
Shadows

South Houston
Southside Place
Spring

Spring Valley
Sunny Side
Surf Oaks
Sylvan Beach
Taylor Lake Village
Todville
Tomball
Walden Woods
Webster

West University
Place

Westfield
Westwood Park
Winchester
Wooster
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http://texas.hometownlocator.com/tx/harris/bunker-hill-village.cfm
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http://texas.hometownlocator.com/tx/harris/channelview.cfm
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http://texas.hometownlocator.com/tx/harris/dyersdale.cfm
http://texas.hometownlocator.com/tx/harris/east-haven.cfm
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http://texas.hometownlocator.com/tx/harris/el-lago.cfm
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http://texas.hometownlocator.com/tx/harris/golden-acres.cfm
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http://texas.hometownlocator.com/tx/harris/hockley.cfm
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http://texas.hometownlocator.com/tx/harris/humble.cfm
http://texas.hometownlocator.com/tx/harris/hunters-creek-village.cfm
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http://texas.hometownlocator.com/tx/harris/jacinto-city.cfm
http://texas.hometownlocator.com/tx/harris/jeanetta.cfm
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http://texas.hometownlocator.com/tx/harris/katy.cfm
http://texas.hometownlocator.com/tx/harris/kingwood.cfm
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http://texas.hometownlocator.com/tx/harris/louetta.cfm
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http://texas.hometownlocator.com/tx/harris/manchester.cfm
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http://texas.hometownlocator.com/tx/harris/park-place.cfm
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http://texas.hometownlocator.com/tx/harris/pelly.cfm
http://texas.hometownlocator.com/tx/harris/pierce-junction.cfm
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http://texas.hometownlocator.com/tx/harris/river-terrace.cfm
http://texas.hometownlocator.com/tx/harris/riverside-crest.cfm
http://texas.hometownlocator.com/tx/harris/riverside-terrace.cfm
http://texas.hometownlocator.com/tx/harris/rose-hill.cfm
http://texas.hometownlocator.com/tx/harris/rosslyn.cfm
http://texas.hometownlocator.com/tx/harris/satsuma.cfm
http://texas.hometownlocator.com/tx/harris/scenic-woods.cfm
http://texas.hometownlocator.com/tx/harris/seabrook.cfm
http://texas.hometownlocator.com/tx/harris/settegast.cfm
http://texas.hometownlocator.com/tx/harris/sheldon.cfm
http://texas.hometownlocator.com/tx/harris/shoreacres.cfm
http://texas.hometownlocator.com/tx/harris/skyscraper-shadows.cfm
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http://texas.hometownlocator.com/tx/harris/south-houston.cfm
http://texas.hometownlocator.com/tx/harris/southside-place.cfm
http://texas.hometownlocator.com/tx/harris/spring.cfm
http://texas.hometownlocator.com/tx/harris/spring-valley.cfm
http://texas.hometownlocator.com/tx/harris/sunny-side.cfm
http://texas.hometownlocator.com/tx/harris/surf-oaks.cfm
http://texas.hometownlocator.com/tx/harris/sylvan-beach.cfm
http://texas.hometownlocator.com/tx/harris/taylor-lake-village.cfm
http://texas.hometownlocator.com/tx/harris/todville.cfm
http://texas.hometownlocator.com/tx/harris/tomball.cfm
http://texas.hometownlocator.com/tx/harris/walden-woods.cfm
http://texas.hometownlocator.com/tx/harris/webster.cfm
http://texas.hometownlocator.com/tx/harris/west-university-place.cfm
http://texas.hometownlocator.com/tx/harris/west-university-place.cfm
http://texas.hometownlocator.com/tx/harris/1349862-westfield.cfm
http://texas.hometownlocator.com/tx/harris/westwood-park.cfm
http://texas.hometownlocator.com/tx/harris/winchester.cfm
http://texas.hometownlocator.com/tx/harris/wooster.cfm

FY2022 Per Diem Rates - Effective October 1, 2021

STATE

DESTINATION

COUNTY/LOCATION DEFINED

SEASON BEGIN

Standard CONUS rate applies to

all counties not specifically listed.
Cities not listed may be located in

a listed county.

AL Birmingham Jefferson

AL Gulf Shores Baldwin October 1
AL Gulf Shores Baldwin March 1

AL Gulf Shores Baldwin June 1

AL Gulf Shores Baldwin August 1
AL Mobile Mobile October 1
AL Mobile Mobile January 1
AL Mobile Mobile April 1

AR Hot Springs Garland

AZ Grand Canyon / Flagstaff Coconino / Yavapai less the city of Sedona October 1
AZ Grand Canyon / Flagstaff Coconino / Yavapai less the city of Sedona November 1
AZ Grand Canyon / Flagstaff Coconino / Yavapai less the city of Sedona March 1

AZ Grand Canyon / Flagstaff Coconino / Yavapai less the city of Sedona May 1

AZ Kayenta Navajo October 1
AZ Kayenta Navajo November 1
AZ Kayenta Navajo March 1

AZ Phoenix / Scottsdale Maricopa October 1
AZ Phoenix / Scottsdale Maricopa June 1

AZ Phoenix / Scottsdale Maricopa September 1
AZ Sedona City Limits of Sedona October 1
AZ Sedona City Limits of Sedona January 1
AZ Sedona City Limits of Sedona March 1

AZ Sedona City Limits of Sedona May 1

AZ Sedona City Limits of Sedona September 1
AZ Tucson Pima October 1
AZ Tucson Pima January 1
AZ Tucson Pima April 1

CA Antioch / Brentwood / Concord Contra Costa

CA Bakersfield / Ridgecrest Kern

CA Barstow / Ontario / Victorville San Bernardino

CA Death Valley Inyo / NAWS China Lake October 1
CA Death Valley Inyo / NAWS China Lake November 1
CA Death Valley Inyo / NAWS China Lake February 1
CA Eureka / Arcata / McKinleyville Humboldt October 1
CA Eureka / Arcata / McKinleyville Humboldt June 1

CA Eureka / Arcata / McKinleyville Humboldt September 1
CA Fresno Fresno

CA Los Angeles Los Angeles / Orange / Ventura / Edwards AFBOctober 1
CA Los Angeles Los Angeles / Orange / Ventura / Edwards AFBNovember 1
CA Los Angeles Los Angeles / Orange / Ventura / Edwards AFBJanuary 1
CA Mammoth Lakes Mono October 1
CA Mammoth Lakes Mono December 1
CA Mammoth Lakes Mono May 1

CA Mill Valley / San Rafael / Novato |Marin October 1
CA Mill Valley / San Rafael / Novato |Marin November 1
CA Mill Valley / San Rafael / Novato |Marin June 1

CA Monterey Monterey October 1




CA Monterey Monterey June 1

CA Monterey Monterey September 1
CA Napa Napa October 1
CA Napa Napa December 1
CA Napa Napa April 1

CA Oakhurst Madera October 1
CA Oakhurst Madera May 1

CA Oakland Alameda

CA Palm Springs Riverside October 1
CA Palm Springs Riverside November 1
CA Palm Springs Riverside May 1

CA Point Arena / Gualala Mendocino

CA Sacramento Sacramento

CA San Diego San Diego October 1
CA San Diego San Diego February 1
CA San Diego San Diego August 1

CA San Francisco San Francisco October 1
CA San Francisco San Francisco January 1
CA San Francisco San Francisco April 1

CA San Francisco San Francisco September 1
CA San Luis Obispo San Luis Obispo

CA San Mateo / Foster City / Belmont [San Mateo

CA Santa Barbara Santa Barbara October 1
CA Santa Barbara Santa Barbara July 1

CA Santa Barbara Santa Barbara September 1
CA Santa Cruz Santa Cruz October 1
CA Santa Cruz Santa Cruz June 1

CA Santa Cruz Santa Cruz September 1
CA Santa Monica City limits of Santa Monica October 1
CA Santa Monica City limits of Santa Monica June 1

CA Santa Monica City limits of Santa Monica September 1
CA Santa Rosa Sonoma

CA South Lake Tahoe El Dorado October 1
CA South Lake Tahoe El Dorado January 1
CA South Lake Tahoe El Dorado July 1

CA Stockton San Joaquin

CA Sunnyvale / Palo Alto / San Jose [Santa Clara

CA Tahoe City Placer

CA Truckee Nevada

CA Visalia Tulare

CA West Sacramento / Davis Yolo

CA Yosemite National Park Mariposa October 1
CA Yosemite National Park Mariposa December 1
CA Yosemite National Park Mariposa September 1
CO Aspen Pitkin October 1
CO Aspen Pitkin December 1
CO Aspen Pitkin April 1

CO Aspen Pitkin June 1

CO Boulder / Broomfield Boulder / Broomfield October 1
CO Boulder / Broomfield Boulder / Broomfield May 1

CO Boulder / Broomfield Boulder / Broomfield September 1
CO Colorado Springs El Paso October 1
CO Colorado Springs El Paso June 1

CO Colorado Springs El Paso September 1
CO Cortez Montezuma October 1




CO Cortez Montezuma June 1

CO Crested Butte / Gunnison Gunnison October 1
CO Crested Butte / Gunnison Gunnison December 1
CO Crested Butte / Gunnison Gunnison April 1

CO Crested Butte / Gunnison Gunnison June 1

CO Denver / Aurora Denver / Adams / Arapahoe / Jefferson October 1
CO Denver / Aurora Denver / Adams / Arapahoe / Jefferson November 1
CO Denver / Aurora Denver / Adams / Arapahoe / Jefferson January 1
CO Denver / Aurora Denver / Adams / Arapahoe / Jefferson April 1

CO Douglas Douglas October 1
CO Douglas Douglas June 1

CO Douglas Douglas September 1
CO Durango La Plata October 1
CO Durango La Plata June 1

CO Fort Collins / Loveland Larimer

CO Grand Lake Grand October 1
CO Grand Lake Grand December 1
CO Grand Lake Grand April 1

CO Grand Lake Grand June 1

CcO Montrose Montrose October 1
CO Montrose Montrose June 1

CcO Montrose Montrose September 1
CO Silverthorne / Breckenridge Summit October 1
CO Silverthorne / Breckenridge Summit December 1
CO Silverthorne / Breckenridge Summit April 1

CO Silverthorne / Breckenridge Summit June 1

CO Steamboat Springs Routt October 1
CO Steamboat Springs Routt December 1
CO Steamboat Springs Routt April 1

CO Steamboat Springs Routt June 1

CO Telluride San Miguel October 1
CO Telluride San Miguel December 1
CO Telluride San Miguel April 1

CO Vail Eagle October 1
CO Vail Eagle December 1
CO Vail Eagle April 1

CT Bridgeport / Danbury Fairfield

CT Cromwell / Old Saybrook Middlesex

CT Hartford Hartford

CT New Haven New Haven

CT New London / Groton New London

DC District of Columbia Washington DC (also the cities of Alexandria, HOctober 1
DC District of Columbia Washington DC (also the cities of Alexandria, HNovember 1
DC District of Columbia Washington DC (also the cities of Alexandria, HMarch 1

DC District of Columbia Washington DC (also the cities of Alexandria, HJuly 1

DC District of Columbia Washington DC (also the cities of Alexandria,  September 1
DE Lewes Sussex October 1
DE Lewes Sussex May 1

DE Lewes Sussex July 1

DE Lewes Sussex September 1
DE Wilmington New Castle

FL Boca Raton / Delray Beach / Jupite]Palm Beach / Hendry October 1
FL Boca Raton / Delray Beach / Jupite]Palm Beach / Hendry December 1
FL Boca Raton / Delray Beach / Jupite]Palm Beach / Hendry May 1

FL Bradenton Manatee October 1




FL Bradenton Manatee December 1
FL Bradenton Manatee February 1
FL Bradenton Manatee April 1

FL Cocoa Beach Brevard October 1
FL Cocoa Beach Brevard February 1
FL Cocoa Beach Brevard April 1

FL Daytona Beach Volusia October 1
FL Daytona Beach Volusia February 1
FL Daytona Beach Volusia April 1

FL Daytona Beach Volusia August 1
FL Fort Lauderdale Broward October 1
FL Fort Lauderdale Broward January 1
FL Fort Lauderdale Broward May 1

FL Fort Myers Lee October 1
FL Fort Myers Lee February 1
FL Fort Myers Lee April 1

FL Fort Walton Beach / De Funiak Spr|Okaloosa / Walton October 1
FL Fort Walton Beach / De Funiak Spr|Okaloosa / Walton November 1
FL Fort Walton Beach / De Funiak Spr|Okaloosa / Walton March 1
FL Fort Walton Beach / De Funiak Spr|Okaloosa / Walton June 1

FL Fort Walton Beach / De Funiak Spr|Okaloosa / Walton August 1
FL Gulf Breeze Santa Rosa October 1
FL Gulf Breeze Santa Rosa March 1
FL Gulf Breeze Santa Rosa June 1

FL Gulf Breeze Santa Rosa August 1
FL Key West Monroe October 1
FL Key West Monroe December 1
FL Key West Monroe May 1

FL Key West Monroe August 1
FL Miami Miami-Dade October 1
FL Miami Miami-Dade December 1
FL Miami Miami-Dade April 1

FL Miami Miami-Dade June 1

FL Naples Collier October 1
FL Naples Collier December 1
FL Naples Collier February 1
FL Naples Collier May 1

FL Orlando Orange October 1
FL Orlando Orange January 1
FL Orlando Orange April 1

FL Panama City Bay October 1
FL Panama City Bay March 1
FL Panama City Bay June 1

FL Pensacola Escambia October 1
FL Pensacola Escambia March 1
FL Pensacola Escambia June 1

FL Pensacola Escambia August 1
FL Punta Gorda Charlotte October 1
FL Punta Gorda Charlotte February 1
FL Punta Gorda Charlotte April 1

FL Sarasota Sarasota October 1
FL Sarasota Sarasota February 1
FL Sarasota Sarasota May 1

FL Sebring Highlands October 1
FL Sebring Highlands February 1




FL Sebring Highlands April 1

FL St. Augustine St. Johns

FL Stuart Martin October 1
FL Stuart Martin February 1
FL Stuart Martin April 1

FL Tallahassee Leon October 1
FL Tallahassee Leon January 1
FL Tallahassee Leon April 1

FL Tampa / St. Petersburg Pinellas / Hillsborough October 1
FL Tampa / St. Petersburg Pinellas / Hillsborough January 1
FL Tampa / St. Petersburg Pinellas / Hillsborough May 1

FL Vero Beach Indian River October 1
FL Vero Beach Indian River December 1
FL Vero Beach Indian River May 1

GA Athens Clarke

GA Atlanta Fulton / Dekalb

GA Augusta Richmond

GA Jekyll Island / Brunswick Glynn October 1
GA Jekyll Island / Brunswick Glynn March 1

GA Jekyll Island / Brunswick Glynn August 1
GA Marietta Cobb

GA Savannah Chatham October 1
GA Savannah Chatham March 1

GA Savannah Chatham May 1

IA Dallas Dallas October 1
IA Dallas Dallas January 1
IA Dallas Dallas September 1
IA Des Moines Polk

ID Boise Ada

ID Coeur d'Alene Kootenai October 1
ID Coeur d'Alene Kootenai June 1

ID Coeur d'Alene Kootenai September 1
ID Sun Valley / Ketchum Blaine / EImore October 1
ID Sun Valley / Ketchum Blaine / EImore June 1

IL Bolingbrook / Romeoville / Lemont |Will

IL Chicago Cook / Lake October 1
IL Chicago Cook / Lake December 1
IL Chicago Cook / Lake April 1

IL Chicago Cook / Lake July 1

IL Chicago Cook / Lake September 1
IL East St. Louis / O'Fallon / Fairview |St. Clair

IL Oak Brook Terrace DuPage

IN Bloomington Monroe October 1
IN Bloomington Monroe May 1

IN Bloomington Monroe September 1
IN Ft. Wayne Allen

IN Hammond / Munster / Merrillville  [Lake

IN Indianapolis / Carmel Marion / Hamilton

IN Lafayette / West Lafayette Tippecanoe October 1
IN Lafayette / West Lafayette Tippecanoe August 1
KS Kansas City / Overland Park Wyandotte / Johnson / Leavenworth

KS Wichita Sedgwick

KY Boone Boone

KY Kenton Kenton

KY Lexington Fayette




KY Louisville Jefferson October 1
KY Louisville Jefferson November 1
KY Louisville Jefferson February 1
KY Louisville Jefferson June 1

LA Alexandria / Leesville / NatchitochgAllen / Jefferson Davis / Natchitoches / Rapide

LA Baton Rouge East Baton Rouge Parish

LA New Orleans Orleans / Jefferson Parishes October 1
LA New Orleans Orleans / Jefferson Parishes January 1
LA New Orleans Orleans / Jefferson Parishes June 1

MA Andover Essex

MA Boston / Cambridge Suffolk, city of Cambridge October 1
MA Boston / Cambridge Suffolk, city of Cambridge November 1
MA Boston / Cambridge Suffolk, city of Cambridge March 1

MA Boston / Cambridge Suffolk, city of Cambridge July 1

MA Boston / Cambridge Suffolk, city of Cambridge September 1
MA Burlington / Woburn Middlesex less the city of Cambridge October 1
MA Burlington / Woburn Middlesex less the city of Cambridge November 1
MA Burlington / Woburn Middlesex less the city of Cambridge May 1

MA Falmouth City limits of Falmouth October 1
MA Falmouth City limits of Falmouth May 1

MA Falmouth City limits of Falmouth July 1

MA Falmouth City limits of Falmouth September 1
MA Hyannis Barnstable less the city of Falmouth October 1
MA Hyannis Barnstable less the city of Falmouth July 1

MA Hyannis Barnstable less the city of Falmouth September 1
MA Martha's Vineyard Dukes October 1
MA Martha's Vineyard Dukes June 1

MA Nantucket Nantucket October 1
MA Nantucket Nantucket June 1

MA Northampton Hampshire

MA Pittsfield Berkshire October 1
MA Pittsfield Berkshire June 1

MA Pittsfield Berkshire September 1
MA Plymouth / Taunton / New Bedford |Plymouth / Bristol

MA Quincy Norfolk

MA Springfield Hampden

MA Worcester Worcester

MD Aberdeen / Bel Air / Belcamp Harford

MD Annapolis Anne Arundel October 1
MD Annapolis Anne Arundel November 1
MD Annapolis Anne Arundel May 1

MD Baltimore City Baltimore City October 1
MD Baltimore City Baltimore City March 1

MD Baltimore City Baltimore City July 1

MD Baltimore County Baltimore

MD Cambridge / St. Michaels Dorchester / Talbot October 1
MD Cambridge / St. Michaels Dorchester / Talbot June 1

MD Cambridge / St. Michaels Dorchester / Talbot September 1
MD Centreville Queen Anne

MD Columbia Howard

MD Frederick Frederick

MD Ocean City Worcester October 1
MD Ocean City Worcester July 1

MD Ocean City Worcester September 1
ME Bar Harbor / Rockport Hancock / Knox October 1




ME Bar Harbor / Rockport Hancock / Knox November 1
ME Bar Harbor / Rockport Hancock / Knox July 1

ME Bar Harbor / Rockport Hancock / Knox September 1
ME Kennebunk / Kittery / Sanford York October 1
ME Kennebunk / Kittery / Sanford York November 1
ME Kennebunk / Kittery / Sanford York July 1

ME Kennebunk / Kittery / Sanford York September 1
ME Portland Cumberland / Sagadahoc October 1
ME Portland Cumberland / Sagadahoc November 1
ME Portland Cumberland / Sagadahoc July 1

ME Portland Cumberland / Sagadahoc September 1
Ml Ann Arbor Washtenaw October 1

Ml Ann Arbor Washtenaw May 1

Ml Ann Arbor Washtenaw September 1
MI Detroit Wayne

Ml East Lansing / Lansing Ingham / Eaton

MI Grand Rapids Kent

Ml Holland Ottawa October 1
Ml Holland Ottawa May 1

Ml Holland Ottawa July 1

Ml Kalamazoo / Battle Creek Kalamazoo / Calhoun

Ml Mackinac Island Mackinac October 1
Ml Mackinac Island Mackinac July 1

Ml Mackinac Island Mackinac September 1
Ml Midland Midland

Ml Muskegon Muskegon October 1
Ml Muskegon Muskegon June 1

Ml Muskegon Muskegon September 1
MI Petoskey Emmet October 1
MI Petoskey Emmet July 1

MI Petoskey Emmet September 1
Ml Pontiac / Auburn Hills Oakland

Ml South Haven Van Buren October 1
MI South Haven Van Buren June 1

MI South Haven Van Buren September 1
Ml Traverse City Grand Traverse October 1
Ml Traverse City Grand Traverse July 1

Ml Traverse City Grand Traverse September 1
MN Duluth St. Louis October 1
MN Duluth St. Louis November 1
MN Duluth St. Louis June 1

MN Eagan / Burnsville / Mendota Heigh Dakota

MN Minneapolis / St. Paul Hennepin / Ramsey

MN Rochester Olmsted

MO Kansas City Jackson / Clay / Cass / Platte

MO St. Louis St. Louis / St. Louis City / St. Charles

MS Oxford Lafayette

MS Southaven Desoto

MS Starkville Oktibbeha

MT Big Sky / West Yellowstone/Gardin|Gallatin/Park October 1
MT Big Sky / West Yellowstone/Gardin|Gallatin/Park June 1

MT Helena Lewis and Clark

MT Kalispell/Whitefish Flathead October 1
MT Kalispell/Whitefish Flathead July 1

MT Kalispell/Whitefish Flathead September 1




MT Missoula Missoula October 1
MT Missoula Missoula June 1

NC Asheville Buncombe October 1
NC Asheville Buncombe January 1
NC Asheville Buncombe April 1

NC Atlantic Beach / Morehead City Carteret October 1
NC Atlantic Beach / Morehead City Carteret March 1

NC Atlantic Beach / Morehead City Carteret September 1
NC Chapel Hill Orange

NC Charlotte Mecklenburg

NC Durham Durham

NC Fayetteville Cumberland

NC Greenshoro Guilford October 1
NC Greensboro Guilford May 1

NC Kill Devil Hills Dare October 1
NC Kill Devil Hills Dare April 1

NC Raleigh Wake

NC Wilmington New Hanover

NE Omaha Douglas

NH Concord Merrimack

NH Conway Caroll October 1
NH Conway Caroll March 1

NH Conway Caroll July 1

NH Conway Caroll September 1
NH Durham Strafford October 1
NH Durham Strafford July 1

NH Durham Strafford September 1
NH Laconia Belknap October 1
NH Laconia Belknap November 1
NH Laconia Belknap June 1

NH Lebanon / Lincoln / West Lebanon |Grafton

NH Manchester Hillsborough October 1
NH Manchester Hillsborough March 1

NH Manchester Hillsborough May 1

NH Portsmouth Rockingham October 1
NH Portsmouth Rockingham November 1
NH Portsmouth Rockingham July 1

NH Portsmouth Rockingham September 1
NJ Cherry Hill / Moorestown Camden / Burlington

NJ Eatontown / Freehold Monmouth

NJ Edison / Piscataway Middlesex

NJ Flemington Hunterdon

NJ Newark Essex / Bergen / Hudson / Passaic

NJ Parsippany Morris

NJ Princeton / Trenton Mercer

NJ Somerset Somerset

NJ Springfield / Cranford / New Provid{Union

NJ Toms River Ocean October 1
NJ Toms River Ocean July 1

NJ Toms River Ocean September 1
NM Albuquerque Bernalillo

NM Carlsbad Eddy

NM Santa Fe Santa Fe October 1
NM Santa Fe Santa Fe January 1
NM Santa Fe Santa Fe March 1




NM Taos Taos

NV Incline Village / Reno / Sparks Washoe October 1
NV Incline Village / Reno / Sparks Washoe July 1

NV Incline Village / Reno / Sparks Washoe September 1
NV Las Vegas Clark

NY Albany Albany

NY Binghamton Broome

NY Buffalo Erie

NY Floral Park / Garden City / Great N¢Nassau

NY Glens Falls Warren October 1
NY Glens Falls Warren July 1

NY Glens Falls Warren September 1
NY Ithaca Tompkins October 1
NY Ithaca Tompkins December 1
NY Ithaca Tompkins February 1
NY Kingston Ulster

NY Lake Placid Essex October 1
NY Lake Placid Essex March 1

NY Lake Placid Essex July 1

NY Lake Placid Essex September 1
NY New York City Bronx / Kings / New York / Queens / Richmond|October 1
NY New York City Bronx / Kings / New York / Queens / Richmond|January 1
NY New York City Bronx / Kings / New York / Queens / Richmond|{March 1

NY New York City Bronx / Kings / New York / Queens / Richmond|July 1

NY New York City Bronx / Kings / New York / Queens / Richmond|September 1
NY Niagara Falls Niagara October 1
NY Niagara Falls Niagara June 1

NY Niagara Falls Niagara September 1
NY Nyack / Palisades Rockland

NY Poughkeepsie Dutchess

NY Riverhead / Ronkonkoma / Melville| Suffolk

NY Rochester Monroe

NY Saratoga Springs / Schenectady [Saratoga / Schenectady October 1
NY Saratoga Springs / Schenectady |[Saratoga / Schenectady July 1

NY Saratoga Springs / Schenectady [Saratoga / Schenectady September 1
NY Syracuse / Oswego Onondaga / Oswego

NY Tarrytown / White Plains / New RoqWestchester

NY Troy Rensselaer

NY West Point Orange

OH Akron Summit

OH Canton Stark October 1
OH Canton Stark July 1

OH Canton Stark September 1
OH Cincinnati Hamilton / Clermont

OH Cleveland Cuyahoga

OH Columbus Franklin

OH Dayton / Fairborn Greene / Montgomery

OH Hamilton Butler / Warren

OH Mentor Lake

OH Sandusky Erie October 1
OH Sandusky Erie March 1

OH Sandusky Erie September 1
OH Wooster Wayne

OK Oklahoma City Oklahoma

OR Beaverton Washington




OR Bend Deschutes October 1
OR Bend Deschutes June 1

OR Bend Deschutes September 1
OR Clackamas Clackamas October 1
OR Clackamas Clackamas June 1

OR Clackamas Clackamas September 1
OR Eugene / Florence Lane

OR Lincoln City Lincoln October 1
OR Lincoln City Lincoln July 1

OR Lincoln City Lincoln September 1
OR Portland Multnomah October 1
OR Portland Multhomah November 1
OR Portland Multnomah June 1

OR Seaside Clatsop October 1
OR Seaside Clatsop July 1

OR Seaside Clatsop September 1
PA Allentown / Easton / Bethlehem Lehigh / Northampton

PA Bucks Bucks October 1
PA Bucks Bucks June 1

PA Bucks Bucks August 1

PA Chester / Radnor / Essington Delaware

PA Erie Erie

PA Gettysburg Adams October 1
PA Gettysburg Adams November 1
PA Gettysburg Adams April 1

PA Harrisburg Dauphin County excluding Hershey

PA Hershey Hershey October 1
PA Hershey Hershey November 1
PA Hershey Hershey June 1

PA Hershey Hershey September 1
PA Lancaster Lancaster

PA Malvern / Frazer / Berwyn Chester

PA Montgomery Montgomery

PA Philadelphia Philadelphia October 1
PA Philadelphia Philadelphia December 1
PA Philadelphia Philadelphia March 1

PA Philadelphia Philadelphia July 1

PA Philadelphia Philadelphia September 1
PA Pittsburgh Allegheny

PA Reading Berks

PA State College Centre

RI East Greenwich / Warwick Kent

RI Jamestown / Middletown / Newport|Newport October 1
RI Jamestown / Middletown / Newport|Newport November 1
RI Jamestown / Middletown / Newport|Newport June 1

RI Jamestown / Middletown / Newport|Newport September 1
RI Providence / Bristol Providence / Bristol

SC Charleston Charleston / Berkeley / Dorchester October 1
SC Charleston Charleston / Berkeley / Dorchester December 1
SC Charleston Charleston / Berkeley / Dorchester March 1

SC Charleston Charleston / Berkeley / Dorchester June 1

SC Columbia Richland / Lexington

SC Hilton Head Beaufort October 1
SC Hilton Head Beaufort April 1

SC Hilton Head Beaufort June 1




SC Hilton Head Beaufort September 1
SC Myrtle Beach Horry October 1
SC Myrtle Beach Horry April 1

SC Myrtle Beach Horry June 1

SC Myrtle Beach Horry September 1
SD Deadwood / Spearfish Lawrence October 1
SD Deadwood / Spearfish Lawrence June 1

SD Hot Springs Fall River / Custer October 1
SD Hot Springs Fall River / Custer June 1

SD Rapid City Pennington October 1
SD Rapid City Pennington June 1

SD Rapid City Pennington September 1
TN Brentwood / Franklin Williamson

TN Chattanooga Hamilton

TN Knoxville Knox

TN Memphis Shelby

TN Nashville Davidson October 1
TN Nashville Davidson December 1
TN Nashville Davidson February 1
TN Nashville Davidson July 1

TN Nashville Davidson September 1
TX Arlington / Fort Worth / Grapevine |Tarrant County / City of Grapevine

TX Austin Travis October 1
TX Austin Travis November 1
TX Austin Travis February 1
TX Austin Travis July 1

TX Austin Travis September 1
TX Big Spring Howard

TX Corpus Christi Nueces

TX Dallas Dallas October 1
TX Dallas Dallas December 1
TX Dallas Dallas September 1
TX El Paso El Paso

TX Galveston Galveston October 1
TX Galveston Galveston June 1

TX Galveston Galveston August 1

TX Houston Montgomery / Fort Bend / Harris

TX Midland / Odessa Midland / Andrews / Ector / Martin

X Pecos Reeves

TX Plano Collin

TX Round Rock Williamson

TX San Antonio Bexar

TX South Padre Island Cameron October 1
TX South Padre Island Cameron March 1

TX South Padre Island Cameron August 1

TX Waco McLennan October 1
TX Waco McLennan March 1

TX Waco McLennan May 1

uT Moab Grand October 1
uT Moab Grand November 1
uT Moab Grand March 1

uT Park City Summit October 1
uT Park City Summit December 1
uT Park City Summit April 1

uT Provo Utah




UT Salt Lake City Salt Lake / Tooele

VA Blacksburg Montgomery October 1
VA Blacksburg Montgomery November 1
VA Blacksburg Montgomery July 1

VA Charlottesville City of Charlottesville / Albemarle

VA Loudoun Loudoun

VA Lynchburg Campbell / Lynchburg City

VA Richmond City of Richmond

VA Roanoke City limits of Roanoke

VA Virginia Beach City of Virginia Beach October 1
VA Virginia Beach City of Virginia Beach June 1

VA Virginia Beach City of Virginia Beach September 1
VA Wallops Island Accomack October 1
VA Wallops Island Accomack July 1

VA Wallops Island Accomack September 1
VA Williamsburg / York James City / York Counties / City of WilliamsbJyOctober 1
VA Williamsburg / York James City / York Counties / City of WilliamsbJJanuary 1
VA Williamsburg / York James City / York Counties / City of WilliamsbUApril 1

VA Williamsburg / York James City / York Counties / City of Williamsby September 1
VT Burlington Chittenden October 1
VT Burlington Chittenden November 1
VT Burlington Chittenden June 1

VT Manchester Bennington October 1
VT Manchester Bennington November 1
VT Manchester Bennington August 1

VT Montpelier Washington October 1
VT Montpelier Washington November 1
VT Montpelier Washington August 1

VT Stowe Lamoille October 1
VT Stowe Lamoille December 1
VT Stowe Lamoille March 1

VT White River Junction Windsor October 1
VT White River Junction Windsor November 1
VT White River Junction Windsor June 1

WA Everett / Lynnwood Snohomish October 1
WA Everett / Lynnwood Snohomish June 1

WA Everett / Lynnwood Snohomish September 1
WA Ocean Shores Grays Harbor October 1
WA Ocean Shores Grays Harbor July 1

WA Ocean Shores Grays Harbor September 1
WA Olympia / Tumwater Thurston October 1
WA Olympia / Tumwater Thurston November 1
WA Olympia / Tumwater Thurston September 1
WA Port Angeles / Port Townsend Clallam / Jefferson October 1
WA Port Angeles / Port Townsend Clallam / Jefferson July 1

WA Port Angeles / Port Townsend Clallam / Jefferson September 1
WA Richland / Pasco Benton / Franklin

WA Seattle King October 1
WA Seattle King November 1
WA Seattle King May 1

WA Spokane Spokane

WA Tacoma Pierce

WA Vancouver Clark / Cowlitz / Skamania October 1
WA Vancouver Clark / Cowlitz / Skamania November 1
WA Vancouver Clark / Cowlitz / Skamania June 1




WiI Appleton Outagamie

WI Brookfield / Racine Waukesha / Racine

Wi Madison Dane October 1
WI Madison Dane November 1
WiI Madison Dane April 1

WI Milwaukee Milwaukee October 1
Wi Milwaukee Milwaukee June 1

WI Milwaukee Milwaukee August 1

Wi Sturgeon Bay Door October 1
WI Sturgeon Bay Door November 1
WI Sturgeon Bay Door June 1

WI Wisconsin Dells Columbia October 1
Wi Wisconsin Dells Columbia June 1

WI Wisconsin Dells Columbia September 1
WV Charleston Kanawha

WV Morgantown Monongalia

WY Cody Park October 1
WY Cody Park June 1

WY Jackson / Pinedale Teton / Sublette October 1
WY Jackson / Pinedale Teton / Sublette June 1

WY Rock Springs Sweetwater




SEASON END FY22 Lodging Rate |FY22 M&IE
$ 96 $ 59
$113 $69
February 28 $111 $ 69
May 31 $136 $69
July 31 $173 $ 69
September 30 $111 $69
December 31 $ 96 $59
March 31 $ 105 $59
September 30 $ 96 $59
$ 103 $ 64
October 31 $ 138 $74
February 28 $ 96 $74
April 30 $118 $74
September 30 $138 $74
October 31 $134 $ 64
February 28 $102 $64
September 30 $134 $ 64
May 31 $151 $69
August 31 $96 $ 69
September 30 $151 $69
December 31 $ 180 $79
February 28 $146 $79
April 30 $ 220 $79
August 31 $ 154 $79
September 30 $ 180 $79
December 31 $ 96 $64
March 31 $ 133 $64
September 30 $ 96 $64
$ 165 $74
$116 $64
$111 $ 64
October 31 $130 $ 69
January 31 $ 109 $ 69
September 30 $130 $69
May 31 $ 101 $ 69
August 31 $129 $69
September 30 $101 $ 69
$110 $69
October 31 $182 $74
December 31 $ 168 $74
September 30 $182 $74
November 30 $126 $79
April 30 $ 148 $79
September 30 $126 $79
October 31 $ 189 $74
May 31 $ 166 $74
September 30 $ 189 $74
May 31 $ 166 $74




August 31 $ 240 $74
September 30 $ 166 $74
November 30 $213 $79
March 31 $ 160 $79
September 30 $213 $79
April 30 $ 104 $69
September 30 $ 137 $ 69

$ 189 $74
October 31 $114 $ 69
April 30 $ 144 $69
September 30 $114 $ 69

$129 $79

$ 145 $ 69
January 31 $161 $74
July 31 $181 $74
September 30 $161 $74
December 31 $ 288 $79
March 31 $ 333 $79
August 31 $ 270 $79
September 30 $ 288 $79

$124 $74

$ 222 $74
June 30 $177 $74
August 31 $ 228 $74
September 30 $177 $74
May 31 $128 $69
August 31 $172 $ 69
September 30 $128 $69
May 31 $ 239 $79
August 31 $ 284 $79
September 30 $ 239 $79

$ 157 $74
December 31 $ 135 $74
June 30 $120 $74
September 30 $ 135 $74

$ 140 $74

$ 245 $74

$124 $74

$126 $79

$113 $69

$133 $ 69
November 30 $120 $79
August 31 $ 136 $79
September 30 $120 $79
November 30 $ 188 $79
March 31 $ 375 $79
May 31 $ 147 $79
September 30 $188 $79
April 30 $128 $ 69
August 31 $ 160 $ 69
September 30 $128 $ 69
May 31 $112 $69
August 31 $ 147 $ 69
September 30 $112 $69
May 31 $ 96 $ 64




September 30 $122 $ 64
November 30 $126 $74
March 31 $175 $74
May 31 $ 106 $74
September 30 $ 126 $74
October 31 $199 $79
December 31 $ 153 $79
March 31 $ 162 $79
September 30 $ 199 $79
May 31 $115 $69
August 31 $ 140 $ 69
September 30 $115 $69
May 31 $ 102 $74
September 30 $151 $74
$113 $69

November 30 $138 $79
March 31 $217 $79
May 31 $114 $79
September 30 $138 $79
May 31 $99 $69
August 31 $113 $ 69
September 30 $99 $69
November 30 $ 152 $79
March 31 $ 250 $79
May 31 $119 $79
September 30 $152 $79
November 30 $ 115 $79
March 31 $129 $79
May 31 $ 96 $79
September 30 $115 $79
November 30 $ 197 $79
March 31 $418 $79
September 30 $ 197 $79
November 30 $179 $79
March 31 $ 397 $79
September 30 $179 $79
$125 $ 69

$97 $ 64

$132 $ 69

$114 $69

$104 $ 69

October 31 $ 257 $79
February 28 $ 188 $79
June 30 $ 258 $79
August 31 $172 $79
September 30 $ 257 $79
April 30 $ 96 $ 64
June 30 $138 $ 64
August 31 $ 200 $ 64
September 30 $ 96 $64
$131 $64

November 30 $121 $69
April 30 $ 205 $ 69
September 30 $121 $69
November 30 $ 96 $ 64




January 31 $111 $ 64
March 31 $ 150 $64
September 30 $ 96 $ 64
January 31 $141 $74
March 31 $171 $74
September 30 $141 $74
January 31 $ 96 $ 69
March 31 $130 $ 69
July 31 $114 $ 69
September 30 $ 96 $69
December 31 $ 151 $69
April 30 $ 204 $69
September 30 $ 123 $ 69
January 31 $117 $64
March 31 $ 208 $64
September 30 $117 $64
October 31 $142 $69
February 28 $ 96 $69
May 31 $ 166 $ 69
July 31 $ 238 $69
September 30 $142 $ 69
February 28 $ 100 $59
May 31 $129 $59
July 31 $177 $59
September 30 $ 100 $59
November 30 $ 207 $ 69
April 30 $ 304 $ 69
July 31 $ 208 $69
September 30 $172 $ 69
November 30 $ 127 $ 69
March 31 $192 $69
May 31 $ 150 $69
September 30 $ 115 $ 69
November 30 $121 $ 69
January 31 $194 $ 69
April 30 $ 235 $69
September 30 $121 $ 69
December 31 $129 $ 69
March 31 $ 153 $69
September 30 $129 $69
February 28 $ 146 $ 64
May 31 $ 165 $ 64
September 30 $ 146 $ 64
February 28 $109 $64
May 31 $134 $ 64
July 31 $170 $ 64
September 30 $ 109 $ 64
January 31 $ 96 $64
March 31 $ 163 $64
September 30 $ 96 $64
January 31 $ 103 $ 69
April 30 $ 154 $69
September 30 $ 103 $ 69
January 31 $ 96 $64
March 31 $ 159 $64




September 30 $ 96 $ 64
$ 133 $69
January 31 $111 $ 69
March 31 $ 169 $ 69
September 30 $111 $ 69
December 31 $111 $64
March 31 $ 148 $64
September 30 $111 $64
December 31 $124 $ 69
April 30 $ 163 $ 69
September 30 $124 $ 69
November 30 $131 $ 69
April 30 $ 188 $ 69
September 30 $131 $69
$ 107 $59
$ 163 $74
$ 107 $59
February 28 $143 $79
July 31 $ 190 $79
September 30 $143 $79
$121 $ 64
February 28 $120 $69
April 30 $ 138 $ 69
September 30 $120 $69
December 31 $ 105 $69
August 31 $111 $69
September 30 $ 105 $ 69
$111 $ 64
$ 147 $74
May 31 $ 96 $64
August 31 $ 146 $ 64
September 30 $ 96 $64
May 31 $ 108 $74
September 30 $138 $74
$ 105 $ 64
November 30 $218 $79
March 31 $134 $79
June 30 $216 $79
August 31 $ 187 $79
September 30 $218 $79
$141 $ 64
$114 $ 64
April 30 $ 96 $ 64
August 31 $ 106 $64
September 30 $ 96 $ 64
$ 108 $ 64
$ 102 $ 64
$ 127 $69
July 31 $ 100 $ 64
September 30 $118 $64
$123 $ 64
$ 103 $ 64
$114 $ 64
$ 151 $74
$110 $ 64




October 31 $131 $64
January 31 $113 $64
May 31 $ 139 $ 64
September 30 $131 $64
$99 $64

$99 $69

December 31 $136 $74
May 31 $158 $74
September 30 $ 136 $74
$ 123 $ 64

October 31 $ 309 $79
February 28 $ 185 $79
June 30 $281 $79
August 31 $ 264 $79
September 30 $ 309 $79
October 31 $168 $ 69
April 30 $142 $ 69
September 30 $168 $69
April 30 $134 $ 69
June 30 $171 $ 69
August 31 $273 $ 69
September 30 $134 $69
June 30 $114 $69
August 31 $197 $69
September 30 $114 $ 69
May 31 $ 158 $79
September 30 $ 340 $79
May 31 $163 $79
September 30 $ 354 $79
$122 $69

May 31 $118 $ 64
August 31 $ 154 $64
September 30 $118 $ 64
$113 $69

$ 150 $ 69

$115 $64

$125 $ 69

$ 104 $ 64

October 31 $133 $69
April 30 $106 $69
September 30 $ 133 $ 69
February 28 $137 $69
June 30 $151 $ 69
September 30 $137 $69
$101 $ 64

May 31 $121 $ 64
August 31 $ 161 $ 64
September 30 $121 $64
$119 $ 64

$ 106 $69

$ 100 $64

June 30 $ 106 $ 69
August 31 $ 256 $ 69
September 30 $ 106 $69
October 31 $ 166 $74




June 30 $124 $74
August 31 $ 209 $74
September 30 $ 166 $74
October 31 $131 $ 69
June 30 $ 103 $ 69
August 31 $ 200 $69
September 30 $131 $ 69
October 31 $ 149 $64
June 30 $110 $64
August 31 $176 $64
September 30 $ 149 $ 64
April 30 $118 $69
August 31 $134 $ 69
September 30 $118 $69
$133 $64

$ 106 $64

$114 $ 64

April 30 $116 $ 64
June 30 $122 $64
September 30 $116 $64
$ 104 $ 64

June 30 $ 96 $74
August 31 $134 $74
September 30 $ 96 $74
$119 $59

May 31 $ 96 $64
August 31 $ 126 $ 64
September 30 $ 96 $64
June 30 $110 $ 64
August 31 $ 203 $64
September 30 $110 $ 64
$117 $ 64

May 31 $ 96 $ 64
August 31 $115 $64
September 30 $ 96 $ 64
June 30 $110 $64
August 31 $ 195 $ 64
September 30 $110 $64
October 31 $ 165 $79
May 31 $121 $79
September 30 $ 165 $79
$ 100 $69

$ 148 $79

$ 133 $64

$123 $64

$141 $ 64

$99 $64

$ 109 $59

$103 $64

May 31 $ 124 $79
September 30 $241 $79
$ 103 $ 64

June 30 $ 96 $64
August 31 $177 $64
September 30 $ 96 $ 64




May 31 $ 96 $ 69
September 30 $131 $69
December 31 $120 $64
March 31 $ 97 $64
September 30 $ 120 $ 64
February 28 $ 100 $64
August 31 $132 $ 64
September 30 $ 100 $64
$111 $74

$129 $69

$115 $ 64

$ 109 $ 64

April 30 $112 $ 64
September 30 $103 $64
March 31 $ 96 $74
September 30 $151 $74
$ 123 $ 64

$119 $59

$110 $ 64

$111 $ 64

February 28 $132 $ 69
June 30 $116 $ 69
August 31 $ 155 $ 69
September 30 $132 $69
June 30 $ 110 $59
August 31 $137 $59
September 30 $110 $59
October 31 $ 149 $64
May 31 $122 $ 64
September 30 $ 149 $64
$141 $59

February 28 $124 $64
April 30 $111 $ 64
September 30 $124 $64
October 31 $ 145 $ 64
June 30 $115 $64
August 31 $ 163 $ 64
September 30 $ 145 $64
$99 $ 69

$ 120 $69

$116 $ 69

$ 126 $69

$ 147 $ 69

$161 $69

$ 137 $ 69

$ 153 $ 64

$ 126 $ 69

June 30 $120 $ 69
August 31 $ 165 $ 69
September 30 $120 $69
$111 $ 69

$ 212 $ 64

December 31 $133 $69
February 28 $104 $ 69
September 30 $ 133 $ 69




$103 $64

June 30 $102 $ 69
August 31 $ 126 $ 69
September 30 $102 $69
$120 $ 69

$114 $69

$101 $ 64

$ 106 $69

$ 150 $74

June 30 $102 $ 69
August 31 $ 168 $ 69
September 30 $102 $69
November 30 $134 $74
January 31 $104 $74
September 30 $134 $74
$113 $69

February 28 $ 125 $79
June 30 $112 $79
August 31 $182 $79
September 30 $125 $79
December 31 $ 286 $79
February 28 $ 159 $79
June 30 $ 258 $79
August 31 $ 220 $79
September 30 $ 286 $79
May 31 $ 96 $69
August 31 $ 115 $ 69
September 30 $ 96 $69
$117 $ 69

$ 106 $69

$ 145 $ 69

$114 $69

June 30 $116 $64
August 31 $ 180 $64
September 30 $116 $ 64
$101 $ 64

$142 $74

$ 108 $ 64

$110 $ 64

$99 $64

June 30 $ 96 $64
August 31 $108 $64
September 30 $ 96 $ 64
$ 151 $74

$ 137 $ 69

$122 $ 64

$ 109 $64

$117 $59

$ 105 $59

February 28 $101 $64
August 31 $119 $ 64
September 30 $101 $64
$ 101 $59

$ 104 $ 64

$ 136 $64




May 31 $115 $ 64
August 31 $161 $64
September 30 $ 115 $ 64
May 31 $115 $ 64
August 31 $ 138 $ 64
September 30 $115 $64
$108 $64

June 30 $114 $ 69
August 31 $ 162 $ 69
September 30 $114 $69
October 31 $182 $74
May 31 $ 152 $74
September 30 $182 $74
June 30 $110 $ 69
August 31 $182 $ 69
September 30 $110 $69
$ 109 $64

May 31 $102 $ 64
July 31 $116 $ 64
September 30 $102 $64
$119 $ 64

$98 $59

October 31 $ 103 $ 64
March 31 $ 96 $64
September 30 $ 103 $ 64
$117 $ 64

October 31 $128 $74
May 31 $113 $74
August 31 $175 $74
September 30 $128 $74
$ 107 $59

$129 $ 64

$126 $ 69

November 30 $198 $79
February 28 $ 149 $79
June 30 $210 $79
August 31 $ 166 $79
September 30 $198 $79
$124 $ 64

$111 $59

$100 $ 69

$ 106 $69

October 31 $179 $64
May 31 $117 $ 64
August 31 $ 220 $ 64
September 30 $179 $64
$ 155 $ 64

November 30 $ 189 $79
February 28 $ 162 $79
May 31 $ 228 $79
September 30 $ 189 $79
$112 $ 64

March 31 $ 115 $69
May 31 $161 $69
August 31 $182 $ 69




September 30 $ 115 $ 69
March 31 $ 96 $ 69
May 31 $ 115 $ 69
August 31 $ 167 $69
September 30 $ 96 $ 69
May 31 $ 96 $74
September 30 $128 $74
May 31 $ 96 $64
September 30 $123 $ 64
May 31 $ 96 $64
August 31 $ 133 $ 64
September 30 $ 96 $64
$125 $ 69

$ 109 $ 64

$ 102 $64

$123 $69

November 30 $234 $79
January 31 $187 $79
June 30 $ 230 $79
August 31 $ 207 $79
September 30 $234 $79
$ 167 $ 64

October 31 $ 158 $ 64
January 31 $140 $64
June 30 $161 $ 64
August 31 $131 $64
September 30 $ 158 $ 64
$ 136 $64

$103 $64

November 30 $161 $ 69
August 31 $ 154 $ 69
September 30 $161 $69
$98 $64

May 31 $99 $64
July 31 $132 $ 64
September 30 $99 $64
$122 $ 69

$ 183 $ 64

$134 $59

$122 $64

$ 102 $64

$124 $ 64

February 28 $ 96 $59
July 31 $ 105 $59
September 30 $ 96 $59
February 28 $107 $64
April 30 $123 $ 64
September 30 $107 $64
October 31 $ 167 $69
February 28 $ 96 $69
September 30 $ 167 $ 69
November 30 $ 147 $79
March 31 $279 $79
September 30 $ 147 $79
$98 $64




$128 $ 64
October 31 $123 $59
June 30 $ 105 $59
September 30 $123 $59

$126 $ 69

$116 $69

$104 $64

$ 145 $ 64

$122 $59
May 31 $ 106 $ 64
August 31 $ 186 $ 64
September 30 $ 106 $64
June 30 $112 $64
August 31 $ 207 $64
September 30 $112 $ 64
December 31 $ 102 $64
March 31 $ 96 $64
August 31 $118 $64
September 30 $ 102 $ 64
October 31 $ 146 $ 69
May 31 $111 $ 69
September 30 $146 $69
October 31 $124 $79
July 31 $ 107 $79
September 30 $124 $79
October 31 $ 149 $ 69
July 31 $ 127 $ 69
September 30 $ 149 $69
November 30 $ 146 $79
February 28 $ 154 $79
September 30 $ 146 $79
October 31 $112 $64
May 31 $98 $ 64
September 30 $112 $64
May 31 $116 $ 74
August 31 $139 $74
September 30 $116 $74
June 30 $111 $74
August 31 $ 137 $74
September 30 $111 $74
October 31 $112 $74
August 31 $133 $74
September 30 $112 $74
June 30 $ 104 $74
August 31 $ 161 $74
September 30 $104 $74

$ 105 $ 69
October 31 $ 232 $79
April 30 $176 $79
September 30 $232 $79

$114 $74

$ 126 $69
October 31 $182 $74
May 31 $ 152 $74
September 30 $182 $74




$ 103 $59

$ 103 $ 64

October 31 $131 $64
March 31 $ 109 $64
September 30 $131 $ 64
May 31 $128 $ 64
July 31 $ 149 $ 64
September 30 $128 $64
October 31 $ 102 $74
May 31 $ 96 $74
September 30 $ 102 $74
May 31 $ 104 $59
August 31 $132 $59
September 30 $104 $59
$ 109 $ 64

$99 $59

May 31 $131 $ 69
September 30 $210 $69
May 31 $ 151 $79
September 30 $ 298 $79
$98 $ 69




Harris County ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT OF | CH (LOCAL)
“ Education EDUCATION
DATE DEVELOPED: 03/26/06 REVISED DATE: 08/12/2020

SUBJECT: Tips & Gratuities

Purpose
To provide guidelines for reimbursement for tips and gratuities during business meetings on

behalf of HCDE.

Procedure
A tip is always optional; it is intended to reward good customer service. On the other hand,
HCDE employees have a fiduciary responsibility to be prudent regarding the use of public funds.

Employees may give tips in excess of the established guidelines, but only the maximum
amounts will be reimbursed as authorized in this procedure.

Tips for Meals:
For the purpose of business meetings, HCDE allows up to a maximum of 15% of the meal

expense as a gratuity to the waitperson for excellent service. Gratuities established by a
restaurant for parties over a certain number of persons are allowable and will be reimbursed in
full providing that the request for reimbursement accompany documents and or receipts that
substantiates (time, date, purpose and a list of the attendees) the business meeting. For
example, if an establishment accesses an 18-25% gratuity (usually for larger parties) the
employee will be reimbursed for the total of the bill.

Tips for Catering/Food Delivery:

The delivery fee for food often covers the expenses for delivery such as vehicle fuel and use,
insurance expense and ‘to go’ supplies (containers, etc.) and not a gratuity for the delivery
person. HCDE allows a maximum of 10% of the food total to be paid for catering/food delivery
expenses. For example,

Invoice total: $ 75.00
LESS Delivery fee: - 10.00
Food Total: $ 65.00

Maximum allowable tip: $ 6.50

Other tips or gratuities:
Reimbursements for tips/gratuities for the following services are considered personal services
and are unallowable for reimbursements:

e maid service

e valet parking

e taxi/shuttle/ground transportation

e baggage handler

e bell hopper

e rest room attendant

e concierge services




Harris County | AccoUNTING PROCEDURES | Reference:
CH (Local)
HARRIS COUNTY DEPARTMENT OF
M Education EDUCATION
DATE DEVELOPED: 02/09/09 REVISED DATE: 08/12/2020

SUBJECT: Processing Stale dated checks (checks dated after 90 days)

Purpose
To provide guidelines for processing checks dated after 90 days.

Procedure
Checks issued by Harris County Department of Education for payment of goods and services,
reimbursements and other considerations may be voided after 90 days from the date of
issuance. The Business Office will review all checks that have not been presented for payment
within 90 days from the date of issuance and send a final “request for replacement check form”
to the payee.

Payees must complete the replacement check request form before a replacement check can be
processed. If no response is received within 30 days of the final replacement check notice,
checks may be submitted to the State of Texas Comptroller’s office as unclaimed property.




HarrisCounty ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT OF CH (LOCAL)
"‘ Education EDUCATION
DATE DEVELOPED: 03/26/06 REVISED DATE: 08/12/2020

SUBJECT: Replacement Checks

Purpose
To provide guidelines for initiating replacement checks processed through Accounts Payable.

Procedure

Checks processed, mailed and not received by an employee / vendor may be replaced after
notification has been received in the Business Office. The following information should be
provided: vendor / employee’s name, check number (if available), check amount (if
available), and confirmation of address.

Lost checks

The Accounts Payable staff should be notified immediately of lost checks. There is a 7-
business day waiting period after the issuance date before a replacement check may be
processed. Accounts Payable staff will verify the status of the check with the bank and if
necessary, place a stop payment status. If a check is determined to be stolen or cashed without
the authorization of the payee, HCDE will contact the bank for further instructions.

Suspected Fraud

Vendors who report their checks to be cashed without their knowledge will be required to
complete a bank affidavit. HCDE will not reissue a check until 30 days after the notice of
incident.




Harris County ACCOUNTING Reference:
CH (LOCAL)
M Education HARRIS COUNTY DEPARTMENT OF
EDUCATION
DATE DEVELOPED: 08/23/07 REVISED DATE: 02/24/2022

sussect. Processing Vendor Payments

Purpose
To ensure that all vendors are paid accurately and in a timely manner.

Procedure
The following procedure should be followed to ensure that vendors are paid accurately and in a
timely manner:

Division Personnel:;

Obtain approval from the budget manager or designee to make a purchase or to request
a service from a vendor.

Follow Purchasing procedures & guidelines for allowable vendors, purchases, services
and limitations (approved cooperative vendors, 3 quotes, $ limitations per item, etc.).
Verify the receipt of a complete vendor package with the Purchasing Department.

Verify a vendor number has been assigned to the vendor.

Contact Purchasing to obtain a vendor number for employees (for TMS or
reimbursement purposes).

Verify funds are available in the budget.

Process a requisition.

For goods or services that are allowable and will be paid with a Payment Authorization,
obtain a formal receipt / invoice, not a quote. Accounts Payable will not process
payments with a quote.

Retain a copy of the Payment Authorization and supporting documentation for your files.
Ensure that all invoices are mailed directly to the Business Office, attention: Accounts
Payable or email to AccountsPayable@hcde-texas.org

Business Office/Accounts Payable (A/P):

Receive all invoices through mail or email (from the vendor only).

Ensure that all invoices are mailed directly to the Business Office, attention: Accounts
Payable / emailed: AccountsPayable@hcde-texas.org

Review invoices and compare amounts against payment authorization or purchase order
for accuracy.

Notify the divisions of all invoices that do not have supporting documentation or
approval. (Note: Invoices are available for review or may be photocopied by the
requester at his or her convenience).

Obtain electronic adobe signature /handwritten signature of approval from budget
managers/ authorized person for “OK to Pay” invoices.




e Process invoices within 30 days provided that the invoice and supporting documentation
are available.
Authorized Signatures
Only the budget manager or authorized designee can approve and sign vendor invoices,
purchase orders or payment authorizations. Budget managers should ensure that the signature
authorization form is updated at all times.

ALL PAYMENTS WILL BE EXCHANGED IN US DOLLARS, CANADIAN DOLLARS AND
OTHERS ARE NOT ACCEPTABLE.

What to do when Funds are unavailable (budget exceeds balance)?
If you were notified that your payment authorization or purchase order was not processed due to
funds unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and ;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has been

processed

Note: a payment will not be processed when there are no funds available.

Vendor Payments

e All payments must be made by either a check or a vendor ACH. If vendor Ach
payment is returned to HCDE bank for any reason vendor payment will resort back
to check processing until banking information is corrected.

e All payments via wire will require two approvals through the depository bank

e All payments will be mailed to the vendor’s address on file unless the payment
approved to be released to the vendor from the Assistant Supt for Business with
written approval.

e Payroll benefit checks will be provided to the Human Resource Executive Director
for mailing with employee lists.



Harris County

~“~~4 Education

Customary Expense Reimbursement Guidelines

for Independent Consultants

All Independent Consultants shall be paid on a reimbursement basis for customary and necessary
expenses in accordance with the approved contracts and within the customary limits provided in this

guideline:

NOTE: All reimbursements must be HCDE business related expenses. In addition, business related
expenses must be substantiated by providing proof of the dates, time, location and the business
purpose for each business occurrence. All receipts must be itemized.

REIMBURSABLE EXPENSE

ACCEPTABLE ACCOUNTING DOCUMENTATION and LIMITATIONS

Meals
Meal Tips

Personal Automobile Miles

Common Carrier (airline, bus, etc)

Ground Transportation (shuttle, cab)
Luggage

Incidentals (other business related expenses)
Toll Fees

Event parking

Airport parking

Lodging

Conference Registration

actual cost with itemized receipt
Itemized receipts(s) up to 15% of total bill

Effective Federal Rate with Google map and referenced
destinations with the total number of miles traveled

Coach rate

actual cost with itemized receipt

1 bag with receipt

actual cost with receipt

Up to $10.00 per day with receipt

actual cost with receipt

Up to $15.00 per day

According to GSA guidelines plus $50.00 for TEXAS only
Out of State-Up to maximum per GSA guidelines

actual cost with receipt and a complete agenda



NON REIMBURSABLE EXPENSES

Airline club membership fees

Baggage insurance

Costs incurred by unreasonable failure to cancel reservations
Donations and contributions

Entertainment under federal grants and contracts

Excessive service tipping (over 10% of total cost)

Fines or tickets resulting from traffic, parking, or other violations
In-flight headsets

Lost, broken or stolen property

Maid service

Movies or games (hotel, theater or rentals)

Newspaper and magazines

Personal items

Alcoholic beverages



HarrisCounty ACCOUNTING PROCEDURES | Reference:

HARRIS COUNTY DEPARTMENT OF

M Education EDUCATION DEE (LOCAL)

DATE DEVELOPED: 03/11/09 REVISED DATE: 08/12/2020

suBJECT: Processing Payments for Independent Consultants

Purpose
HCDE may solicit services from many independent consultants to help fulfill the objectives and

goals set forth by divisions. This procedure is to assist Budget managers or designees with
initiating payments for independent consultants. Budget managers should ensure that all
expenses are reasonable, necessary and substantiated. All Independent Consultants
contractual expenses must be paid on a reimbursement basis.

ALL PAYMENTS WILL BE EXCHANGED IN US DOLLARS, CANADIAN DOLLARS AND
OTHERS ARE NOT ACCEPTABLE.

Procedure
In order to ensure that independent consultants are paid accurately and in a timely manner, the
following procedure should be followed:

Before services are rendered:

(1)
(2)

()

(4)

()

Obtain a vendor package from HCDE Portal: Purchasing

Verify that the consultant signed and returned all the requested information provided in
the vendor package to Purchasing. (Note: a consultant will be setup in the system with
a valid TIN or EIN, if a completed vendor package has been received in the Purchasing
department)

A new vendor package includes the following forms:

W-9 (all changes to ownership status requires a new W-9)

Vendor information form

Felony Conviction Notice Form

CIQ (required each time a new contract is approved by the Board)

Evidence of finger printing if the consultant will have unsupervised contact with students

Prepare a contract which will include specific fees and allowable reimbursable
expenses in addition to the flat service fee. Allowable reimbursable fees may include:
mileage, business lunches, workshop fees, parking fees or toll fees etc.

Obtain the appropriate approval(s) for the total anticipated amount of the contract
service agreement. Follow all purchasing procedures in accordance with the
procurement policies. If Board approval is necessary, be aware of the board agenda
dates for submission.

Prepare a requisition to process a purchase order for the total amount of the contract.
According to CH Local, http://pol.tasb.org/Policy/Code/578 all contract purchases above
$50,000 require board approval and must be processed through a Purchase Order.



http://pol.tasb.org/Policy/Code/578
http://pol.tasb.org/Policy/Code/578

Contracts $2,500 or less may be processed on a Payment Authorization and will require
a copy of the consultant’s contract for each payment processed. The following account
codes should be used for consultant’'s payments:

(a) Account code 6219-0000 should be used to charge all flat professional service fees
and nonaccountable reimbursable fees. A nonaccountable reimbursable expense
includes reimbursements and fees that have not been substantiated (date, time, purpose
of business connection).

(b) Account code 6499-0000 should be used to charge all allowable reimbursable fees
(as specified in the contractual agreement) requested with receipts and/or other
acceptable forms of accounting. Refer to the guidelines below regarding allowable
reimbursable fees and acceptable forms of accounting.

All requests for reimbursements must accompany itemized receipts.

(6) The consultant’s invoice must be on personal or business stationery. The use of HCDE
stationery is not acceptable. All receipts should be taped on an 8X11 sheet of paper.
Budget managers or designee should verify that the service was provided and sign the
invoice for approval by denoting “Ok to pay”. Budget manager’'s signature serves as
authorization and certification that all policies and procedures have been adhered to
and that HCDE received the best value for the service.
Allowable Reimbursable Expenses Acceptable form of documentation
Mileage for traveling (out of town) copy of mileage result from Google Maps website
and the purpose of the business trip
Mileage (in county) Personal log - including date, to and from address,
the name(s) of the persons attending the meeting,
purpose of the meeting and the total miles for each
location
Parking original receipts, signed
Toll fees original receipts signed
Business lunches original receipts, including the number guests and
purpose of the business meeting
Lodging original receipts, signed
(7) Monitor each budgeted line item for consultant's expenses and ensure funds
availability. A payment cannot be processed without funds available. All change order
requests for processing additional expenses over the original and approved contract
amount may require board approval.
(8) Submit approved invoices and payment authorizations, if applicable and approved to

the Business Office before the due date.

P Card Purchases

Payments for services rendered from independent consultants or any vendor on a P card is
prohibited or not allowed. Expenses charged to a 6200 account code is prohibited. All
payments for services should be requested on a Purchase Order or a Payment Authorization, if
approved. However, business cards, t-shirts and other expenses deemed reasonable and
necessary for business reasons may be allowed to be purchased on a P card.



Authorized Signatures-Only the budget manager or authorized designee is allowed to approve
and sign a payment authorization and invoices. Budget managers should ensure that the
signature authorization form is updated at all times.

What to do when funds are unavailable (exceeds budget balance)?
If you were notified that your payment authorization or purchase order was not processed due to
funds unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and ;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has been

processed

Note: A payment will not be processed when funds are unavailable.

Responsibility of Independent consultant

(1) Complete a vendor package.

(2) Submit invoices on business or personal stationery to the budget manager and other
expenses with detail of deliverables or services.

(3) Retain copies of all submitted receipts for your records.

(4) Verify that information on Form 1099-Misc is accurate

(5) Report all payments and Form 1099-Misc discrepancies to the Business Office/Accounts
Payable as soon as possible.

(6) Submit an updated vendor information form to Purchasing for change of address.

(7) Submit a new W-9 for changes in business status.

Responsibility of the Business Office/Accounts Payable

(1) Ensure that a W-9 is on file and a valid TIN or EIN is provided before any payment is
processed.

(2) Verify all required documents (invoices, contracts, etc) are attached to each purchase
order or payment authorization and the signature of the budget manager or designee is
on the invoice.

(3) Report discrepancies of any kind regarding the independent consultant’s invoice(s) to
the Budget Manager, Accounting Manager or Asst. Superintendent of Business.

Responsibility of the Purchasing Division
(1) Verify receipt of a vendor package.
(2) Ensure that the W-9 is complete and accurate.
(3) Setup the vendor file.
(4) Provide the divisions with a copy of the signed consultant’s contract.
(5) Submit the original purchase order and contract to the Business Office.
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HARRIS COUNTY DEPARTMENT OF

M Education EDUCATION DEE (LOCAL)

DATE DEVELOPED: 03/27/09 REVISED DATE: 11/04/16

SUBJECT: Processing Payments for Non-Employee reimbursements

Purpose
HCDE may receive local and state grant funds to reimburse non-employees (board members,

parents, respite payees, teachers, students, community members, etc) for services or other
contractual arrangements. This procedure is to assist budget managers with initiating payments
or reimbursements for non-employees. ALL PAYMENTS WILL BE EXCHANGED IN US
DOLLARS, CANADIAN DOLLARS AND OTHERS ARE NOT ACCEPTABLE.

Procedure

Reimbursements may be approved and payments may be processed after HCDE has received
all the required receipts and other acceptable forms of accounting documentation. In order to
ensure that non-employees payments or reimbursements are processed accurately and in a
timely manner, the following procedure must be followed:

Responsibility of the budget managers or designees

Be familiar with allowable and non allowable reimbursable expenses per grant.

Verify that all acceptable and appropriate forms of accounting documentation are attached
to each payment authorization for reimbursement before submission to the Business Office.
Ensure incurred expenses are reasonable, necessary and substantiated

Review, approve and sign all required documentation.

(1) Prepare a payment authorization for a non-employee reimbursement using the
appropriate account codes as followed:

Non-employees Board Members
Meals 6419-0005 6419-0001
Conf Fees 6419-0007 6419-0003
Lodging 6419-0004 6419-0000
Transportation 6419-0006 6419-0002
Allowable Reimbursable Expenses Acceptable form of documentation
Mileage for traveling (out of town) copy of mileage result from Google Maps website

and the purpose of the trip

Mileage (in county) Personal log- including date, address from-address
to, attach name(s) of the person attending the
meeting, the purpose of the trip and the total miles

Parking original receipts, signed
Toll fees original receipts, signed




Meals original receipts (up to the per diem rate) and an

agenda
Lodging original receipts, signed
Conference or workshop fees original receipts, agenda

(2) Monitor budgeted line items.
(3) Submit invoices and payment authorizations to the Business Office before the due date.

Effective 06/25/2014, a Request to Attend form is not required for non-employee
approved business travel on behalf of HCDE.

Responsibility of the Business Office/Accounts Payable
(1) Verify all required documents are attached to each payment or reimbursement request
and signed by the budget manager.
(2) Notify budget manager or designee of all discrepancies regarding the non-employee’s
receipts and/or accounting documentation.
(3) Process checks in accordance with the Business Services calendar

Authorized Signatures-Only the budget manager or authorized designee is allowed to approve
and sign a payment authorization or purchase order. Budget managers should ensure that the
signature authorization form is updated at all times.

What to do when Funds are unavailable (budget exceeds balance)?
If you were notified that your payment authorization or purchase order was not processed due to
funds unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and ;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has been

processed

Note: a payment will not be processed when there are no funds available.
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HARRIS COUNTY DEPARTMENT OF DEE (LOCAL)
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DATE DEVELOPED: 04/14/09 REVISED DATE: 08/12/2020

SUBJECT: Processing payments for business-related reimbursements under an
Accountable / Non-Accountable plan

Purpose
HCDE will reimburse employees for allowable business-related expenses incurred while

conducting business on behalf of HCDE. This procedure is to provide assistance to employees
in understanding the importance of providing documentation with a request for reimbursement
under an accountable or non-accountable plan.

Procedure

Reimbursements will be processed in accordance with the Business Office procedures and
other federal, local and state related mandates. HCDE accountable and non-accountable plan
rules may be subject to substantiation and tax withholding. All requests for reimbursement of
business-related expenses must be submitted with the required documentation that
substantiates or accounts for the amount of the reimbursement within the current fiscal year. All
travel reimbursements disbursed from grant funds must be submitted within 30 days after the
last date of travel and no later than 15 days after the end of the grant period. Request for travel
reimbursements submitted after the 15 day period after a grant period has ended will be
returned to the requester. Reimbursements not supported by the appropriate documentation
may be included in the employee’s taxable income and subject to withholding.

What is an accountable or non accountable plan?

An Accountable plan is a plan whereas the employee must account for and show proof in detail
of the business-related expenses incurred they are requesting reimbursement for. A Non-
accountable plan is a plan whereas the employee does not have to account for or show proof
in detail of the business-related expenses incurred they are requesting reimbursement for.

HCDE Accountable (Reimbursement) Plan
For Employees

This plan is designated for reimbursements to employees which require receipts for
payment.

A reimbursement under an Accountable Plan requires the following:
Must have paid or incurred deductible expenses while performing services as an
employee. (business connection)
Must adequately account for expenses within the current fiscal year of occurrence or
travel
Must return any amounts in excess of allowable expenses within the current fiscal year
of occurrence or travel
Must provide itemized and original receipts, signed




Amounts paid under an Accountable Plan are not considered wages and are not subject to the

withholding and payment of income reportable on the W2-wage statement, if requirements are

met.

If the business-related expenses covered under an accountable plan are not substantiated or
accounted for within the current fiscal year, the amount will be treated as paid under a
nonaccountable plan and will be subject to the withholdings and payment of income reportable

on W2-wage statement.

Example of Accountable Plan reimbursements and required documentation for accounting:

Expenses (reimbursements)
Per diem (meals)

Mileage (in state)

Mileage (out of state)

Lodging

Parking fees

Cell phone charges

Blackberry service

Receipts

Required documentation for accounting

copy of request to attend and travel reimbursement
request. Rates vary by state and therefore will be paid
based on individual state rates.

complete mileage log referencing to: and from: address,
purpose of trip

complete mileage log referencing to: and from: address,
purpose of trip or a copy of the mileage guide from
Google Map website referencing total miles

copy of itemized hotel statement and purpose of business
trip

original receipts

copy of phone bill that identifies each business-related
call or a written statement contesting that all calls are
HCDE allowed calls.

For business-related calls to be reimbursed, calls must be
itemized on a monthly bill. Personal calls should be
highlighted and not included in the reimbursement request.

itemized phone bill must identify the service cost separate
from any other charges note the business purpose and a
written statement contesting that all emails are primarily
to conduct HCDE business.

itemized receipts are required for full reimbursement of
actual expenses. Credit card receipts bearing only the total
costs are not considered adequate documentation and are
not acceptable.



HCDE NON-Accountable (Reimbursement) Plan
For Employees

This plan is designated for allowances and payments made to employees that do not
require receipts to substantiate the payment.

A reimbursement under a non-accountable plan are as followed:
Employee is not required to or does not substantiate or account for expenses (receipts)
within the current fiscal year.
Employee is not required to or is not expected to return cash advances on non business-
related expenses within 60 days of occurrence.
Amounts are reimbursed to employees through payroll and are identified as additional
wages (example: car allowances)

Examples of non-accountable reimbursements:
Car allowances
Travel allowances
Misc allowances
Cellular phone allowances

Cash advances are prohibited. Amounts paid under a non-accountable plan are considered
wages and are subject to the withholdings and payroll taxes.

Non-accountable reimbursements are initiated through Human Resources and require the
Superintendent and/or Board approval.
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HARRIS COUNTY DEPARTMENT oF | ©H Legd
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DATE DEVELOPED: 7/21/2008 REVISED DATE: 10/08/2020

SUBJECT: Processing payments for Telecommunications & Utility Invoices

Purpose
To provide guidelines on processing payments for Telecommunications & Utility Invoices

Procedure

All original telecommunication & utility invoices must be mailed to the Business Office/Attention:
Accounts Payable. Faxed copies are not acceptable unless received from the vendor. All
invoices are date stamped and processed in the Business Office. All invoices are required to be
reviewed and confirmed via email by the Budget Manager for all payments, errors and
adjustments.

Authorized Signatures-Only the budget manager or authorized designee are allowed to
approve Telecommunications and utility invoices. Budget managers should ensure that
the Signature authorization form is updated at all times.

The following steps should be followed to ensure that invoices are reviewed, approved, and paid
in a timely manner:

Budget Division Manager can be — Facilities Division, Technology Division or Head Start
Division, Adult Ed Division,

Telecommunication invoices paid with a payment authorization:

1. All telecommunication invoices paid with a payment authorization form are compiled on
a spreadsheet in the Business Office. The spreadsheet details each Budget Manager’'s
divisional expenditures and budget codes.

2. The original invoices, the cost spreadsheet and the personal phone call
acknowledgement form are scanned/emailed to each Budget Manager and designee.

3. The Budget Manager and/or designee should review the spreadsheet for reasonable
cost, possible errors and/or billing adjustments.

4. The Budget Division Manager must reply via email to Accounts Payable to confirm the
charges and approval of the invoices.

5. The Budget Division Manager will investigate and review the bills for unusual activity that
may warrant an investigation — i.e. charges about 3%

6. The Project Manager in the Technology Division reviews and approves all Verizon,
AT&T and Comcast invoices.

7. The Business Office will prepare a Payment Authorization Form.

8. The Payment Authorization Form is reviewed and approved by the Asst.
Superintendent of Business.




9. The Payment Authorization Form is processed for payment.

10. All email confirmations will be monitored and kept on file in the Business Office as they
are received. Budget Division Managers are encouraged to respond promptly to all email
notifications. Budget Division Managers who have not responded to the email
notifications will be contacted for a final reminder.

11. The Accounts Payable Staff will update the monthly utility usage and cost spreadsheet
and update the webpage.

Telecommunication invoices paid with a Purchase Order

1.

2.

3.

All telecommunication invoices paid with a Purchase Order are scanned/emailed to
each Budget Division Manager and designee.

The Budget Division Manager and/or designee should review the invoices for
reasonable cost, possible errors and/or billing adjustments.

The Budget Division Manager must reply via email to Accounts Payable confirm the
charges and approval of the invoices.

The Budget Division Manager will investigate and review the bills for unusual activity
that may warrant an investigation — i.e. charges about 3%

The Project Manager in the Technology Division reviews and approves all Verizon,
AT&T and Comcast invoices.

The Purchase Order is processed for payment.

All email confirmations will be monitored and kept on file in the Business Office as
they are received. Budget Division Managers are encouraged to respond promptly to
all email notifications. Budget Division Managers who have not responded to the
email notifications will be contacted for a final reminder.

Utility invoices paid with a Purchase Order:

1.

2.

All utility invoices will be available for review on the S:Drive/Facilities Invoices. Only
authorized personnel will have access to this folder.

Facilities Budget Manager or designee should review the utility invoices posted on
the S:Drive/Facilities Invoices for reasonable cost, possible errors and/or billing
adjustments at least monthly.

The Budget Division Manager should reply via email to Accounts Payable with a
confirmation of approval to pay at the end of each month. All billing errors and/or
adjustments should be directed to the Facilities Budget Manager for review. All
payment adjustments will be processed on the next regularly scheduled check run.
The Budget Division Manager will investigate and review the bills for unusual activity
that may warrant an investigation — i.e. charges about 3%

The purchase order is processed for payment

All email confirmations will be monitored and kept on file in the Business Office as
they are received. Budget Division Managers are encouraged to respond promptly to
all email notifications. Budget Division Managers who have not responded to the
email notifications will be contacted for a final reminder.

Utility Invoices paid with a Payment Authorization:

1. Utility invoices such as electrical, gas and water can also be paid with a Payment
Authorization form compiled on a spreadsheet in the Business Office. The spreadsheet
details each Budget Division Manager’s divisional expenditures and budget codes.
Facilities Divisions will no longer use a Purchase Order for these payment types.

2. The original invoices are received in Accounts Payable and are scanned/emailed to
each Budget Division Manager / designee.



3. The Budget Division Manager / designee should review the spreadsheet for reasonable
cost, possible errors and/or billing adjustments.

4. The Budget Division Manager must reply via email to Accounts Payable to confirm the
charges and approval of the invoices.

5. The Budget Division Manager will investigate and review the bills for unusual activity that
may warrant an investigation — i.e. charges about 3%

6. The Business Office will prepare a Payment Authorization Form /spreadsheet which is

reviewed /approved by the Asst. Superintendent of Business Services.

This information is then processed for payment on the next AP check run processing.

Should any divisions need to have conformation of a payment made please email the

accounts payable email accountspayable@hcde-texas.org

9. The Accounts Payable Staff will update the monthly utility usage and cost spreadsheet
and update the webpage.

© N

What to do when funds are unavailable (exceeds budget balance)?
If you were notified that your payment authorization or purchase order was not
processed due to funds unavailable, follow the steps below:

(1) Contact your budget manager or designee.

(2) Contact the Purchasing Department to request a change order.

(3) Confirm that the change order was processed and.

(4) Notify an Accounts Payable Specialist after the change order has been processed



mailto:accountspayable@hcde-texas.org
mailto:accountspayable@hcde-texas.org
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HARRIS COUNTY DEPARTMENT OF
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DATE DEVELOPED: 11/2006 REVISED DATE: 08/12/2020

suBJECT. Texas Sales & Hotel Occupancy Tax

Purpose
To provide guidelines for Sales & Hotel occupancy taxes

Procedure

All purchases should be planned for and made through the regular procurement channels using
a Payment Authorization or a Purchase Order. Employees of HCDE are discouraged from
personally making purchases of business supplies. However, the occasional case of an
employee making a purchase of supplies on their P Card on behalf of the Department with prior
authorization by the supervisor is acceptable. Employee should complete a tax exempt form for
purpose of excluding taxes.

Texas Sales Tax

Harris County Department of Education has been exempted by the State Comptroller’s Office
from paying Texas Sales Tax under Chapter 303, Local Government Code. HCDE employees
are NOT exempt from paying the sales tax of other states.

EXHIBIT 1, TEXAS SALES AND USE TAX EXEMPTION CERTIFICATIONS may only be used
for business purchases; personal use is strictly forbidden. TEXAS SALES AND USE TAX
EXEMPTION CERTIFICATION forms are available on the ‘HCDE portal’ for the purpose of
claiming this exemption. Presenting the form to a merchant will prevent you from being liable
for paying sales tax.

The exemption certificate does not need a number to be valid; however, you may provide the
eleven-digit HCDE Texas taxpayer identification number #17460012150 if the seller requests it.

Employees who have obtained prior approval from their supervisor for the purchase may
complete, sign and date the TEXAS SALES AND USE TAX EXEMPTION CERTIFICATION
form. The phrase to use following ‘Purchaser claims this exemption for the following reason:’ is:
Harris County Department of Education is a local governmental entity.

Employees should follow the instructions above and make every effort to avoid the payment of
Texas sales tax. Otherwise, the Assistant Superintendent for Business Services will make the
decision of whether or not to reimburse the employee for sales tax paid.

A reasonable facsimile of TEXAS SALES AND USE TAX EXEMPTION CERTIFICATION is
shown on the following page.




01-339 (Back) (Rev. 12-02/4)

TEXAS SALES AND USE TAX EXEMPTION CERTIFICATION

Name of purchaser, firm or agency

Harris County Department of Education
Address (Street & number, P.O. Box or Route number) Phone (Area code and number)
6300 Irvington Blvd. (713) 694-6300

City, State, ZIP code

H

ouston, TX 77022-5618

|, the purchaser named above, claim an exemption from payment of sales and use taxes (for the purchase of taxable
items described below or on the attached order cr invoice) from:

Seller:

Street address: City, State, ZIP code:

Description of items to be purchased or on the attached order or invoice:

Purchaser claims this exemption for the following reason:

Harris County Department of Education is a local governmental entity.

| understand that | will be liable for payment of sales or use taxes which may become due for failure to comply with the provisions of the
Tax Code: Limited Sales, Excise, and Use Tax Act; Municipal Sales and Use Tax Act; Sales and Use Taxes for Special Purpose Taxing
Authorities; County Sales and Use Tax Act; County Health Services Sales and Use Tax; The Texas Health and Safety Code; Special
Provisions Relating to Hospital Districts, Emergency Services Districts, and Emergency Services Districts in counties with a population
of 125,000 or less.

! understand that it is a criminal offense to give an exemption certificate to the seller for taxable itemns that | know, at the time of purchase,
will be used in a manner other than that expressed in this certificate and, depending on the amount of tax evaded, the offense may range
from a Class C misdemeanor fo a felony of the second degree.

S
h

Purchaser Title Date

n
ere )

NOTE: This certificate cannot be issued for the purchase, lease, or rental of a motor vehicle.
THIS CERTIFICATE DOES NOT REQUIRE A NUMBER TO BE VALID.

Sales and Use Tax "Exemption Numbers" or "Tax Exempt" Numbers do not exist. This certificate should be
furnished to the supplier. Do not send the completed certificate to the Comptroller of Public Accounts.




Hotel Occupancy Taxes

For the purposes of the hotel occupancy tax exemption, the State Comptroller considers HCDE
a local government entity; therefore, HCDE is NOT exempt from paying hotel occupancy taxes.
Hotel occupancy tax is NOT the same as Texas Sales tax.

Employees should NOT fill out hotel occupancy tax forms at the hotel, motel, condominium or
bed and breakfast at which they are lodging while traveling on HCDE business.

The Harris County Department of Education Public Facility Corporation (HCDE-PFC) has been
exempted from paying hotel occupancy tax; however, there are no employees of the HCDE-
PFC. The HCDE-PFC is an entity separate from Harris County Department of Education; it has
its own tax identification number.

There may be as many as four sources of hotel occupancy taxes levied on your hotel bill:
state, county, city, and community venue tax.

An excerpt from the Texas Comptroller’'s website
http://www.window.state.tx.us/taxinfo/hotel/faghotel.html is shown on the following page.



http://www.window.state.tx.us/taxinfo/hotel/faqhotel.html
http://www.window.state.tx.us/taxinfo/hotel/faqhotel.html

NOTE: The following is provided for information purposes only. Updated April 28, 2010.

9 Window on State Government

Susan Combs Texas Comprroller of Public Accounts
}

Printed from http://www.window.state.tx.us/taxinfo/hotel/faghotel.htm| website on 4-28-
10.

Hotel Occupancy Tax
Frequently Asked Questions — FAQs

Who has to collect hotel taxes? A hotel's owner, operator, or manager must collect hotel taxes
from their guests. The tax covers hotels, motels, and bed and breakfasts, as well as
condominiums, apartments, and houses rented for less than 30 consecutive days. Hotel tax does
not apply to condominiums, apartments, and houses leased for more than 30 consecutive days.

What is the hotel tax rate? The state hotel tax rate is 6%. Cities and some counties can each
levy local hotel taxes, generally at rates varying up to 7%; sports and community venue projects
can levy hotel taxes at rates varying up to 2%, except for Dallas County which can impose a
hotel venue tax at a rate of up to 3%.

For example, in Houston there is 6% state tax, 7% Houston tax, 2% Harris County tax and 2%
Harris County-Houston Sports Authority tax.

Is there hotel tax on meeting or banquet rooms? The 6 percent state hotel tax applies to any
room or space in a hotel, including meeting and banquet rooms. Local hotel taxes, however, are
due only on those rooms ordinarily used for sleeping.

There are no state or local hotel taxes on meeting and banquet rooms located in a building where
no sleeping accommodations are provided.

Who is exempt from paying state and local hotel taxes? The following organizations and
individuals do not have to pay hotel tax:

. the U.S. government and its employees traveling on official business;

. foreign diplomats issued a tax exemption card by the U.S. Department of State,
unless the card specifically excludes hotel tax;

. certain Texas state officials with special hotel tax exemption cards (includes

heads of state agencies, members of state boards and commissions, judicial officials
at the district court level and above, state legislators, and legislative employees);

. permanent residents, that is, guests who occupy a room for at least 30 conse-
cutive days; any interruption in the term of occupancy will void the exemption
(guests who stay 30 or more days and notify the hotel in writing of their inten-
tion beforehand are exempt from the day of notification, while guests who do not
notify the hotel must pay the tax the first 30 days and are exempt thereafter);


http://www.window.state.tx.us/taxinfo/hotel/faqhotel.html
http://www.window.state.tx.us/

. some nonprofit entities and their employees traveling on official business; the
entity must have received a hotel tax exemption letter from the Comptroller's office
and the reason for the exemption must be written on the exemption certificate, for
example, "exempt per Electric Cooperative Act, Utilities Code, Chapter 161" or
"exempt per Telephone Cooperative Act, Utilities Code, Chapter 162."

Who is exempt from paying only the state hotel tax? Religious, charitable, and educational
organizations (defined in Comptroller Rule 3.161) that have received a letter of exemption from
the Comptroller's office are exempt from the 6% state hotel tax. The exemption extends to their
employees traveling on official business, but does not apply to any local hotel taxes, which must
be paid.

. Exempt religious organizations include nonprofit churches and their guiding or
governing bodies, but does not include missionary organizations, Bible study groups,
or churches made up only of family members.

. Charitable organizations include nonprofit organizations whose sole purpose is to
provide food, clothing, drugs, treatment, or shelter directly to indigent and needy
persons. Not included are 501(c)(3) not-for-profit corporations, social groups,
professional or business groups, fraternal organizations, or similar organizations.

. Educational organizations include independent school districts, public and private
elementary and secondary schools, and Texas institutions of higher education (public
and private colleges, universities, junior colleges, and community colleges). Not
included are research organizations, home schools, and organizations that mainly
provide support services to schools. (Italics added for emphasis.)

Are third-party contractors working for the federal government exempt? No, third-party
contractors completing contracts for the government or using federal grant money are not exempt
and must pay state and local hotel taxes.

Are local government agencies and their employees exempt from hotel taxes? No, county
and city agencies and their employees must pay state and local hotel taxes, and cannot request
refunds of taxes paid.

For the online list of organizations that have received a letter of hotel tax exemption, visit the
Comptroller's Exemption Search.



http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=1&ch=3&rl=161
http://info.sos.state.tx.us/pls/pub/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=1&ch=3&rl=161
http://www.window.state.tx.us/taxinfo/exempt/exempt_search.html
http://www.window.state.tx.us/taxinfo/exempt/exempt_search.html
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Vendor Direct Deposit Authorization Form

Harris County Department of Education offers payment by ACH direct deposited to all Accounts
Payable vendors. If you would like your payments to be made by Electronic Funds Transfer through ACH
please complete Sections 1-3 of the form, sign the completed document, and return to the Accounts

Payable Department by mail to 6300 Irvington Blvd Houston, TX 77022. Attach an original
voided (blank) check to this form (copies of any information will not be accepted). Once documents are
received an HCDE representative will verify this information prior to setting up vendor account for ACH
processing. Please be aware that HCDE accounts payable will not accept copies of checks for
processing or emailed information.

Section 1- Vendor Information

(] New [] Change

Name:

Address:

City/State/Zip:

Email Address for Payment notification (required):

Section 2-Bank Account Information

Financial Institution Name:

Financial Institution Address:

Routing Number for ACH:

Depositor Account Number:

Type of Account: Checking Savings

Section 3-Authorization

| hereby authorize Harris County Department of Education to deposit payments to the account named
above, and, if necessary, debit entries and adjustments for any credit entries in error. This authority is
to remain in full force until written notification of its termination in such time and such manner as to
afford Harris County Department of Education and the financial institution a reasonable opportunity to
act on it. This agreement acknowledges that | am responsible for the account number and the
Transit/ABA number listed above and indemnify Harris County against loss or damage from delayed
payments resulting from incorrect or incomplete Account and /or Routing/ ABA numbers.

Signature: Date:




For Accounts Payable Use Only:

Vendor Number: Verified By:

Entered By: Date Processed:

Verified By: Date Processed:




HarrisCounty ACCOUNTING PROCEDURES | Reference:

CH (LOCAL)
| HARRIS COUNTY DEPARTMENT OF | €H (LEGAD)
M Education EDUCATION
DATE DEVELOPED: 04/05/12 REVISED DATE: 08/12/2020

SUBJECT: Signature Authority Form

Purpose
To provide guidelines for Budget Managers and designee on approvals.

Procedure

Only authorized individuals may commit HCDE to purchases, sales, leases or other
arrangements with external parties or approve expenses incurred by employees. Any
employee who makes a commitment without proper authorization may be personally
liable for the transaction. The primary responsibility for ensuring that expenditures are
accounted for and are for the benefit of HCDE rests with the budget manager. In the absence
of the budget manager, the budget manager may designate an exempt employee(s) to approve
transactions on his or her behalf.

All authorized designees must be listed on the signature authority form. Authorized designees
must be exempt employees only. The signature authority form must be updated as needed
when there are personnel changes and forwarded to the Business Office. Failure to follow
proper procedures may result in a delay in processing payments.
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APPROVED DATE: January 23, 2013 REVISED DATE:

SUBJECT: Cellular and Smart Phone Allowance

Harris County Department of Education (HCDE) recognizes that the performance of certain job
responsibilities may require use of a cellular (cell) phone or smart phone. HCDE offers a cell
phone allowance to employees whose duties and responsibilities require them to carry a cell
phone.

Employees who hold positions that include the need for a cell phone (see eligibility criteria
below) may receive a cell phone allowance to compensate for business-related costs incurred
when using their individually-owned cell phones. The allowance shall cover phone usage that is
reasonably related to the needs of the Department. Simple convenience is not sufficient criterion
and does not justify the need for a cell phone allowance.

Eligibility

Employees whose job duties include the frequent need for a cell phone may receive a cell
phone allowance. An employee is eligible for an allowance if at least one of the following criteria
is met:

e The job function of the employee requires considerable time outside of the assigned
office or work area and it is important to the Department that the employee be accessible
during those times;

e The job function of the employee requires the employee to be accessible outside of
scheduled or normal working hours;

e The job function of the employee requires the employee to have wireless data and
internet access outside of scheduled or normal working hours; and/or

e The employee is designated as a “first responder” to emergencies.

An employee who occasionally requires a cell phone for business purposes is not eligible for an
allowance; however; the employee may submit an itemized record of these expenses for
reimbursement. In general, non-exempt employees are not eligible for a cell phone allowance
without demonstrable need for an allowance being provided and approved by the
Superintendent. Employees who are issued an HCDE cell phone or smart phone are not eligible
for an allowance.

Approval of Allowance

Division directors are responsible for identifying employees who hold positions that include the
need for a cell phone. Each division is strongly encouraged to review whether or not a cell
phone or smart phone device is hecessary for the position, and to select an alternative means of
communication when such alternatives would provide adequate and a less costly expense to
the Department.

A cell phone allowance may be requested and approved by the division director by submitting a
written recommendation to the Superintendent. The recommendation shall include justification
related to the business need for the employee to have a cell phone for the employee’s assigned
position. The division director's Executive Team member must also concur with the division
director’'s recommendation.
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Cell phone allowances are funded by the division submitting the request.

Payment

The cell phone allowance is paid through payroll and is included in the employee’s check or
direct deposit. The allowance is reflected as a separate line item on the employee’s pay
voucher. This allowance does not increase the employee’s base salary; nor is it included in the
calculation of any Department benefits. Additionally, it is not considered part of the base pay
used for calculating percentage salary increases. The allowance is taxable.

The cell phone allowance amount is determined each fiscal year based on the employee’s
approval for an allowance to cover both cell phone and data services; cell phone services only;
or data services only. A standard rate is determined by the Department based on the service
level approved, and the rate may change in any given fiscal year.

Employee Responsibilities

The employee is responsible for purchasing a cell phone or smart phone device and for
establishing a service contract with the cell phone provider of the employee’s choice. The cell
phone contract is in the name of the employee, who is solely responsible for all payments to the
service provider. The employee purchases cellular phone service and equipment; determines
plan choices, service levels, calling areas, service and phone features; and accepts termination
clauses and payment terms.

HCDE does not accept any liability for claims, charges, or disputes between the service provider
and the employee.

An employee receiving a cell phone allowance must be able to show, if requested by the
employee’s supervisor, a copy of the monthly plan charges and business-related use. If the
employee terminates the cell phone plan or contract at any point, then the employee must notify
the supervisor within five (5) business days to terminate the allowance.

Review Requirements

The Division Director is responsible for an annual review of the business need for a cell phone
allowance to determine if the allowance should be changed or discontinued. If the allowance
requires either change or discontinuation, then the Division Director shall provide the Human
Resources division with such written notification. The Division Director may cancel the phone
allowance at any time and for any reason, as deemed appropriate by the director.

Cancellation

The cell phone allowance shall not be considered permanent or guaranteed. An allowance
agreement will be immediately cancelled if an employee receiving a cell phone allowance
terminates employment with the Department. Any such allowance will also be cancelled if an
employee changes positions and is no longer eligible for the allowance.

If the allowance is cancelled, then the employee remains responsible for any contractual

obligations related to the employee’s cell phone plan and any payments due to the cell phone
provider.
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TEMPORARY PERSONNEL REQUISITION FORM

Requisition
Division: Date of Request:
Date Needed: Length of Assignment:
To Whom Will They report To: Work Hours:
Lunch Hour: Person requesting Temp:

Skills Needed:

Description of Performance Responsibilities:

Budget Information

Budget Code Account Code Percentage

Justification for Request

Please provide justification for request:

Approval Signatures

Division Director: Date:

Human Resources Director: Date:

For Internal Use Only

Temp Agency: Job No: Date:

Recruiter Processing Request: Quoted Rate: Estimated Total:

Temp’s Name:

Distribution:

Human Resources

Purchasing

Requesting Division Revised: 10 29 2008



Harris County
Business Services Advisory

~54 Education January 6, 2022

To: All Employees
From: Jesus Amezcua, CPA, PhD -Asst. Supt. of Business Services
Re: Travel Reimbursement Rate Decrease

Effective January 1, 2022, Mileage Reimbursement Rate
Decreases. Please reference the new increase as published by
the Texas Comptroller of Public Accounts.

e Effective Jan. 1 to Dec. 31, 2022, the maximum mileage
reimbursement rate for state employee travel in a personal
vehicle will increase to 58.5 cents per mile (up from .56 cents in
2021). This rate is consistent with the Internal Revenue
Service’s standard mileage rate.

If you have any additional questions, please contact Yolanda
Davis at 713-696-8240.




Harris County

Business Services Advisory

~54 Education April 05, 2021

To: Division Directors and Accounts Payable Staff

From: Jesus Amezcua, CPA, PhD, RTSBA -Asst. Supt. of Business
Services

Re: Accounts Payable Vendor Assignment Changes

Effective April 5, 2021 This memo serves to provide changes and
guidance on vendor assignment changes for processing payments.

Accounts Payable (AP) Specialist’s vendor payment processing was
previously assigned by Division. In order to process vendor payments
timely, eliminate duplicate vendor payments, and improve overall customer
service/vendor experience, we are moving to assignments of vendors by
Alphabet. This means there will not be one assigned AP Specialist who will
handle individual Divisions’ invoice processing. It will be likely a Division
will interact with all three AP Specialist for the various vendors which your
Divisions approve payments. It also means that each AP Specialist will
have to work to get an understanding of how communication will flow as
they are also shifting to make this transition in sending out invoices,
communication, and payment information for all vendors that we service.

This is a transition, but we encourage all Divisions to communicate these
changes to administrative personnel in your Division in a timely manner.
Please note that invoices should still be sent directly to AP.

Please see the breakdown for who will be responsible for each vendor
accordingly:
Ana Munoz, extension 1352, amunoz@hcde-texas.org
Utilities (Electricity, Natural Gas, Water, {cities, MUDs},
Telephone/ Internet)
PO & PA Vendors beginning with Numerical and Alphabet: A, U, V,
& W

Brandy Bullock, extension 8245, bbullock@hcde-texas.org
Building Leases/Building Rentals
PO & PA Vendors beginning with Alphabet: B-C, E-G, I-'L, & Z

Desirae DeLeon, extension 8244, ddeleon(@hcde-texas.org
PO & PA Vendors beginning with Alphabet: D, H, M-T, X, & Y



mailto:amunoz@hcde-texas.org
mailto:bbullock@hcde-texas.org
mailto:ddeleon@hcde-texas.org

Also, friendly tips to keep in mind as it relates to the AP function:

AP will not accept invoices from the Divisions that have not been
received first by the AP Division. We understand this may cause
delays in processing payments, but we encourage all divisions
within Harris County Department of Education to work with your
vendors to provide the information for sending invoices. (Please
reference the February 24, 2021 Memo “Processing Vendor
Payments”

We will only make exceptions for certain Divisions who receive
delivered food items where an invoice is presented upon delivery at
some Head Start Center locations. We will continue to accept
invoices from those Divisions for these items only. Such
communication will be sent to the Divisions on how to continue
processing invoices for: Labatt, Hardies, Borden’s/Milk Products,
Child Care Partnership vendor (Let’s Learn, Deskot, Fellowship of
Purpose, John G. Jones). This will be the only exceptions made for
invoices received through the Divisions sent to AP.

All other vendors will be required to send invoices directly to AP
either via mail to: 6300 Irvington Blvd Houston , TX 77022 or via the
AP email @ accountspayable@hcde-texas.org Should you have any
additional questions, please contact AP Division at
accountspayable@hcde-texas.org or appa@hcde-texas.orqg.

As it relates to liquidating purchase orders (“Closing”) that occurs
throughout the year, there will not be one assigned AP specialist
who will close out invoices/ POs for your Division. Please work with
your accountant and assigned AP Specialist to close out purchase
orders. The AP specialist assigned will be based on the alphabetical
assignment, but the assigned accountant will remain unchanged,
Le.:

General Fund/ Facilities = Stephanie Ritchie Hardin
Public Facilities Corporation = Rubi Platero

Head Start = Marcia Leiva

Adult Education = Lynette Adams

CASE/TCEQ/ Stop Grant = Cynthia Goodwin

O O0O0OO0O0
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Harris County ACCOUNTING PROCEDURES | Reference:
CH (LOCAL)
HARRIS COUNTY DEPARTMENT OF | CH (LEGAL)
M Education EDUCATION
DATE DEVELOPED: 03/26/06 REVISED DATE: 06/03/2019

suBJEcT: Payment Authorizations

Purpose
To provide guidelines for processing payments prepared on a Payment Authorization.

Procedure

A Payment Authorization is a request to process a payment for goods or services that have
already been delivered. Each requestor is responsible for completing a Payment Authorization
form and obtaining approval from the budget manager or an authorized person. A Payment
Authorization requires the original Payment Authorization-no faxed or scanned copies, the
vendor number, the original invoice, receipt(s) and other supporting documentation before
payment is processed. ALL PAYMENTS WILL BE EXCHANGED IN US DOLLARS,
CANADIAN DOLLARS AND OTHERS ARE NOT ACCEPTABLE.

Division personnel are responsible for verifying that funds are available in the budget before
initiating a payment authorization. Effective August 1, 2016, all contracted services invoices
paid with a payment authorization requires the vendor contract to be attached to the payment
authorization. At the minimum, please provide the term and compensation sections of the
contract. This is necessary to determine that the purchase was competitive procured in
accordance with CH Local and CH Legal. Requestors are encouraged to retain a copy of the
payment authorization with backup documentation for future references. All payment
authorizations should be forwarded to the Business Office/Accounts Payable for processing.

Authorized Signatures-Only the budget manager or an authorized designee is allowed to
approve and sign payment authorizations and invoices. Budget managers should ensure that
the signature authorization form is updated at all times.

Authorized Transactions-The following transactions are authorized for payments on a payment
authorization:

Payment Authorizations with no dollar limit restriction: (as required by agency and
approved by supervisor)
e Credit card payments
e Grant payments to schools and school districts
e Payroll related payables (types of insurances). These payables should be coded to a
balance sheet account not an expenditure account

e Permits
e Legal notices and advertisements
e Licenses

e Registration fees
e Subscriptions

e Membership dues
e Postage




e Travel expenses (prepaid airfare and hotel only)
e Temporary staffing services

Payment Authorizations with $3,500 maximum limit:
e Catering and food for meetings
e Cell phone reimbursements
* Reimbursements for business meetings/luncheons
e Student fieldtrips (charter costs or admission costs)
o Proper insurance must be reviewed by division manager and a copy of the
insurance should be attached to the payment authorization form
e Payments to a vendor that does not accept purchase orders
e Personal reimbursements for items spent in accordance with the Employee Recognition
Manual (located on the HCDE Portal under Human Resources)
e Minor equipment repairs
e All Contracted services charged to 62190000 (with contract attached)
+ Non-employee reimbursements paid from 64XX
e Merit awards, student awards and other educational related awards have a dollar
threshold of $49.00 per item. All awards should be age appropriate. Purchases should
never contain any mature or adult content or contain a “R” or “M” rating on audio/visual
materials.

When in doubt, submit Purchase Orders instead of Payment Authorizations.
All other expenditures not listed above require a Purchase Order.

Payment Authorizations submitted for items that require a Purchase Order will not be approved
unless authorized by the Assistant Superintendent for Business Services. A request for
payment of goods /services without justification and is in violation of the procurement

policies will be returned to the requestor.

It should be noted that any payment requests above $3,500 requires either three written
guotes or be part of a current Job Number duly approved by the Board of Trustees. Any
payment in violation of these guidelines may become a personal liability of the individual and/or
the division manager. Also, payments made on a Payment Authorization that has $2000 or
more of labor services provided must have a contract to comply with the David Bacon Act.

According to CH Local http://pol.tasb.org/Policy/Code/578, all single items or
cumulative expenditures amounting to $50,000 are required to be pre-approved by the Board of
Trustees prior to the cumulative purchases.

In order to meet this requirement, the Purchasing Office will submit to the Board of Trustees a
monthly payment history report of all vendors with cumulative payments totaling $50,000.

Division Managers are required to plan and notify the Purchasing Office of any planned
purchases amounting to $50,000 in a fiscal year so that these purchases are reported prior
to the cumulative purchases.

Supporting Documentation
The following documents must accompany a payment authorization, if applicable, before
processing:

» Original invoice or receipt signed and dated or stated “OK to Pay”

» Registration forms (original & 1 copy)

» Application for renewals/permits (original & 1 copy)




* Subscriptions

» Billing receipts

* Hotel confirmations

* Copy of notices or advertisements
» Verification checklist

» Copy of consultant’s contract

Note: Reimbursements will not be processed without the receipts.

Form Completion

When preparing a Payment Authorization, the requestor should ensure that the form is
complete, legible and accurate. To avoid duplication of vendors, requestors should refrain from
using “nicknames” or acronyms. Vendor and consultant’'s name should reflect the name on the
W-9. The requestor should provide a detail description, such as a black pen rather than an item
number. A verification checklist should be attached to the Payment Authorization and the
Payment Authorization should have the correct Remit to address for which payment should be
mailed. Forward all Payment Authorizations to the Business Office for processing.

What to do when funds are unavailable (exceeds budget balance)?
If you were notified that your Payment Authorizations was not processed due to funds
unavailable, follow the steps below:

(1) Contact your budget manager or designee;

(2) Initiate a budget transfer and forward to the Business Office;

(3) Confirm that the budget transfer was processed and ;

(4) Notify an Accounts Payable specialist after the budget transfer/amendment has been

processed

Note: A payment will not be processed when funds are unavailable.

Processing Deadlines and Check Distribution

Payment Authorizations submitted on Tuesday by 12:00 noon will be processed on the following
Wednesday provided that all submitted paperwork is complete, accurate and have not been
returned. All checks will be mailed unless approved for pickup by the Asst. Superintendent for
Business Services or the Chief Accounting Officer. Refer to the Business Services Calendar for
check distribution dates.

Sales Taxes

The Department is exempt from sales taxes, but not hotel taxes. Payment Authorizations should
not include sales taxes for payment or reimbursements to employees for purchases made for
the benefit of the Department.  For more information on HCDE tax exemption privileges, refer
to the Texas Sales Tax exemption procedure.



Harris County ACCOUNTING PROCEDURES | Reference:
CH (LOCAL)
HARRIS COUNTY DEPARTMENT OF | CH (LEGAL)
M Education EDUCATION
DATE DEVELOPED: 02/23/2022 REVISED DATE: 05/09/2022

suBJEcT: Returned ACH Payments

Purpose
To provide guidelines for processing payments through ACH that are returned to the sender.

Procedure

Payments that are processed for vendors who elect ACH by submitting a direct deposit form to
Accounts Payable. If a payment is returned to the sender (HCDE accounts payable) for reason
(NO A/C Unable to Locate, Account Closed, Account not verified) unforeseeable to receiving the
payment AP will turn off the vendors ACH option. The vendor will then receive the reissued
payment in the form of a check until ACH is established again. Accounts Payable will not
reissue the payment to the same banking information unless we receive notification from our
bank to resend the payment to the same banking information.

Payees must complete a new direct deposit form when they are ready to have the correct ACH
established. ACH request for direct deposit AP will only except ACH forms through mail or
vendors can hand deliver this information. ACH request through email will not be accepted.
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	Division: __________________________________________________________
	Requested by Division Director _______________________
	Approved by ELT Member ___________________________
	Note: Attached is the disclosed felony conviction information.
	For Business Office Staff:
	Approval from Assistant Supt for Business _________________Yes __________No
	Approved by Superintendent ____________________________Yes __________No

	32 Written Quotes for goods and services rev 7 26 2021.pdf
	Vendor name:
	price quote:
	Vendor name:
	price quote:

	33 Internal Purchasing Vendor Certification form.pdf
	The following provisions are required and apply when federal funds are expended by HCDE for any contract resulting from this procurement process.  In the event of a conflict or inconsistency between the following terms and conditions and any provision...
	(B) Termination for cause and for convenience by the grantee or subgrantee including the manner by which it will be effected and the basis for settlement. (All contracts in excess of $10,000)
	(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that meet the definition of “federally assisted construction contract” in 41 CFR Part 60-1.3 must include the equal opportunity clause provided under 41...
	(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, all prime construction contracts in excess of $2,000 awarded by non-Federal entities must include a provision for compliance with the Davis-Bacon Act ...
	(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where applicable, all contracts awarded by the non-Federal entity in excess of $100,000 that involve the employment of mechanics or laborers must include a provision for complianc...
	(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definition of “funding agreement” under 37 CFR §401.2 (a) and the recipient or subrecipient wishes to enter into a contract with a small business firm or nonpr...
	(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 1251-1387), as amended—Contracts and subgrants of amounts in excess of $150,000 must contain a provision that requires the non-Federal award to agree to c...
	(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2 CFR 180.220) must not be made to parties listed on the government wide exclusions in the System for Award Management (SAM), in accordance with the OMB guidelines a...
	(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award exceeding $100,000 must file the required certification. Each tier certifies to the tier above that it will not and has not used Federal appropriated funds to...
	This certification is a material representation of fact upon which reliance was placed when this transaction was made or entered into.  Submission of this certificate is a prerequisite for making or entering into this transaction imposed by Section 13...
	Does vendor agree? YES Initials of Authorized Representative of vendor
	Vendor agrees to comply with all federal, state, and local laws, rules, regulations and ordinances, as applicable. It is further acknowledged that vendor certifies compliance with all provisions, laws, acts, regulations, etc. as specifically noted above.

	34 Choice Partners Vendor Certification form.pdf
	HARRIS COUNTY DEPARTMENT OF EDUCATION PROPOSER/VENDOR                    CERTIFICATION FORMS
	CERTIFICATION REGARDING CONTRACTING INFORMATION


	35 Board Recommendation Form.pdf
	To:  Procurement Services Division
	Job (Bid or RFP#) and Name:  20/039YR
	Early Head Start Child Care Partnership
	Board Meeting Date:  June 17, 2020
	Date:    May 20, 2020
	Check One



	36 RFP Procedures.pdf
	RFP Procedures

	38 Recommendation Committee Instructions.pdf
	Harris County Department of Education
	To:  Recommendation Committee

	Job (Bid or RFP) # and Name: 19/055YR Contracted Services for Choice Partners Cooperative
	Board Meeting Date:          October 16, 2019
	To:  Recommendation Committee


	40 Effectiveness and Compliance form.pdf
	Harris County Department of Education
	To: Procurement Services Audit File and Jesus J. Amezcua, Ph.D., CPA, Assistant Supt. for Business
	Job- Bid or RFP# and Name:  20/039YR Early Head Start Child Care Partnership
	Check One

	43 Conflict of Interest questionnaire.pdf
	UDISCLOSURE STATEMENT

	49 Grant Guidelines for Internal Charges.pdf
	...
	Time and Reporting
	DIVISION Billing Process for Internal Operating Services
	HCDE Billing Process Chart
	Internal Contract Form
	Reclassification of Funds Request form

	1 Contracts Manual 2020 2021.pdf
	1.0 Overview
	2.0 Purpose
	3.0 Introduction to Contract Management
	4.0 Contract Payment Processing
	5. Code of Ethics
	A. HCDE Ethics Policy
	B. Standards of Conduct

	6.0 Formation of Written Contracts
	7.0 Boilerplates
	8.0    When is a contract needed for services?
	9.0   When is the contract reviewed by our attorney?
	10.0 Contract Templates
	11.0 Contract Preparation
	12.0 Expenditure Contracts Flowchart
	13.0 Revenue Contracts Flowchart
	14.0 Contract Monitoring
	15.0 Contract Templates
	RECITALS
	I. DEFINITIONS
	II. TERM OF AGREEMENT
	III. AUTHORIZED CONTRACT SUM
	IV. SPECIFICATIONS AND DRAWINGS
	V. USE OF SPECIFICATIONS, DRAWINGS AND NOTES
	VI. MATERIAL AND WORKMANSHIP
	VII. CONTRACTOR’S GENERAL RESPONSIBILITIES
	VIII. JOB ORDER PROCEDURES
	IX. OWNER'S RESPONSIBILITIES
	X. SITE INVESTIGATION AND CONDITIONS AFFECTING THE WORK
	XI. INSPECTION OF CONSTRUCTION AND OWNER’S ACCEPTANCE OF WORK
	XII. PROTECTION OF EXISTING VEGETATION, STRUCTURES, UTILITIES AND IMPROVEMENTS; TRAFFIC CONTROL
	XIII. CLEANING UP AND REFUSE DISPOSAL
	XIV. WARRANTY OF CONSTRUCTION
	XV. PAYMENT
	XVI. TERMINATION FOR CONVENIENCE OF OWNER
	XVII. DEFAULT
	XVIII. CANCELLATION FOR CONFLICT OF INTEREST
	XIX. INSURANCE
	XX. CHANGES
	XXI. PAYMENT AND PERFORMANCE BONDS
	XXII. PREVAILING WAGE RATES
	22.1 Contractor shall comply with, and ensure each subcontractor complies with, all applicable laws regarding prevailing wage rates, including, but not limited to, Chapter 2258 of the Texas Government Code and any related federal requirements applicab...
	XXIII. MISCELLANEOUS PROVISIONS
	XXIV. NOTICES
	XXV. OTHER CONTRACTS
	XXVI. INDEMNIFICATION
	XXVII. CONTRACT ORDER OF PRECEDENCE
	XXVIII. PARTY ANTITRUST VIOLATIONS
	XXIX. AUDIT OF RECORDS
	OWNER
	By: ____________________________________   __________
	Jesus Amezcua, Ph.D., CPA, RTSBA                                                 Date
	Assistant Superintendent of Business Services
	CONTRACTOR
	1.   Begin Construction:  [ENTER]
	2.   Substantial Completion:  [ENTER]

	DEFINITION
	TERM

	8 SAMPLE Contract Clauses sample.pdf
	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	CLAUSE/DESCRIPTION
	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	                Title     
	CLAUSE/DESCRIPTION


	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	CLAUSE/DESCRIPTION

	SAMPLE WORDING
	Contractor     HCDE
	City, State and Zip Code   Houston, Texas 77022
	CLAUSE/DESCRIPTION


	SAMPLE WORDING
	OR 
	No Third-Party Beneficiary Clause



	9 SAMPLE Contractor Agreement for Construction Projects.pdf
	1.   Begin Construction:  [ENTER]
	2.   Substantial Completion:  [ENTER]

	15 Before and After Forms Procedure.pdf
	Independent Price Determination

	17 CSSS Interlocal Agreement 10 05 2016.pdf
	County School Superintendent  Title: _______________________________

	22 Master Interlocal Contract Template (swl 4.12.17).pdf
	County School Superintendent  Title: _______________________________

	23 2017-2018 Case Partnership District Interlocal Agreement.pdf
	VIII. LOCAL FUNDS
	IX. AUTHORIZATION
	X. NOTICE
	XI. GOVERNING LAW
	XII. VENUE
	XIII. ENTIRE AGREEMENT
	XIV. AMENDMENT
	XV. ASSIGNMENT
	XVI. DEBARMENT AND SUSPENSION
	XVIII.  SEVERABILITY
	XIX.  BENEFIT FOR SIGNATORY PARTIES ONLY
	Criminal History Certification
	Definitions:
	UHARRIS COUNTY DEPARTMENT OF EDUCATION
	UCONFLICT OF INTEREST DISCLOSURE STATEMENT
	Partnership Project | Required Match Certification

	24 NEW__Fortis Academy Annual Contract (md_swl 12.1.17).pdf
	ISD Superintendent/Designee  Date
	County School Superintendent  Date

	25 Participation Contract Template_non-profit (swl 4.12.17).pdf
	County School Superintendent  Title: _______________________________

	26 Services agrmt subject to master interlocal agreement (swl 8.24.17).pdf
	Harris County Department of Education and
	Arrangement with HCDE’s INSERT Division
	Services rendered in accordance with this Contract shall be funded by District’s use of  _________________ [funding source(s) (i.e., local dollars, grant funding, etc.)].  Payment for services rendered shall be allocated as follows:  _____% funded by ...
	Additional Terms


	27 EXPENDITURE - Consultant Services Contract 07 20 2015.pdf
	The following provisions are required and apply when federal funds are expended by HCDE for any contract resulting from this procurement process.

	31 FY21 Services agrmt subject to master interlocal agreement (swl 8.19.19).pdf
	Harris County Department of Education and
	, subject to Master Interlocal Agreement
	Arrangement with HCDE’s INSERT Division
	Additional Terms

	Total Days/Hours
	Total Cost
	Cost Day/Hour
	Type(s) of Service(s)
	Total:

	32 FY18_Construction contract under $50k.pdf
	1.   Begin Construction: [ENTER]
	2.   Substantial Completion: [ENTER]

	33 Job Order Construction Services_clean (swl revised 9.1.2021).pdf
	RECITALS
	I. DEFINITIONS
	II. TERM OF AGREEMENT
	III. AUTHORIZED CONTRACT SUM
	IV. SPECIFICATIONS AND DRAWINGS
	V. USE OF SPECIFICATIONS, DRAWINGS AND NOTES
	VI. MATERIAL AND WORKMANSHIP
	VII. CONTRACTOR’S GENERAL RESPONSIBILITIES
	VIII. JOB ORDER PROCEDURES
	IX. OWNER'S RESPONSIBILITIES
	X. SITE INVESTIGATION AND CONDITIONS AFFECTING THE WORK
	XI. INSPECTION OF CONSTRUCTION AND OWNER’S ACCEPTANCE OF WORK
	XII. PROTECTION OF EXISTING VEGETATION, STRUCTURES, UTILITIES AND IMPROVEMENTS; TRAFFIC CONTROL
	XIII. CLEANING UP AND REFUSE DISPOSAL
	XIV. WARRANTY OF CONSTRUCTION
	XV. PAYMENT
	XVI. TERMINATION FOR CONVENIENCE OF OWNER
	XVII. DEFAULT
	XVIII. CANCELLATION FOR CONFLICT OF INTEREST
	XIX. INSURANCE
	XX. CHANGES
	XXI. PAYMENT AND PERFORMANCE BONDS
	XXII. PREVAILING WAGE RATES
	22.1 Contractor shall comply with, and ensure each subcontractor complies with, all applicable laws regarding prevailing wage rates, including, but not limited to, Chapter 2258 of the Texas Government Code and any related federal requirements applicab...
	XXIII. MISCELLANEOUS PROVISIONS
	XXIV. NOTICES
	XXV. OTHER CONTRACTS
	XXVI. INDEMNIFICATION
	XXVII. CONTRACT ORDER OF PRECEDENCE
	XXVIII. PARTY ANTITRUST VIOLATIONS
	XXIX. AUDIT OF RECORDS
	OWNER
	By: ____________________________________   __________
	Jesus Amezcua, Ph.D., CPA, RTSBA                                                 Date
	Assistant Superintendent of Business Services
	CONTRACTOR

	34 Internal HCDE RFP Template_1 year term (swl revised 9.1.2021).pdf
	In addition to all other rights and remedies that HCDE may have, HCDE shall have the right to setoff, against any and all amounts due to Vendor by HCDE, whether due under this Agreement or any other agreement between HCDE (including any division of HC...

	35 UPDATED Internal HCDE RFP Template_multiple deadlines, award dates.pdf
	In addition to all other rights and remedies that HCDE may have, HCDE shall have the right to setoff, against any and all amounts due to Vendor by HCDE, whether due under this Agreement or any other agreement between HCDE (including any division of HC...

	36 UPDATED CP Vendor Packet_clean (amb_swl 1.20.2021).pdf
	HARRIS COUNTY DEPARTMENT OF EDUCATION CHOICE PARTNERS COOPERATIVE
	10.0 Attachments
	Issued by: Choice Partners
	A) Execution of Offer 3
	B) IRS Form W‐9 4
	C) Vendor Questionnaire 10
	D) Proposer Certification Forms 11
	E) Conflict of Interest Questionnaire 19
	F) Certificate of Interested Parties……………………………………………………………………………………………22
	G) Felony Conviction Form 24
	H) Antitrust Certification Statement……………………………………………………….…………………………………25
	I) SB9 Contractor Certification Form: Contractor Employees 26
	J) SB9 Contractor Certification Form: Subcontractor 28


	HARRIS COUNTY DEPARTMENT OF EDUCATION VENDOR QUESTIONNAIRE
	(Please check ALL appropriate boxes below)

	The following provisions are required and apply when federal funds are expended by HCDE or any CP member for any contract resulting from this procurement process.  In the event of a conflict or inconsistency between the following terms and conditions ...
	UHCDE CONFLICT OF INTEREST DISCLOSURE STATEMENT
	Signature of Company Official:    Date:


	37 UPDATED___Proposer Vendor Packet_clean (swl 9.1.2021).pdf
	Date: To: From:
	Harris County Department of Education Proposer Information Form
	HARRIS COUNTY DEPARTMENT OF EDUCATION

	HCDE CONFLICT OF INTEREST DISCLOSURE STATEMENT
	The following provisions are required and apply when federal funds are expended by HCDE for any contract resulting from this procurement process.  In the event of a conflict or inconsistency between the following terms and conditions and any provision...
	(B) Termination for cause and for convenience by the grantee or subgrantee including the manner by which it will be effected and the basis for settlement. (All contracts in excess of $10,000)
	(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that meet the definition of “federally assisted construction contract” in 41 CFR Part 60-1.3 must include the equal opportunity clause provided under 41...
	(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, all prime construction contracts in excess of $2,000 awarded by non-Federal entities must include a provision for compliance with the Davis-Bacon Act ...
	(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where applicable, all contracts awarded by the non-Federal entity in excess of $100,000 that involve the employment of mechanics or laborers must include a provision for complianc...
	(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definition of “funding agreement” under 37 CFR §401.2 (a) and the recipient or subrecipient wishes to enter into a contract with a small business firm or nonpr...
	(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 1251-1387), as amended—Contracts and subgrants of amounts in excess of $150,000 must contain a provision that requires the non-Federal award to agree to c...
	(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2 CFR 180.220) must not be made to parties listed on the government wide exclusions in the System for Award Management (SAM), in accordance with the OMB guidelines a...
	(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award exceeding $100,000 must file the required certification. Each tier certifies to the tier above that it will not and has not used Federal appropriated funds to...
	This certification is a material representation of fact upon which reliance was placed when this transaction was made or entered into.  Submission of this certificate is a prerequisite for making or entering into this transaction imposed by Section 13...
	Does vendor agree? YES Initials of Authorized Representative of vendor
	Vendor agrees to comply with all federal, state, and local laws, rules, regulations and ordinances, as applicable. It is further acknowledged that vendor certifies compliance with all provisions, laws, acts, regulations, etc. as specifically noted above.
	HARRIS COUNTY DEPARTMENT OF EDUCATION FELONY CONVICTION NOTICE FORM
	You must select one and sign below:
	Ch. 22 Criminal History Records Contractor Certification: Contractor/Subcontractor Employees
	Definitions:



	02.- Budget Adjustment Procedures - FY23.pdf
	Introduction
	I. BUDGET TRANSFER
	When to Prepare a Budget Transfer
	II. BUDGET AMENDMENT
	When to Prepare a Budget Amendment
	Budget Amendments Approval Signature Requirements
	Processing a Budget Amendment
	Amendment Guidelines for State and Federal Grants through TEA


	05.- Charges between Division - Procedures - FY23.pdf
	Sheet1

	07. - Account Code Structure.pdf
	ACCOUNT CODE STRUCTURE – efinance plus SYSTEM

	09.- FY 23 Function Codes.pdf
	Sheet1

	10. - Location Codes.pdf
	FY 23 Location Codes

	12.- FY 23 Budget Manager Codes.pdf
	Sheet1

	13. - Expenditure-Expense Codes With Descriptions-HCDE.Updated.pdf
	Exp Codes with Descriptions

	4 Fraud Prevention Model and Awareness Program 05.19.2022.pdf
	Responsibility of the Administrator in Charge:

	6 Contract Monitoring and Compliance 5.23.2022.pdf
	Performed by Superintendent:
	Performed by Division Director-Contracts:

	7 Grant Monitoring  and Compliance 5.23.2022.pdf
	Source of Policy:
	Required Documents:
	Performed by Division Director:

	8 Authorization for Electronic Purchasing 5.23.2022.pdf
	Performed by the Division Director:

	ADPA54.tmp
	Handling open records (TPIA)  requests by the Business  and Purchasing Offices
	STEP # 1 - Requests
	STEP # 2  Procedures  
	STEP # 3  Responses

	2 Grant Submissions 05.23.2022 - REPLACED BY 19.pdf
	b. Resource Development will save the PDF within two shared drives. One drive shares all division proposals and the other shares proposals with Executive Team.  RD will email the “HCDE Submitted Proposals” link to the ET distribution list, highlightin...

	7 Charges between Divisions Procedures  5.24.2022.pdf
	Sheet1

	9 GRANTS Grant Management and Accounting.pdf
	200.474 Travel costs.

	10 NEW Matrix - Revenue Contracts.pdf
	Sheet1

	12 HCDE Grant Manual.pdf
	General Information
	HCDE Mission
	Business Department Staff
	Journal Entries (†)
	Data Entry and Validation (†)
	General Ledger Transaction (Minimum Data Required) – (†)
	End of Month Process
	End of Fiscal Year Process
	Segregation of Duties (†)
	Retention of Records (†)
	Data System Security & Access to Records (†)
	Assignment of Access and Passwords (†)
	Revoking Access (†)
	Business Staff Training (†)
	State and Federal Grant Management (†)

	900 – State and Federal Programs/Grants (†)
	901 State Programs – Allotments
	902 Federal Grants
	902.1 Grant Application Process

	902.2 General Provisions and Assurances
	902.3 Budgeting Grant Funds
	902.4 Standards for Financial and Program Management
	902.41Financial Management
	902.42Internal Controls
	902.43Bonds
	902.44Payment
	902.45 Cost sharing or matching funds
	902.46 Program Income
	902.47 Period of performance (Obligations)
	902.5 Procurement Standards/Expenditure of Grant Funds
	902.51General Procurement Standards
	902.52Vendor Competition
	902.53Procurement Methods
	902.6 Property Standards
	902.7 Cost Principles
	902.78 Preparing Expenditure Reports & Draw Down of Funds
	902.8 Grant Compliance Areas


	13 HCDE grant and contract monitoring Procedures.pdf
	HCDE Procedures
	For contract monitoring and compliance
	Source of Policy
	Required Documents
	Performed by Superintendent:
	Performed by Administrator in Charge

	HCDE Procedures
	For grant monitoring and compliance
	Source of Policy
	Required Documents
	Performed by Administrator in Charge

	HCDE Procedures for Grant Accountant

	14 Federal Grant Contract Salary Reporting  05.26.2022.pdf
	Federal Grant/Contract Salary Reporting

	16 Procedures - Proposal Development Public Funding 08.30.2020.pdf
	 HCDE division director is notified of public funding opportunity by Center for Grants Development via weekly e-blast highlighting relevant announcements by division.
	 HCDE program division director decides to move forward with a public funding application to establish a new program, enhance or expand existing services
	 Once the signed ELT Item is sent to CGD, the following occurs:
	 Center for Grants Development Director forwards the funding guidance and Grant Feasibility Review to Executive Leadership Team for their decision on whether or not to proceed with preparing the proposal for submission.
	 Create Request for Proposal (RFP) Overview*
	 Center for Grants Development project lead will create overview including the following common contents:
	 Purpose of funding
	 Average and maximum amounts
	 Deadline
	 Eligibility requirements
	 Restrictions
	 Special requirements – programmatic, budgetary, reporting
	 Background of project


	 Prepare Preliminary Budget Breakdown
	 Prepare Proposal Outline
	 CGD lead will use the RFP evaluation criteria, checklist, standard application forms, and/or RFP Table of Contents to prepare the proposal outline.

	 Determine and Compile Proposal Development Team
	 CGD Manager and/or CGD Project Lead, and Division Director/Executive Leadership Team member (as applicable) will determine members of the team based on complexity of the project and collaborative structure
	 Required skills may include, but are not limited to:
	 Budget and Finance
	 Program Plan and Design
	 Proposal Review and Edit
	 Human Resources
	 Evaluation
	 Facility Management
	 Technology
	 Division Leadership

	 The team will define those members who must meet regularly and those who will function as resources.

	 Conduct Proposal Development Team Meetings
	 CGD will prepare Meeting Agenda that covers overview, preliminary budget breakdown and outline to assess team’s capacity to complete the proposal in the timeframe allowed.
	 Creation of the proposal development strategy with activities, responsibilities and deadlines
	 Needs/problem statement
	 Program design development – goals, objectives, strategies, tasks, etc.
	 Evaluation plan
	 Budget and budget narrative
	 Graphics plan – cover sheet, maps, charts, tabs (if applicable)
	 Collaborative partnerships – letters of commitment
	 Submission requirements – formatting, binding and mailing or electronic submission

	 Assignments of activities based on roles
	 Division leadership and staff – content and program design experts
	 Human Resources – personnel and policies experts
	 Business Services – budgetary experts
	 Research and Evaluation – project evaluation plan experts
	 Center for Grants Development staff – compilation and review of attachments, narrative, budget, and appendices to ensure that content links within each section; review and revise narrative based on RFP guidance to ensure that the funder’s questions ...

	 Performance of brainstorming activities during multiple meetings to:
	 Identify client need for the project
	 Create project vision, philosophies, beliefs, assumptions, and priorities, if relevant
	 Identify project partners
	 Create project goals and measurable objectives
	 Conceptualize project design, management plan and budget (Logic Model)
	 Develop evaluation and dissemination plan
	 Create sustainability plan

	 Creation of Request for Information (RFI)/letter of commitment for district and/or community partners, if applicable.
	 CGD Project Lead will prepare a Request for Information that is adapted from the prospective grantor’s Request for Proposal and includes the district/campus and/or community-based organization’s information necessary to complete the proposal.
	 CGD Project Lead will prepare a letter of commitment template for collaborative partners which will briefly describe the organization and identify what the organization will offer to the project, as a cost and/or as in-kind contributions


	 CGD Project Lead will send proposal outline/template plus RFP guidelines to team members assigned to proposal sections.
	 CGD Project Lead will create meeting summaries and send to meeting participants. Meeting summaries should reflect the elements above plus next steps described during the meeting and any assignments accepted.
	 Develop Proposal Development Timeline – critical to completion of project
	 As a result of these meetings, CGD Project Lead and division director/program staff will develop proposal development timeline which will define action steps plus persons responsible for completing them with identified dates (refer to sample project...
	 Implement Proposal Development Strategy – as proposal project is implemented, CGD Project Lead will use the original timeline to track completed items as they occur (deadline dates are not to change during the process). CGD Project Lead will note th...
	 Task Assignment and Completion
	 CGD Project Lead completes their assigned tasks and facilitates and ensures the completion of other proposal development team member tasks.
	 Division – program design narrative sections and line-item budget*, logic model development, letters of commitment from identified partners*
	 Finance – budget review/narrative sections*
	 Human Resources – personnel schedules for line-item budget
	 Research and Evaluation Institute – formative and summative evaluation plan
	 Center for Grants Development – management, project personnel and organizational capacity sections
	* Task assignment takes into consideration team member expertise and accessibility.


	 CGD Project Lead will host team meetings and maintain communication with team members as updates become available. CGD Project Lead will prepare meeting summaries after each team meeting, specifying next steps and those responsible.
	 Conduct District/Community-Based Organization Information Session, if collaborative project
	 CGD Project Lead and division host an information session for prospective partners/collaborators, if applicable.
	 CGD Project Lead prepares and mails an invitation letter addressed to Organization’s Authorizing Official (District Superintendents; CEO/Presidents of nonprofits; etc) and cc: division organization contacts. HCDE’s County Schools Superintendent sign...
	 CGD Project Lead prepares and presents the RFP overview, collaborative strategy and Request for Information or letter of commitment template. The RFI informs collaborators of information needed from them to submit the proposal. The collaborative str...
	*Note: it is imperative that the team considers the requirements of the RFP, including project design and budgetary restrictions when selecting collaborators. Having the strategy fleshed out prior to meeting with the collaborators limits misconception...
	 Division presents overview of services linking them to their capacity to administer the proposed project and describes the preliminary strategy based on the requirements of the RFP.
	 CGD Project Lead asks contacts to submit authorized approval (letter of intent) for participation in the proposal within 72 hours of notification, i.e. identified campuses, number of eligible/targeted participants, etc.
	 Collaborators submit RFI/letter of commitment to CGD within approximately 2 weeks of the session, if not required sooner.


	Administrative ReviewS and Approvals

	 Public and Private Funding – Approval and Distribution Procedures
	All public and private funding requests (new and continuation) require prior approval from the Executive Leadership Team including the Superintendent and prior approval or ratification after submission from HCDE board.  (Refer to HCDE Board Policy CB ...
	Public and private funding may include, but is not limited to, federal, state and local grants, private and corporate foundations, and formal commitments to perform services.
	 Complete reviews by Center for Grants Development, Executive Team, Business Services, Facilities, Human Resources, Technology, and Assistant Superintendent as relevant to the request.
	 During preliminary proposal planning, the CGD Director and/or division Director coordinating submission of the proposal presents the draft plan for Executive Leadership Team consideration and approval.
	 As the preliminary project design is developed and prior to submission of the proposal, the division director/project coordinator will present relevant sections of the proposal to Business Services, Human Resources, Technology, Facilities, and Assis...
	 Business Services – including budget (Excel budget worksheet) and budget narrative, maintenance of effort and indirect cost
	 Human Resources – personnel strategy and proposed job descriptions
	 Technology – use of technology and personnel, equipment and supply needs
	 Facilities – anticipated office space needs, staffing plan and support needs
	 Assistant Superintendent – proposed program design and budget and HCDE contributions (requires use of tax revenues?), if any.

	 Proposal Development team reviews and edits the narrative sections of the proposal individually and as a whole as they are completed. CGD Project Lead asks that the division have two or more of their staff review the proposal before it is submitted ...
	 Proposal Development team may include, but is not limited to, division director and staff, division supervisor, Center for Grants Development, Technology, Facilities, Business Services, Human Resources and Assistant Superintendent.
	 The complexity of the proposal and potential impact of the grant on the organization determines the involvement of the team members. For instance, initial applications for CASE for Kids and Head Start required meetings that included all aforemention...
	 In addition to the roles during the proposal development process, Center for Grants Development will conduct a proposal review and comment and report findings to the team prior to submission of the grant. IGS must have sufficient time to conduct a f...
	 In case the deadline of submission of a continuation grant conflicts with timing for a proposal review, the deadline takes precedence.
	 If this were to occur, the director of the division submitting the proposal must continue through the initial three steps.
	 A competitive application will require full proposal review and edits prior to submission.
	 Compile and Submit Completed Proposal
	 CGD Project Lead requests and compiles the necessary supporting documentation for the Attachment or Appendices sections of the proposal.
	 Common supporting documentation
	 Resumes/vitae
	 Job descriptions
	 Evaluation reports
	 Financial statements/audit – Comprehensive Annual Financial Report; Popular Annual Financial Report
	 Organizational and project management charts
	 Service location maps
	 Board lists


	 CGD Project Lead compiles revised narrative sections and line-item budget plus supporting documentation in what is called a “dummy.” Blank pages are placed to demonstrate missing pieces.
	 CGD Project Lead fills out “grant-related forms” such as the SF424 – Application for Federal Assistance, SF524A&B-Non-Construction Budget, Assurances and Certifications, and other required forms (Budget based on project line-item budget). State fund...
	 CGD Project Lead obtains the signature of an authorized individual, HCDE County School Superintendent or Board President. Staff will ensure that all required forms are submitted in the requested format (e.g. three original dated signatures in blue i...
	 CGD Project Lead completes and acquires signatures on any grant-required supplements, such as the Table of Contents, abstract or executive summary, GEPA 427 Equitable Access, etc.
	 CGD Project Lead compiles final original document for review by team, including page numbers. CGD Project Lead staff will inform reviewers of any limitations, such as formatting, space, etc. CGD Project Lead staff will make revisions until which tim...
	 CGD Project Lead compiles final original narrative document plus attachments or appendices. CGD Project Lead reviews RFP guidelines to ensure that required formatting is addressed, such as margins, page limits, spacing, page numbers, and font size.
	 CGD Project Lead reviews proposal checklist to ensure that all supporting documents are enclosed in the order they are requested, such as those listed above under “Common Supporting Documentation.”
	 CGD Project Lead with acquire signatures – in person or via Adobe Sign as required by the funding guidance.
	 If mailed, CGD makes required number of copies with one hard-copy and one scanned version for division distribution. CGD Secretary will complete page numbers and required copies.
	 CGD Project Lead submits the original proposal including attachments and other required items plus copies for receipt a minimum of two days prior to deadline date. If online application, CGD Project Lead or designated authorized official clicks the ...
	 To ensure receipt, CGD Project Lead submits the proposal a minimum of two days in advance using an overnight mail service or online system. For online applications, the receipt is typically immediate. For overnight mail submission, the CGD Secretary...
	 The CGD Secretary maintains copies of mail carrier receipts and/or tracking forms that are saved as PDFs within project folder.

	 Obtain Board Approval or Ratification
	 Copy of the summary budget and detailed personnel budget, if applicable
	 Copy of the signed cover page
	 Executive summary or abstract
	 The pending board agenda items are forwarded to Director of Center for Grants Development for review and approval via AgendaQuick program (Board Agenda Submission System).




	20 Procedures - Private Funding Proposals.pdf
	Center for Grants Development (CGD) works directly with nine HCDE external service divisions* to develop fund development plans for the solicitation of private foundations. The plan covers suggested/current program initiatives; chart of division’s exp...
	 Center for Grants Development Director forwards the Grant Feasibility Review and funding guidance, when available, to Executive Leadership Team for their decision on whether or not to proceed with preparing the proposal for submission.
	 Obtain Foundation Guidelines
	 Center for Grants Development (CGD) will use existing foundation guidelines for preparation of the proposal. When available, CGD will research the foundation’s website and IRS 990 form to determine types of projects the foundation typically funds; t...
	 If the guidelines are unavailable via customary channels such as websites, CGD will contact the foundation for assistance (if available). Staff preparing proposals is encouraged to contact the foundation directly to inquire about the types of projec...
	 If guidelines and contact are unavailable, then CGD will create proposals based on acceptable guidelines for a letter or foundation proposal.

	 Prepare Proposal Outline
	 CGD will use the foundation guidelines** and/or application forms to prepare the proposal outline.

	 Compile Proposal Development and Review Team
	 Although foundation proposals are usually less complex than government grants, CGD and the division director may still need to establish a proposal development team for new or larger projects. Division director and CGD Director/staff will determine ...
	 Required skills may include, but are not limited to,
	 Budget and Finance
	 Division Leadership
	 Human Resources
	 Evaluation
	 Facility Management
	 Program Plan, Design and Implementation
	 Proposal Review and Edit
	 Technology


	 The team will define those members who must meet regularly and those who are available as resources – always include division leadership and designated dedicated division staff on the team.

	 Conduct Proposal Development Team Meetings, when necessary
	 Team reviews foundation guidelines and proposed project and how it aligns with foundation giving.
	 Team will make assignments based on roles and relevance
	 Education Foundation of Harris County – EFHC organization information
	 Division leadership and staff – content and program design experts
	 Human Resources – personnel and policies experts
	 Business Services – budgetary experts
	 Research and Evaluation Institute – project evaluation plan
	 CGD staff – customization of proposal to meet foundation guidelines; compilation and review of attachments; narrative; budget; and appendices; submission of proposal
	 Education Foundation of Harris County Liaison, Director of CGD and Division Director – review and edit proposal based on foundation guidance to ensure that questions are fully answered.


	 Develop Proposal Development Timeline
	 CGD and division director/program staff will develop proposal development timeline for each project which will define action steps plus persons responsible for completing them.
	 Implement Proposal Development Strategy
	 Task Assignment and Completion:
	 CGD completes their assigned tasks and facilitates and ensures the completion of other proposal development team member tasks.
	 If new HCDE project,
	 Division – program design narrative sections and line-item budget, letters of commitment from identified partners*
	 Finance – budget review/narrative sections*
	 Human Resources – personnel schedules for line-item budget*
	 Center for Grants Development – management, project personnel and organizational capacity sections*



	* Task assignment takes into consideration team member expertise and accessibility. Assignments are only provided when necessary to complete the proposal.
	 CGD staff host team meetings and maintain communication with team members as updates become available.


	 Private Funding – Approval and Distribution Procedures
	All private funding requests (new and continuation) require prior approval from the Executive Leadership Team including the Superintendent with items presented as information on the HCDE board agenda each month.
	 Complete reviews by Center for Grants Development, Executive Leadership Team***, Business Services***, Facilities***, Human Resources***, Technology***, and Assistant Superintendent as relevant to the request
	 Prior to submission of the proposal and if the project is large enough to impact the organization, the division director/project coordinator or CGD will present relevant sections of the proposal to Business Services, Human Resources, Technology, Fac...
	 Business Services – including budget and budget narrative, maintenance of effort/match and indirect costs
	 Human Resources – personnel strategy and proposed job descriptions
	 Technology – use of technology and personnel, and supply needs
	 Facilities – anticipated office space needs, staffing plan and support needs
	 Assistant Superintendent – proposed program design and budget and HCDE contributions (requires use of tax revenues?), if any.

	 Proposal Development team reviews and edits the proposal as it is completed.
	 Proposal Development team may include, but is not limited to, division director and staff, division supervisor and Center for Grants Development.
	FINAL COMPLETED PROPOSAL
	 Compile and Submit Completed Proposal
	 CGD prepares the final narrative with requested attachments. If online, documents may require uploading or typing directly into the grantor’s online system. If so, print out narrative for review. Ask others to review the application on the webpage a...
	 CGD requests and compiles the necessary supporting documentation for the Attachment or Appendices sections of the proposal.
	 Common supporting documentation
	 501(c)(3) Letter of Determination; proof of tax-exempt status
	 List of current board members
	 Most recently audited financial statements


	 CGD obtains the signature of an authorized individual, Board Chair of the Education Foundation or County School Superintendent, when necessary. These signatures are obtained in person or via Adobe Sign, as needed.
	 CGD compiles final original narrative document plus attachments or appendices. CGD reviews guidelines to ensure that required formatting is addressed, if applicable.
	 CGD reviews guidelines to ensure that all supporting documents are enclosed in the order they are requested, such as those listed above under “Common Supporting Documentation.”
	 Development Coordinator provides an electronic copy of the final proposal to the division and to the Education Foundation, when appropriate. If online submission, print an original, then provide copies as specified to division and Education Foundati...
	 If applicable, CGD submits the original proposal and copies for receipt by deadline date. CGD or Education Foundation will send proposal by certified mail, hand delivery or online delivery, whichever is allowable.

	 Notify Board of Submission
	 Fifth to seventh day after submission by mail, CGD will call or email the foundation contact to ensure receipt of the proposal even though the certified card should have been returned. If not received via mail, CGD or Education Foundation will resub...
	 The Secretary maintains copies of mail carrier receipts and/or tracking forms. CGD Project Lead saves the receipt confirmation in the respective project folders under Submission Confirmation.
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	Harris County Department of Education
	FY 2021-2022 Budget Book
	Employee Benefits
	All employees are protected by workers’ compensation insurance.  HCDE is insured with the Texas Association of School Business. The amount paid is determined by a percentage of the gross wages paid to employees in each of the above classifications. Co...
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	Harris County Department of Education
	To: Procurement Services Audit File and Jesus J. Amezcua, Ph.D., CPA, Assistant Supt. for Business
	Job- Bid or RFP# and Name:  20/039YR Early Head Start Child Care Partnership
	Check One

	32 FY18_Construction contract under $50k.pdf
	1.   Begin Construction: [ENTER]
	2.   Substantial Completion: [ENTER]

	33 Job Order Construction Services_clean (swl revised 9.1.2021).pdf
	RECITALS
	I. DEFINITIONS
	II. TERM OF AGREEMENT
	III. AUTHORIZED CONTRACT SUM
	IV. SPECIFICATIONS AND DRAWINGS
	V. USE OF SPECIFICATIONS, DRAWINGS AND NOTES
	VI. MATERIAL AND WORKMANSHIP
	VII. CONTRACTOR’S GENERAL RESPONSIBILITIES
	VIII. JOB ORDER PROCEDURES
	IX. OWNER'S RESPONSIBILITIES
	X. SITE INVESTIGATION AND CONDITIONS AFFECTING THE WORK
	XI. INSPECTION OF CONSTRUCTION AND OWNER’S ACCEPTANCE OF WORK
	XII. PROTECTION OF EXISTING VEGETATION, STRUCTURES, UTILITIES AND IMPROVEMENTS; TRAFFIC CONTROL
	XIII. CLEANING UP AND REFUSE DISPOSAL
	XIV. WARRANTY OF CONSTRUCTION
	XV. PAYMENT
	XVI. TERMINATION FOR CONVENIENCE OF OWNER
	XVII. DEFAULT
	XVIII. CANCELLATION FOR CONFLICT OF INTEREST
	XIX. INSURANCE
	XX. CHANGES
	XXI. PAYMENT AND PERFORMANCE BONDS
	XXII. PREVAILING WAGE RATES
	22.1 Contractor shall comply with, and ensure each subcontractor complies with, all applicable laws regarding prevailing wage rates, including, but not limited to, Chapter 2258 of the Texas Government Code and any related federal requirements applicab...
	XXIII. MISCELLANEOUS PROVISIONS
	XXIV. NOTICES
	XXV. OTHER CONTRACTS
	XXVI. INDEMNIFICATION
	XXVII. CONTRACT ORDER OF PRECEDENCE
	XXVIII. PARTY ANTITRUST VIOLATIONS
	XXIX. AUDIT OF RECORDS
	OWNER
	By: ____________________________________   __________
	Jesus Amezcua, Ph.D., CPA, RTSBA                                                 Date
	Assistant Superintendent of Business Services
	CONTRACTOR

	34 Internal HCDE RFP Template_1 year term (swl revised 9.1.2021).pdf
	In addition to all other rights and remedies that HCDE may have, HCDE shall have the right to setoff, against any and all amounts due to Vendor by HCDE, whether due under this Agreement or any other agreement between HCDE (including any division of HC...

	35 UPDATED Internal HCDE RFP Template_multiple deadlines, award dates.pdf
	In addition to all other rights and remedies that HCDE may have, HCDE shall have the right to setoff, against any and all amounts due to Vendor by HCDE, whether due under this Agreement or any other agreement between HCDE (including any division of HC...

	36 Choice Partners  Vendor Packet.pdf
	HARRIS COUNTY DEPARTMENT OF EDUCATION CHOICE PARTNERS COOPERATIVE
	10.0 Attachments
	Issued by: Choice Partners
	A) Execution of Offer 3
	B) IRS Form W‐9 4
	C) Vendor Questionnaire 10
	D) Proposer Certification Forms 11
	E) Conflict of Interest Questionnaire 19
	F) Certificate of Interested Parties……………………………………………………………………………………………22
	G) Felony Conviction Form 24
	H) Antitrust Certification Statement……………………………………………………….…………………………………25
	I) SB9 Contractor Certification Form: Contractor Employees 26
	J) SB9 Contractor Certification Form: Subcontractor 28


	HARRIS COUNTY DEPARTMENT OF EDUCATION VENDOR QUESTIONNAIRE
	(Please check ALL appropriate boxes below)

	The following provisions are required and apply when federal funds are expended by HCDE or any CP member for any contract resulting from this procurement process.  In the event of a conflict or inconsistency between the following terms and conditions ...
	UHCDE CONFLICT OF INTEREST DISCLOSURE STATEMENT
	Signature of Company Official:    Date:


	37 UPDATED___Proposer Vendor Packet_clean (swl 9.1.2021).pdf
	Date: To: From:
	Harris County Department of Education Proposer Information Form
	HARRIS COUNTY DEPARTMENT OF EDUCATION

	HCDE CONFLICT OF INTEREST DISCLOSURE STATEMENT
	The following provisions are required and apply when federal funds are expended by HCDE for any contract resulting from this procurement process.  In the event of a conflict or inconsistency between the following terms and conditions and any provision...
	(B) Termination for cause and for convenience by the grantee or subgrantee including the manner by which it will be effected and the basis for settlement. (All contracts in excess of $10,000)
	(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that meet the definition of “federally assisted construction contract” in 41 CFR Part 60-1.3 must include the equal opportunity clause provided under 41...
	(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, all prime construction contracts in excess of $2,000 awarded by non-Federal entities must include a provision for compliance with the Davis-Bacon Act ...
	(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where applicable, all contracts awarded by the non-Federal entity in excess of $100,000 that involve the employment of mechanics or laborers must include a provision for complianc...
	(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definition of “funding agreement” under 37 CFR §401.2 (a) and the recipient or subrecipient wishes to enter into a contract with a small business firm or nonpr...
	(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 1251-1387), as amended—Contracts and subgrants of amounts in excess of $150,000 must contain a provision that requires the non-Federal award to agree to c...
	(H) Debarment and Suspension (Executive Orders 12549 and 12689)—A contract award (see 2 CFR 180.220) must not be made to parties listed on the government wide exclusions in the System for Award Management (SAM), in accordance with the OMB guidelines a...
	(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352)—Contractors that apply or bid for an award exceeding $100,000 must file the required certification. Each tier certifies to the tier above that it will not and has not used Federal appropriated funds to...
	This certification is a material representation of fact upon which reliance was placed when this transaction was made or entered into.  Submission of this certificate is a prerequisite for making or entering into this transaction imposed by Section 13...
	Does vendor agree? YES Initials of Authorized Representative of vendor
	Vendor agrees to comply with all federal, state, and local laws, rules, regulations and ordinances, as applicable. It is further acknowledged that vendor certifies compliance with all provisions, laws, acts, regulations, etc. as specifically noted above.
	HARRIS COUNTY DEPARTMENT OF EDUCATION FELONY CONVICTION NOTICE FORM
	You must select one and sign below:
	Ch. 22 Criminal History Records Contractor Certification: Contractor/Subcontractor Employees
	Definitions:






