Hutto Independent School District

Business & Financial Services Administrative
Procedures Manual



Mission & Strategic Objectives

Mission:

The mission of Hutto ISD Financial and Administrative Services is to support the district's
educational goals through prudent, efficient, and compliant financial management. The
department provides essential purchasing, payroll, accounts payable, accounting, student
information, and technology services.

Strategic Objectives:

Stewardship: Strong Financial Stewardsship & Efficient Operational Processes

—0——0——0—

4.1 Optimize financial 4.2 Address capital 4.3 Implement

resources to achieve improvement needs operational

student outcomes to accomodate efficiencies to create
growth and maximize safe and qualify
efficency in support learning
of student sucess environments
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Business Office Staff Directory

Name

Ruby Villarreal

Rafael Guerra Ahumada

Tunisha Hamilton

Gloria Gibbons

Victoria Melton
Alicia Balderas
Caleb Steed
Ryan Robison
Lori Johnson
Todd Robison
Elizabeth Polasek

Jessica Cortez
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Title
Accountant
Accountant - Capital Assets

Accounting Specialist

Accounts Payable

Assistant to CFO
Purchasing Specialist
Chief Financial Officer
Director of Finance
Director of Payroll
Director of Purchasing
Payroll Specialist

Payroll Specialist
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E-Mail
finance@huttoisd.net
purchasing@huttoisd.net

accounts.payable@huttoisd.
net

accounts.payable@huttoisd.
net

finance@huttoisd.net
purchasing@huttoisd.net
finance@huttoisd.net
finance@huttoisd.net
payroll@huttoisd.net
purchasing@huttoisd.net
payroll@huttoisd.net

payroll@huttoisd.net



Payroll Links

Payroll Website/Pay Schedule Address Change

Visit the Payroll Website for complete Submit address changes by emailing:
information about pay schedules and hr@huttoisd.net

deadlines.

Contact: payroll@huttoisd.net

W4 Change Direct Deposit Change

Follow W4 Instructions to make changes to Submit changes using the Direct Deposit
your tax withholding. Change Form.

Contact: payroli@huttoisd.net Contact: payroli@huttoisd.net
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https://www.hipponation.org/financial-services/payroll
https://drive.google.com/file/d/11XzEZ2fNvSsJ_k-Fq1asN5_sOrzqMuwm/view
https://drive.google.com/file/d/1-82chQ4zoq745lijY7WZiKo3Z5bgr-y6/view
https://drive.google.com/file/d/1-82chQ4zoq745lijY7WZiKo3Z5bgr-y6/view

Accounts Payable Deadlines

Item
AP Check Cycles

Checks available for pick up
or mailed out; ACH funds
available

Employee Reimbursement
requests with all supporting
documentation & approvals

Mileage Reimbursements
with all supporting
documentation & approvals

All Campus invoices due to
Accounts Payable (before
summer break)

All Department invoices due
to Accounts Payable

Due Date
Printed weekly on Tuesday

Must make an appointment
to pick up a check
ACH - Friday

All documents must be
received in the Business
Office by Friday at 5 p.m.
prior to cycle

Documentation to the
Business office by Friday at
S p.m. prior to cycle

Second Tuesday in June

Second Tuesday in June

Contact: accounts.payable@huttoisd.net
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Contact

Accounts Payable

Accounts Payable

Accounts Payable

Accounts Payable

Accounts Payable

Accounts Payable



Purchasing Deadlines

Item

Purchase Order Approval —
existing vendors, non-
technology

Purchase Order Approval -
software, networked
technology with existing
vendors

Purchase Order Approval -
new vendors

Purchasing cut-off for

departments and campuses

(except for 461, 865,
summer school, capital
projects, and staff
development travel
accounts)

Purchasing cut-off for
departments and campus
461, 865, capital projects,

and staff development travel

accounts

P-Card Transactions
Reconciliations

Contact: purchasing@huttoisd.net
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Due Date

Allow 1-2 business days for
response after approval
from principal/director

Allow 3-5 business days for
response

Allow up to 3 business days
for response; Vendors must
register

Second Friday in April

First Thursday in June

10 Business Days from
import date

Hutto ISD Financial Services

Contact

Purchasing Director

Purchasing

Purchasing

Purchasing Director

Purchasing Director

Purchasing



Accounting & Finance Deadlines

Item Due Date Contact
Deposits Bagged deposits must be Accountant & Accounting
delivered to the Business Clerk

Office every Wednesday.
Deposits are uploaded to
Frontline once electronic file
and paperwork is received
by Business Office.

Budget transfers & Must be submitted in Director of Finance
amendments Frontline

For transfers within the
same function can be done
at the department/school
first opportunity

For transfers between
functions: Must be
submitted to the business
office by the third Thursday
of the month and receive
board approval.

Beginning Fiscal Year July 1 District

End of Fiscal Year June 30 District

Contact: finance@huttoisd.net
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Glossary of Commonly Used Acronyms

CFR: Code of Federal Regulations

CIP: Campus Improvement Plan

CNA: Comprehensive Needs Assessment
DIP: District Improvement Plan

ESL: English as a Second Language

FTE: Full-Time Equivalent

FY: Fiscal Year

IDEA: Individuals with Disabilities Education
Act

LEA: Local Education Agency

LEP: Limited English Proficient
MOE: Maintenance of Effort

NOGA: Notice of Grant Award

OIG: Office of the Inspector General
SAO: State Auditor's Office

TEA: Texas Education Agency

TEASE: Texas Education Agency Secured
Environment

USDE: United States Department of
Education

PEIMS: Public Education Information
Management System

SIS: Student Information Services

ERP: Enterprise Resource Platform/Finance
& HR system

P-Card/Procurement Card/Pro-Card: Plastic
or Credit Card

Hutto ISD Financial Services



Purchasing Guidelines: Mission and
Goals

Mission:

The mission of the Purchasing team is to support the educational goals of Hutto ISD by
providing prudent, efficient, and compliant purchasing through innovative practices and robust
customer service.

Goal:

The goal of the Purchasing team is to become a leader in purchasing innovation, compliance,
customer service, and fiscal responsibility.

Objectives:

Hutto ISD Purchasing Objectives:

Quality Products and Services Professional Vendor

To provide quality products, services, Relationships

and materials to the district, at the best To encourage open and professional
value, in accordance with school board relationships with vendors, while
policy and applicable laws maintaining independence and

objectivity, to create a strong competitive
environment

Ethical Practices Continuous Improvement

To promote and apply ethical business To continually be innovative by improving

practices processes and following best purchasing
practices

*Updated 07/01/2025 Hutto ISD Financial Services



Purchasing Ethics

The following code of ethics was developed for the Purchasing staff. However, the standards and
ideals are applicable to all district employees involved in the purchasing process.

(G CODE OF ETHICS:

Avoid the intent and
appearance of unethical
or compromising practice
in relationships, actions
and communications

Refrain from soliciting or
accepting money, loans,
credits, discounts, gifts,
entertainment, favors or
services from present or
potential vendors

Know and obey the letter
and the spirit of laws
governing the purchasing
function and remain alert
to the legal ramifications
of all purchasing
decisions

*Updated 07/01/2025

Demonstrate loyalty to
the district by diligently
following the lawful
instructions, procedures
and policies using
reasonable care while
exercising only the
authority which has been
delegated to you

Handle confidential or
proprietary information
with due care and proper
consideration of ethical
and legal ramifications
and government
regulations

Ensure that all segments
of society can participate
in governmental
contracts

Hutto ISD Financial Services

Refrain from any personal
business or professional
activity that would create
a conflict between
personal interest and the
interests of the district

Promote positive supplier
relationships through
courtesy and impartiality

Enhance the stature of
the purchasing profession
by improving technical
knowledge and adhering
to the highest ethical
standards



Purchasing Laws, Regulations, and
Statutes

Board Policy, State laws and Federal laws mandate that all purchases made by Hutto ISD must
comply with bid laws. Since most items and services purchased by the district are required to be
bid, the purchases must be made from vendors who have been awarded a contract for these items
and/or services.

Board Policy:

e BBFB (LEGAL) Ethics — Prohibited Practices e CR (LEGAL) Insurance and Annuities

e CH (LEGAL) Purchasing and Acquisition Management

e CH (LOCAL) Purchasing and Acquisition * CV (LEGAL) Facilities Construction

e CHH (LEGAL) Purchasing and Acquisition - * CV (LOCAL) Facilities Construction
Financing Personal Property Purchases e DBD (LEGAL) Employment Requirements

« CHG (LEGAL) Purchasing and Acquisition — and Restrictions - Conflict of Interest
Real Property and Improvements e DBD (LOCAL) Employment Requirements

» CK (LOCAL) Safety Program/Risk and Restrictions - Conflict of Interest
Management

Federal Regulations:

e Office of Management and Budget (OMB) Circular A-21 Educational Institutions
e Office of Management and Budget (OMB) Circular A-87 State and Local Governments
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https://pol.tasb.org/Policy/Code/1242?filter=BBFB
https://pol.tasb.org/Policy/Download/1242?filename=CH(LEGAL).pdf
https://pol.tasb.org/Policy/Code/1242?filter=CH
https://pol.tasb.org/Policy/Code/1242?filter=CHH
https://pol.tasb.org/Policy/Code/1242?filter=CHG
https://pol.tasb.org/Policy/Code/1242?filter=CK
https://pol.tasb.org/Policy/Code/1242?filter=CK
https://pol.tasb.org/Policy/Code/1242?filter=CV
https://pol.tasb.org/Policy/Code/1242?filter=CV
https://pol.tasb.org/Policy/Code/1242?filter=DBD
https://pol.tasb.org/Policy/Code/1242?filter=DBD
https://www.whitehouse.gov/omb/circulars_a021_2004/
https://www.whitehouse.gov/omb/circulars_a087_2004/

State Statutes for Purchasing

Education Code Business and

o Texas Education Code Commerce Code

Chapter 44 - Fiscal + Texas Business and
Management — Subchapter Commerce Code
B

e Texas Education Code
Chapter 45 - School
District Funds -

Local Government Code

Chapter 171 - Regulation of
Conflicts of Interest

Chapter 176 - Disclosure

of Certain Relationships
with Local Government
Officials

Chapter 271 - Subchapter

Subchapter G B - Purchasing and
Contracting Authority
e Chapter 271 - Subchapter
D - State Cooperation in
Local Purchasing Programs
e Chapter 271 - Subchapter
Z — Miscellaneous
Provisions
Government Code Other Codes
o Chapter 552 - Public Information + Health and Safety Code Chapter 361 - Solid
« Chapter 791 - Interlocal Cooperation Waste Disposal
Contracts » Health and Safety Code Chapter 435 - Dairy
e Chapter 2054 - Information Resources Products

» Agriculture Code Chapter 150 - Imported

o Chapter 2157 - Purchase of Automated
Information Systems Meat

e Chapter 2251 - Payment for Goods and
Services

o Chapter 2252 - Contracts with Governmental
Entities

e Chapter 2254 - Professional and Consulting
Services

e Chapter 2269 - Contracting and Delivery
Procedures for Construction Projects
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http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.44.htm
http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.44.htm
http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.45.htm
http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.45.htm
http://www.statutes.legis.state.tx.us/?link=BC
http://www.statutes.legis.state.tx.us/?link=BC
http://www.statutes.legis.state.tx.us/Docs/LG/htm/LG.171.htm
http://www.statutes.legis.state.tx.us/SOTWDocs/LG/htm/LG.176.htm
http://www.statutes.legis.state.tx.us/Docs/LG/htm/LG.271.htm
http://www.statutes.legis.state.tx.us/Docs/LG/htm/LG.271.htm
http://www.statutes.legis.state.tx.us/Docs/LG/htm/LG.271.htm
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.552.htm
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.552.htm
http://www.statutes.legis.state.tx.us/SOTWDocs/GV/htm/GV.2054.htm
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2157.htm
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2251.htm
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2252.htm
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2254.htm
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2269.htm
http://www.statutes.legis.state.tx.us/Docs/HS/htm/HS.361.htm
http://www.statutes.legis.state.tx.us/Docs/HS/htm/HS.435.htm
http://www.statutes.legis.state.tx.us/Docs/AG/htm/AG.150.htm

Awarded Vendor List

The Awarded Vendor List (AVL) is a list of vendors awarded through a cooperative or by Hutto ISD
competitive procurement procedure. Using vendors listed on the AVL is the best way to help the
district comply with purchasing law. The AVL can be found at this link: Click here

Please note that the AVL is updated periodically as vendors are added or drop off. Being on the AVL
list does not automatically mean a vendor has been added to Frontline. Vendors must still register
through the PaymentWorks vendor registration portal (Hutto ISD will send the invitation via email).

Search for Approved Vendors

While on the AVL Google Sheet, you can hit the CTRL and F keys on your keyboard to invoke the
search field. This field provides an opportunity for you to search the AVL by entering any sequence
of letters or words. The search is conducted throughout the entire AVL and returns all matches. It is
recommended you begin your search with a couple letters or one word. You can narrow your
search by adding additional letters or words. Please wait for the three dots to disappear so that you
know the search is finished.

Bid Number

The bid number is the number assigned to the solicitation in which the vendor was awarded a
contract. Vendors may have more than one bid nhumber since they may provide various categories
of products and/or service or have been awarded on various cooperatives. For Hutto ISD
competitive bids, the first half of the number indicates the fiscal year in which the initial solicitation
was performed while the second half indicates a sequential contract number within that fiscal year.
This number should be selected on all requisitions using the Contract field in Frontline. If a vendor
in Frontline is on the AVL list but only has "N/A" or "-" under the Contract field in Frontline, please
email purchasing@huttoisd.net to correct.

*Updated 07/01/2025 Hutto ISD Financial Services
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https://docs.google.com/spreadsheets/d/1BKGTMHQwUOIHt_BaFLsr6y0YSs9Q15aFfTa4488Tm70/edit?gid=0#gid=0
mailto:purchasing@huttoisd.net

Awarded Vendor List (Continued)

Title

This column indicates the name of the original solicitation. End users should use the contract title
that matches what you are requesting to be purchased.

Expiration

This field will show you if the contract is active and when it will expire. When contracts expire on
AVL, they will be highlighted in red or removed when appropriate. Hutto ISD is a member of the
following purchasing cooperatives: Allied States, BuyBoard, 1GPA, Choice Partners, SourceWell,
NCPA, OMNIA, TexBuy, TIPS, 791 Purchasing, Epic 6, Equalis, GoodBuy, and Texas 20. Hutto ISD is
also eligible to procure goods and services through State of Texas contracting programs such as
Texas Multiple Award Schedules (TXMAS) and the Department of Information Resources (DIR).

The Purchasing team manages a list of these approved vendors using legal cooperatives. End
users are encouraged to view this list frequently.

Creating a New Vendor in Frontline

When making a purchase, you may occasionally identify a vendor that is not available in Frontline.
To request a new vendor, please provide the contact information of the vendor to
purchasing@huttoisd.net so they can be invited to register as a vendor through Payment Works.

Once the vendor has completed the information in Payment Works and been approved, the
requestor will be notified and the vendor will be added to Frontline. If approved, purchases may
then be made from that vendor.

Communicating with Prospective Vendors

Potential vendors should refer to this link on Hutto ISD's website for Purchasing and Vendor

Information processes: https://www.hipponation.org/financial-services/purchasing/purchasing-
and-vendor-information
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mailto:purchasing@huttoisd.net
https://www.hipponation.org/financial-services/purchasing/purchasing-and-vendor-information
https://www.hipponation.org/financial-services/purchasing/purchasing-and-vendor-information

Purchasing Guidelines: General

Information

Board Policy, State laws, and Federal laws mandate that all purchases made by Hutto ISD must
comply with bid laws. The district must competitively purchase most items and services. Therefore,

the district must purchase from awarded vendors.

/N Purchases without the issuance of a purchase order or authorization from the Chief
Financial Officer or designee are not allowed. Payment will not be made for unauthorized
and unallowable purchases. Anyone creating or authorizing such a commitment prior to
securing a purchase order will be held personally liable for payment of such agreement. In
some circumstances, the district may withhold these funds from the employee's

paycheck.

All district purchases must be completed using district purchasing procedures.

General Guidelines

Electronic Purchase Orders are required
for purchases unless the Purchasing
Director, Director of Finance, Chief
Financial Officer, or Superintendent has
given approval.

For purchases less than $10,000, the end
user is encouraged to use an approved
vendor or secure quotes from three (3)
competitive vendors.

All purchases using Federal funding must
be procured from an approved vendor
with EDGAR certifications with a
minimum of two (2) quotes (preferred
three (3)-quote minimum).

Purchases between $10,000 and
$100,000.00 must be purchased from an
approved vendor or users must provide
three (3) competitive quotes. Written
quotes from an approved vendor must be
included as an attachment on the
requisition.

*Updated 07/01/2025 Hutto ISD Financial Services 15



Purchasing Guidelines: General
Information (Continued)

Purchases $100,000 and over will require additional steps and Board approval. Please
contact purchasing@huttoisd.net if you wish to make a purchase over $100,000.

A campus is allowed to submit a blanket Purchase Order up to $10,000 to an approved
vendor. A campus/department may submit a blanket Purchase Order over $10,000 if
authorized by the Business Office. Every blanket Purchase Order must be designated as a
blanket purchase order by selecting that option in the Requisition Master Information in
Frontline.

District awarded contracts should be utilized prior to using other vendors, including
approved vendors, unless stated in the formal bid documents.

All technology, Library, and hardware purchases must be approved by the Technology
Department unless the Director of Technology gives written permission. The only exceptions
to this rule are for items such as mice, keyboards, etc. A technology work order must be
submitted for all other purchases.

The district shall not purchase goods or services from any officer, Board member, agent,
employee, or immediate family member of Hutto Independent School District employees as
defined in DEC(LOCAL), without prior approval from the Superintendent or designee.
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Quotation Threshold and Cooperative
Bids
Quotation Threshold

The district has a quotation threshold for purchases of $10,000 - $99,999. Orders that are between
$10,000 - $99,999 that have not been competitively bid or from an approved vendor will need to
have a minimum of three (3) competitive quotes. These quotes must be attached to the order
before it can be processed and have a clear description of the items and/or services being
requested. Please note that since these are formal quotes they will need to have a signature from
the company representative who is providing you with the quotation, or be received via email, or
through a cooperative website. The exception is a professional service and/or items purchased
from a bid or co-op.

Cooperative Bids

There are many cooperative bids available that the district can use in place of three (3) competitive
quotes. Questions concerning cooperative quotes that are available may be directed to the
Purchasing team. More detailed information is available from the Purchasing team for anyone who
may be interested in purchasing from a cooperative. Email purchasing@huttoisd.net with any
questions.

Annual Aggregate Category Dates

e The district's fiscal year runs from July 1to June 30. During that period, the district must
comply with an annual aggregate value of a category of goods or services.

e For un-approved purchases in categories that exceed $100,000 during this date range, a
competitive pricing mechanism will be employed to select a contractor to supply the goods or
services requested.

e Perthe Superintendent, the following positions are delegated authority to choose the method of
delivery for a competitive pricing mechanism:

o Chief Financial Officer
o Director of Finance

o Purchasing Director

*Updated 07/01/2025 Hutto ISD Financial Services 17
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Purchase Orders

To secure a purchase order, the following process should be followed:

Enter Requisition

Initiate the Requisition Department or campus

Process .

secretary will enter a
Any staff member wishing to requisition for the PO into
make a purchase should Frontline.

present details of the item L
] . . Once approved, a requisition
being purchased, including
) becomes a purchase order.
cost, the appropriate vendor,
etc., to the campus or

department secretary.

The purchase information
should include a quote(s) if
necessary.

Please note that all
purchases must be approved
via the requisition process.

Requisitions are reviewed multiple times per day. While Purchasing will do its best to approve last minute

Review Process

A requisition will be reviewed
under the following criteria.
Failure to properly supply the
following criteria below may
result in a denied requisition
or delayed approval:

¢ Overall completeness

e Proper account coding

¢ Availability of funds

e Proper approvals

¢ Adequate description

e Accuracy

e Cooperative contract
information, if applicable

requisitions, please make every effort to submit with plenty of notice. Once the Business Office

approves the requisition, a PO number will be issued.

Please forward all invoices related to PO's to Accounts.Payable@huttoisd.net. It is PARTICULARLY

important that the PO number is clearly indicated on the invoice.

® IMPORTANT: An invoice should never be submitted without a purchase order. In other words, a
purchase should never be made without a prior purchase order (PO) unless otherwise indicated

in this document.

If you have questions on entering the requisition process you may contact the Purchasing Department at

purchasing@huttoisd.net.

*Updated 07/01/2025 Hutto ISD Financial Services
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Purchase Order Rules and Guidelines

Merchandise must not be
ordered from a vendor
until the requisition has
been approved and a
purchase order number
assigned by the Business
Office.

Under NO circumstances
should a false PO number
be used.

*Updated 07/01/2025

If a requisition is denied in
Frontline, the

department/campus must
reactivate the requisition.

If a purchase goes over
the approved amount by
more than 10%, then the
Purchasing Director will
email the purchaser and
his/her supervisor of the
violation and request
approval to pay the
difference. This may
result in the user going
through the district
purchase non-
compliance policy.

Hutto ISD Financial Services

It is important to note that
a PO is used to order
merchandise and will not
generate a check. The
Business Office must
receive an invoice before
it can process payment to
a vendor. Send all
invoices to
accounts.payable@huttoi
sd.net.
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After the Fact Non-Compliance
Purchases

When a campus or department places an order prior to the issuance of a purchase order, it is called
an "After the Fact" purchase and is considered a purchase procedure violation. All, "After the Fact"
purchases, regardless of the dollar amount, present problems. In many cases, these transactions
create unnecessary administrative effort, bypass State of Texas encumbrance requirements and
violate procurement rules and procedures.

An "After the Fact” purchase is any one of the following:

e A purchase order that is issued after an item has been received/picked up

e A purchase order that is issued after a service had begun or been completed

e A preview item that is delivered without a purchase order and is then purchased
e Calling in the order to the vendor prior to receiving a copy of the purchase order

e Sending the purchase requisition to the vendor in advance of the purchase order

Unauthorized Charges/Purchases:

Any commitment to acquire goods or services in the name of the Hutto ISD for personal use or
ownership is prohibited. Any individual making such a commitment may be liable for prosecution
under the Texas Penal Code.

Any commitment to acquiring goods or services from budgeted funds prior to securing a purchase
order or without prior approval from the Chief Financial Officer or designee is prohibited and
payment will not be made for such purchases. Anyone creating or authorizing such a commitment
prior to securing a purchase order or obtaining authorization may be personally liable for payment
of such agreement. In some circumstances, the district may withhold these funds from the
employee's paycheck.

*Updated 07/01/2025 Hutto ISD Financial Services
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Non-Compliance Violations

First Violation

On the first violation of established
procedures, the purchaser and his/her
supervisor will be issued a warning notification
via email. This communication will specifically
outline the noncompliance and provide
guidance on how to correct the situation.

Third Violation

If a third violation arises, the employee's
purchasing rights will be suspended for no
more than one month. The employee and
supervisor will be notified of this action via
email with an acknowledgement receipt
requested. At the end of the suspension
period, the purchasing rights will be reinstated,
and an email will be sent to the employee and
supervisor. During the inactivation period, if all
noncompliance issues have not been resolved,
the suspension of the purchasing rights will
continue until a resolution is reached. In
addition, a follow-up phone call by the Chief
Financial Officer, Director of Finance,
Purchasing Director, or their designee may be
determined to be appropriate as well.

Second Violation

Upon violation for a second time, again the
purchaser and his/her supervisor will be
issued a warning notification via email with an
acknowledgement receipt requested. This
communication will specifically outline the
noncompliance, provide guidance on how to
correct the situation, and outline forthcoming
actions should another violation of procedure
occur. In addition, a follow-up phone call by
the Chief Financial Officer, Director of Finance,
Purchasing Director, or their desighee may be
determined to be appropriate as well.

Fourth Violation

A fourth violation of purchasing procedures
will result in the revocation of purchasing
rights for the noncompliant employee. The
employee and supervisor will be notified of
this action via email with an acknowledgement
receipt requested. In addition, disciplinary
action up to and including a recommendation
for termination, may be appropriate as the
employee may not be able to complete their
assigned duties. In specific circumstances,
there may be a need for the district to apply
more stringent actions than those outlined
above. Such actions will be applied on a case-
by-case basis, as deemed necessary.

Hutto ISD Financial Services

21



Professional Services

Professional Services are specifically identified in the Texas Education Code 44.031 and Texas Government

Code 2254. They include the following professions:

e Engineer e Medicine e Financial Consultant

e Architect ¢ Optometry e Attorney

e Land Surveyor » Certified Public Accountant e Technology Consultant
o Real Estate Appraisal e Landscape Architect

e Nursing o Fiscal Agent

Contracted Services

Professions not listed above as Professional Services should be considered Contracted Services and are

subject to state and federal bidding laws.

To secure consulting services in unlicensed areas such as professional development, musical instrument
instruction, choreography instruction or other services which are not considered professional services as
defined by state law (contact Purchasing with any questions), you must complete the following steps prior to

receiving any services.

Identify prospective vendors from the Awarded
Vendor List (AVL). If you cannot identify
prospective vendors due to the type of service
required, contact the Purchasing Department for
help.

If the vendor doesn't exist in Frontline, the vendor
will need to complete new vendor registration on
the Bonfire portal. Once the vendor has
completed the online registration, please send an
email notification to purchasing@huttoisd.net so
that the Purchasing Department can enter the
new vendor in Frontline.

*Updated 07/01/2025

Send consultant contract to the Purchasing
Department.

Enter a requisition in Frontline with the Consultant
Contract attached.

Hutto ISD Financial Services
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Contracts

A contract is an agreement between two parties for goods or services for consideration. Simply stated, a contract is
a legal arrangement for one person to provide a good or service in exchange for money.

A contract can be as simple as a Purchase Order or may be a complicated, multi-page document that requires
extensive legal review.

Normally, contractual obligations are met with no problems. However, things go wrong sometimes. These are the
times that certain clauses or terms become especially important. If you are asked to review a contract, here are a
couple of basic things to look for:

—0——0——0—

Legal Venue Governing Law Dispute Resolution
The legal venue should always Texas should always be cited as Any dispute resolution

be in Williamson County, Texas, the governing law for any provisions should avoid

to place the district in the most contract that the district enters. requirements for arbitration.
advantageous position. Requirements for mediation

before litigation are generally
more advantageous for the

district.
Termination Fund Out Clause
Any long term contract should include a provision It is recommended that contracts contain a clause
for cancellation based on a certain number of days that allows the district the opportunity to cancel the
of written notice. This will allow the district to be contract with no penalty if budgetary allocations are
flexible in curriculum programming as well as other not appropriated by the Hutto ISD Board of Trustees
changing situations. or otherwise not made available to the district.

The Purchasing Department and/or General Counsel must review all contracts, lease and maintenance agreements
before signing.

Principals and Administrators are not authorized to sign on behalf of the district without the delegation of authority
by Chief Financial Officer, Director of Finance, or Purchasing Department, and having the document reviewed by the
Purchasing Department or General Counsel prior to it being signed. The following positions have signature authority
designated by the Superintendent:

¢ Chief Financial Officer
¢ Assistant Superintendent for Operations
¢ Assistant Superintendent of School Support

¢ Director of Finance
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Federal Funds and EDGAR Guidelines

Implementation Date

Hutto ISD accepts the implementation date for the procurement standards to start for fiscal years
beginning on or after December 26, 2017. Hutto ISD's first fiscal year in this practice started
September 1, 2018.

Purchasing and Micro-Purchasing Threshold

e All purchases must follow the district's purchasing guidelines except where listed below.

e For purchases, the micro-purchase threshold of $10,000 is an aggregate amount. The district
may expend no more than $10,000 on micro-purchases throughout the fiscal year. The
threshold amount applies to the sum of all the federal grants received by the district.

e The $10,000 "aggregate amount" threshold applies to purchases of "like-types" of items.
e The district keeps the like-type of items list updated in the district's fiscal management system.
* The $10,000 threshold applies to each like-type that the district has defined.

e Once the district reaches the $10,000 threshold, it must follow small purchase procedures and
collect three price quotes for additional purchases of items for that like-type.

¢ In compliance with ARM 17.55 - 17.56 For a food product to meet the Buy American requirement,
over 51% of the final processed food product must consist of agricultural commodities that
were grown domestically.

e All purchases using Federal funding must be procured from an approved vendor with EDGAR
certifications with a minimum of two quotes (preferred three-quote minimum).
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Guidelines Related to Specific Costs
for Grants

Funds must be expended for reasonable and necessary costs in conducting grant activities.
Reasonable means a cost is consistent with prudent business practice and comparable to current

market value. Necessary means the cost is essential for you to accomplish the project's objectives.

This document addresses certain specific costs only and is not intended to be all-inclusive.

Advertisements

Advertisements are allowed for recruiting grant personnel only if it is not in color or excessively
large. Advertisements are allowed for communication with the public and press when the costs are
considered necessary as part of the outreach effort for the grant.

Alcoholic Beverages

Alcoholic beverages are not allowable under any circumstances.

Audit Fees

Audit fees are allowable in accordance with the following: Audit fees and expenses may not be
charged to State-funded grants. Audit fees and expenses are allowable only when the audit is
required by and performed in accordance with OMB Circular A-133, Audits. Audit fees and
expenses may not be charged as a direct cost when such audit-services costs are part of your
organization's indirect cost pool.

*Updated 07/01/2025 Hutto ISD Financial Services
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Guidelines Related to Specific Costs
for Grants (Continued)

Awards for Recognition and Incentives for Participation
Minimal-cost certificates, plaques, ribbons, small trophies, or instructionally-related items to be
used in the classroom (such as pens and pencils) are acceptable incentives for participation in

program activities or awards for recognition. The following items may be donated by others but
may not be purchased with grant funds:

e gifts or items that appear to be gifts

e souvenirs, memorabilia, or promotional items, such as T-shirts, caps, tote bags, imprinted pens,
and keychains

e "door prizes," movie tickets, gift certificates, passes to amusement parks, and so on

Calendars and Calendaring Systems

Calendaring systems to manage personal calendars—whether paper calendars, personal digital
assistants (PDAs), or electronic or software calendars—are not allowable costs.

Cellular Telephones for Personal Use

A cellular telephone for personal use is not an allowable cost.

Ceremonies, Banquets, or Celebrations

Costs associated with ceremonies, banquets, or celebrations are not allowable.

Conflict of Interest

Any purchase or expenditure that would pose a conflict of interest, real or perceived, is not
allowable.

Construction, Remodeling, or Renovation

These costs are not allowed unless specifically authorized in the authorizing program statute and
unless specifically approved by TEA in the applicable grant application.
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Guidelines Related to Specific Costs
for Grants (Continued)

Consultants

You shall not use or pay any consultant in the conduct of this application if the services to be
rendered by such consultant could have been rendered by your employees. You must select
consultants based on demonstrated competence, qualifications, and experience and on the
reasonableness of the proposed fee.

Employee Service Awards

Employee service awards cannot be paid from grant funds.

Employer Contributions to Voluntary Retirement Plan

Employer contributions to an employee's voluntary retirement plan, such as a 401(k) or 403(b), are
not allowable.

Entertainment, Recreation, Social Events

Costs associated with any type of entertainment, recreation, or social event are not allowable.
Field Trips

If specified in the grant program, educational field trips are allowable under certain circumstances
if allowed in the grant program. Educational field trips are approved, planned instructional activities
that involve students in learning experiences that are difficult to duplicate in a classroom situation.
These field trips should provide hands-on activities that encourage students to experiment and ask
questions. The field trip must support Texas Essential Knowledge and Skills (TEKS), be reasonable
in cost, and be necessary to accomplish the grant program's objectives. The field trip must also
appear as a part of the teacher's lesson plans, which should include activities that prepare
students for the trip and follow-up activities that allow students to summarize, apply, and evaluate
what they learned from the trip.
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Guidelines Related to Specific Costs

for Grants (Continued)
Field Trips (Continued)

Costs for the field trip must be reasonable. Any entrance fees and transportation costs must be
reasonable compared to the trip's intended objectives. For audit purposes, your organization must
maintain documentation of the field trip and must provide unambiguous evidence of how the
expense ties back to an instructional objective. Documentation should include the following:

¢ destination of each field trip
e costs associated with each field trip
e objectives to be accomplished from conducting the field trip

e teacher's lesson plan and follow-up activities

If the supplement-not-supplant requirement applies to the grant program, documentation must
demonstrate the supplementary nature of the field trip too.

Examples of appropriate educational field trips include the following:

e curricular academic activities focused on math, science, and technology, such as service
learning, internships, UIL competitions (robotics, math), or science and technology fairs

e laboratory and field investigation instruction, used to improve students' understanding of
science TEKS objectives

e trips to a river, archaeological site, or nature preserve that might include contracting with local
science centers, museums, zoos, and horticultural centers for visits and programs

e trips to the local library to increase access to high-interest reading materials

* visits to colleges and universities to encourage interest in the pursuit of higher education

*Updated 07/01/2025 Hutto ISD Financial Services
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Guidelines Related to Specific Costs

for Grants (Continued)
Unallowable Costs Related to Field Trips

The following costs are not allowable:

e field trips for social, entertainment, or recreational purposes
« field trips that supplant and do not supplement local or state expenditures or activities

o field trips that are not part of a teacher's lesson plan or that do not meet the instructional
objectives of the grant program

¢ field trips that are not reasonable in cost or are not necessary to accomplish the objectives of
the grant program

e field trips that are not properly documented (as described above)

Food and Beverage Costs

Expenditures on food must be reasonable in cost, necessary to accomplish program objectives,
and an integral part of the instructional program. If TEA determines that you expended grant funds
on food costs that are not reasonable or necessary to meet the intent and objectives of the grant,
TEA reserves the right to restrict you from expending any funds on food costs or to disallow
expenditures on food costs.

Food Costs for Participant Meetings/Training

Unless otherwise specified by TEA, a limited amount of funds may be expended on meals for
participant meetings or training events. The use of grant funds for this purpose is specifically
limited to light working lunches for participants when the working lunch is noted on an agenda, is
clearly described, and is mandatory. The purpose of a working lunch should be to shorten the
overall meeting or training time and to facilitate accomplishing the objectives of the meeting or
training and the overall program.
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Guidelines Related to Specific Costs

for Grants (Continued)
Food Costs for Participant Meetings/Training (Continued)

Specifically, grant funds may be expended for the following costs provided that the grantee
maintains adequate and sufficient documentation that the costs were necessary and reasonable to
further the intent and objectives of the grant.

e Light Lunch during an All-Day Meeting or Training Session: Light lunch for participants who are
cloistered in an all-day (at least six-hour) meeting or training session. You must document that it
was impractical for participants to obtain lunch on their own (for example, because of an
isolated location or distance to eateries) and that their attendance at the meeting or training
session was essential to accomplishing the objectives of the grant. You must maintain an
agenda that clearly identifies the topics discussed during the meeting or training session and
the time allocated to each topic, including the lunch period. Only a nominal amount of grant
funds may be used per participant.

e Working Lunch during an All-Day Meeting or Training Session: Light meals during a "working
lunch." A working lunch is defined as an activity in which staff or participants are engaged in
exercises or activities during the normal meal time. You must maintain an agenda that shows
that no other opportunity for a meal was provided and that clearly identifies the exercise or
activity the participants were engaged in. You should also obtain a representative sample of the
work product, if any, that was generated because of the working session. Only a nominal
amount of grant funds may be used per staff or participant. No other food costs, including
beverages and other refreshments, breaks, or snacks, are permitted.
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Guidelines Related to Specific Costs
for Grants (Continued)

Allowable Food Costs for Parents and/or Students

The following food costs are allowable for parents or students:

e nutritional snacks for students in extended day (after-school) programs
e nutritional snacks for children in child care while parents are participating in grant activities
e food necessary to conduct nutrition education programs for parents

e parent involvement activities in which refreshments are necessary to encourage participation or
attendance by parents, such as in low-income areas, and thus meet program objectives

Full meals for parents or students are not allowable for these purposes under any circumstances.
Expenditures must be reasonable in cost, necessary to accomplish program objectives, and an
integral part of the instructional program.

Prohibited Food Costs

The following costs are not allowable:

e refreshments of any kind, including beverages, breaks, and snack foods except as necessary
for parent involvement activities to encourage attendance

e refreshments or meals at an awards banquet or functions
e any food costs that is not necessary to accomplish the objectives of the grant program

e any food cost associated with an event in which a guest speaker or other individual conducts a
presentation

e Dbreakfast
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Guidelines Related to Specific Costs
for Grants (Continued)

Fundraising Activities
Costs of organized fundraising, including solicitation of gifts and bequests, endowment drives,

financial campaigns, and similar expenses incurred to raise capital or obtain contributions are not
allowable. Costs associated with training on fundraising are not allowable.

Gifts

Gifts or items that appear to be gifts are not allowable.

Interest Paid

Interest paid in a prior grant period may not be charged retroactively to this grant period.

Land Purchase and Improvements

Land purchase and improvements to land are not allowable costs, unless specifically authorized in
the grant program statute and specifically approved by TEA in the grant application.

Legal Fees

Legal fees and expenses are allowed only as necessary for administering the grant program.
Retainer fees are not allowable costs.

Membership in Civic and Social Organizations or Lobbying
Organizations

Memberships in civic and social organizations and in organizations that are substantially engaged
in lobbying are not allowable costs.

Personal Calendaring Systems

Calendaring systems to manage personal calendars—whether paper calendars, personal digital
assistants (PDAs), or electronic or software calendars—are not allowable costs.
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Guidelines Related to Specific Costs

for Grants (Continued)
Printing Costs

Printing costs are allowable when documentation demonstrates that they are reasonable and
necessary. Any multi-color printing must be reasonable in cost and necessary to carry out the

grant program's objectives. Documentation must be maintained demonstrating that any such costs
are reasonable and necessary.

Professional or Individual Liability Insurance

Professional liability insurance for individual employees is not an allowable cost.

Promotional tems, Memorabilia, or Souvenirs

Promotional items, memorabilia, or souvenirs are not allowable costs.

Renovation, Remodeling, or Construction

Renovation, remodeling, or construction is not allowable unless specifically designated as allowed
in the authorizing statute and specifically approved by TEA in the applicable grant application.

Social Events

The costs associated with social events of any kind are not allowable.

Substitute Pay for Private Nonprofit Schools

Substitute pay for private nonprofit school teachers is not allowable under any circumstances.

Training or Technical Assistance on Grant Writing

Funds may not be used for training or technical assistance on grant writing or for costs associated
with obtaining funds from another grant.
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Guidelines Related to Specific Costs
for Grants (Continued)

Transportation Costs

The cost of transporting students (or parents, if appropriate for the grant program) to or from
extracurricular grant activities is an allowable expenditure. You may not charge the grant for costs
incurred in transporting students to and from the regular school day.

Travel Costs

Amounts authorized for maximum recovery for travel and per diem costs against the grant are
restricted to those approved in the State of Texas Appropriation Bill in effect for the funding period.
Any amount over this limit must come from local funds. 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 at the lesser rate. Travel allowances are not allowable expenditures in Texas.

Travel generally means a destination outside the city or town in which the individual works (i.e.,
duty point). Travel can also mean transportation from one duty point to another within the same
city or town, such as with an itinerant teacher or counselor who visits multiple campuses in the
same work day.

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

Travel Costs for Executive Director, Superintendent, or Board
Members

Travel costs for executive directors, superintendents, board members or directors are allowed only
when they are related to the grant project's objectives and only with specific TEA approval.
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Guidelines Related to Specific Costs for
Grants (Continued)

Allowable Travel Expenses

The following travel expenses are allowable:

¢ Mileage reimbursement is allowable for travel necessary to carry out the objectives of the grant
project. When an employee is on travel for the grant, mileage reimbursement cannot exceed the rate
established by the Texas Comptroller. (Effective January 1, 2019, reimbursement for mileage is not to
exceed $0.56 per mile.) If local organization policy reimburses at a lower rate, you must claim that
lower rate. All mileage reimbursement requests must be turned in forty-five (45) days after the travel
event. All mileage reimbursement requests for mileage earned during the district Fiscal year must be
turned in by June 30 for reimbursement consideration. Any mileage reimbursement requests not
turned in during the specified guidelines could be denied payment.

o Airfare is allowable at the lowest fare available and must be documented with a receipt. First-class
airfare is not allowable.

e Carrental fee (at destination) is not allowable unless other transportation such as taxi or shuttle is
not available for performing official business or unless you document that car rental is more cost
effective than alternate modes of travel. (The car rental must be documented with a receipt.)

¢ Airport parking is allowable.

In-State Per Diem (meals and lodging) is reimbursed at actual cost not to exceed the maximum amount
allowed by the Federal government, or local policy, whichever is less. All other guidelines apply.

Out-Of-State Per Diem (meals and lodging) is reimbursed at actual cost not to exceed the maximum
amount allowed by the Federal government, or local policy, whichever is less. All other guidelines apply.

Itemized miscellaneous business expenses (such as business phone calls, printing, or materials) for
carrying out official business of the meeting, conference, or workshop are allowable.

Registration fees to attend workshops or conferences are allowable. Social events or recreational events
available at a cost above the basic registration fee may not be paid from grant funds.

[J NOTE: Student teacher meals, hotels, or other expenses are not allowable since they are not an
employee of the district.
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Guidelines Related to Specific Costs for
Grants (Continued)

Prohibited Travel Expenses

The following travel expenses are not allowable:

o first-class airfare

¢ Per Diem (meals and lodging) for meeting, conference, or workshop participants who live in the same city where
the event is held. (Automobile mileage is allowable.)

¢ tips or gratuities (including service charges) of any kind

¢ alcoholic beverages

¢ entertainment, recreation, or social events

¢ any expense for other persons

e automobile mileage or taxi fares for other than official business

¢ personal accident insurance or personal effects coverage for rental cars

¢ rental car for personal use or for purposes not associated with the official business of the meeting, conference,
or workshop

¢ travel allowances (i.e., per diem paid regardless of participant's actual expenses)
¢ non-instructional field trips (see guidance under "Field Trips")

¢ Student teacher meals, hotels, or other travel expenses.

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. Documentation must include the following at a minimum:

¢ name of the individual claiming travel reimbursement

« destination and purpose of the trip, including how it was necessary to accomplish the objectives of the grant
project

¢ dates of travel
¢ 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)

¢ actual amount expended on meals per day (may not exceed the maximum allowable; tips; gratuities are not
reimbursable)

¢ actual amount expended on public transportation, such as taxis and shuttles

¢ actual amount expended on a rental car, with receipt attached and justification for why a rental car was
necessary and how it was more cost effective than alternate transportation

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

¢ total amount reimbursed to the employee
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Guidelines Related to Specific Costs
for Grants (Continued)

Tuition

Tuition fees, either paid directly to an institution or on a reimbursement basis to an employee, are
allowable only for courses related to the grant program and where authorized in the grant program
as an allowable use of funds.

Documentation Requirements for Expenditures
of Federal Funds

Expenditures of federal funds must be made in accordance with program guidelines and district
procedures. Failure to adequately maintain supporting documentation for expenditure of federal
funds can result in forfeiture of those funds. To access federal grant funds for purchase of
materials or equipment, or to pay for travel expenses, the requestor must complete and submit the
appropriate Expenditure Plan paperwork to the program director for approval. Forms may be
obtained from the program director. Hutto ISD follows expenditure guidelines for federal programs
as set forth in the 2 CFR Part 200. It adheres to a standard that all expenditures must be
reasonable, ordinary and necessary for a cost to be reimbursed.

Federal Expenditure Reporting — E-Grants

All Federal Expenditure reports via the TEA E-Grants system shall be prepared by the Director of
Finance. These reports shall be completed monthly.

All data used to complete all federal expenditure reports shall be from the districts monthly
financial reports. The Special Education Director, Director of Finance, and Director of Federal
Programs shall review all federal expenditures periodically to ensure they comply with the federal
application expenditure budgets.

All personnel paid from federal grant funds are required to sign and date a detailed job description.

Job descriptions must describe the duties performed and the specific grant that funds the position.
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Timekeeping Requirements for
Federally Funded Personnel

Staff funded 100% from federal grants will be required to certify semi-annually that they have
worked exclusively on the grant objectives. Near the end of each semester, the Business Office will
provide a Program Time and Effort Certification Form for the employee and his/her supervisor to
sign and return. These documents will be retained in accordance to grant requirements in the
Special Education Department or Federal Programs Department.

Source: 2 CFR Part 200

Where employees are expected to work solely on a single Federal award or cost objective, charges
for their salaries and wages will be supported by periodic certifications that the employees worked
solely on that program for the period covered by the certification. These certifications will be
prepared at least semi-annually and will be signed by the employee of supervisory official having
firsthand knowledge of the work performed by the employee.

Staff funded from local and federal sources or from more than one federal source must keep
detailed timesheets to record the time spent on each program objective. Timesheets specific to the
job duties performed will be provided by the program director and will be completed at least
monthly. These documents will be retained in accordance of grant requirements in the appropriate
department.

Source: 2 CFR Part 200

Where employees work on multiple activities of cost objectives, a distribution of their salaries or
wages will be supported by personnel activity reports or equivalent documentation which meets
the standards in subsection (5) unless a statistical sampling system (see subsection (6)) or other
substitute system has been approved by the cognizant Federal agency.

Personnel activity reports or equivalent documentation must meet the following standards:

1. They must reflect an after the fact distribution of the actual activity of each employee,

2. They must account for the total activity for which each employee is compensated,

3. They must be prepared at least monthly and must coincide with one or more pay periods, and
4. They must be signed by the employee.

5. Budget estimates or other distribution percentages determined before the services are

performed do not qualify as support for charges to Federal awards but may be used for interim
accounting purposes
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Hutto ISD Purchasing Card Guidelines

General:

The Hutto ISD Purchasing Card Program is an efficient, cost-effective method of paying for small
dollar transactions and high volume, repetitive purchases. The Program was designed as an
alternative to the traditional purchasing process for supplies and materials. The Purchasing Card
can be used with any Vendor that accepts Mastercard a form of payment and does not charge a
credit card fee.

Supplementary responsibilities come with the Purchasing Card because purchases are made
directly by the Cardholder. It is incumbent on the Cardholder to ensure that the district's Purchasing
Policies are being followed and that purchases are made within established Purchasing Procedures.

If used to its potential, the Purchasing Card Program will reduce the volume of related
documentation including invoices and check requests. In addition, corresponding work processes
associated with ordering and check writing will be eliminated.

/N The Texas Education Code provides for criminal penalties for persons who intentionally
circumvent the purchasing contracts law by making split, separate, sequential or
component purchases. District Policy CH(Local) states that "Persons making

unauthorized purchases shall assume full responsibility for all such debts."

The Cardholder should contact the Purchasing team prior to making any purchase if there is any
question pertaining to purchasing policies and/or procedures or if the Cardholder needs purchasing
related assistance.

Any questions related to these procedures can be directed to the Hutto ISD Purchasing Office at
Purchasing@huttoisd.net.
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Purchasing Card Non-compliant Violations

The Purchasing Card Program administrators review and identify district cardholders who violate procedures.

The following procedures apply to non-compliant Purchasing Card practices:

First Violation

On the first violation of established procedures
the Cardholder and his/her supervisor will be
issued a warning notification via email. This
communication will specifically outline the
noncompliance and provide guidance on how to
correct the situation.

Third Violation

If a third violation arises, the Cardholder's
Purchasing Card will be suspended for no more
than one month. The Cardholder and supervisor
will be notified of this action via email with an
acknowledgement receipt requested. At the end
of the suspension period, the Purchasing Card
will be reinstated and an email will be sent to the
Cardholder and supervisor. During the
inactivation period, if all noncompliance issues
have not been resolved, the suspension of the
card will continue until a resolution is reached. In
addition, a follow-up phone call by the Chief
Financial Officer, Director of Finance, Purchasing
Director, or their designee may be determined to
be appropriate as well.

Second Violation

Upon violation for a second time, again the
Cardholder and his/her supervisor will be notified
of this action via email with an acknowledgement
receipt requested. This communication will
specifically outline the noncompliance, provide
guidance on how to correct the situation, and
outline forthcoming actions should another
violation of procedure occur. In addition, a follow-
up phone call by the Chief Financial Officer,
Director of Finance, Purchasing Director, or their
designee may be determined to be appropriate as
well.

Fourth Violation

A fourth violation of Purchasing Card procedures
will result in the revocation of the Purchasing
Card for the noncompliant Cardholder. The
employee and supervisor will be notified of this
action via email with an acknowledgement receipt
requested. In addition, disciplinary action up to
and including recommendation for termination,
may be appropriate as the former Cardholder may
not be able to complete their assigned duties. In
specific circumstances, there may be a need for
the district to apply more stringent actions than
those outlined above. Such actions will be applied
on a case-by-case basis, as deemed necessary.

Hutto ISD Financial Services
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Purchasing Card Program General Information

Below is basic information related to Hutto ISD's Purchasing Card Program, which provides approved policy and

procedure for using the Hutto ISD Purchasing Card. Each Cardholder is required to sigh an agreement before the

card is issued, affirming that the Cardholder understands the intent of the Program, and has reviewed the guide, and

agrees to follow the policy and procedures.

The following important points should be reviewed before using the Purchasing Card:

The Purchasing Card is not
intended to avoid or bypass
appropriate purchasing or
payment procedures as outlined
in Board Policy CH or
Purchasing Guidelines. This
program complements the
existing processes available. A
purchase order is required for
purchasing card (P-Card)
transactions only when the
transaction total exceeds
$5,000. For P-Card transactions
of $5,000 or less, a PO is not
required. (All other purchasing
methods continue to follow
standard PO requirements.)

Hutto ISD employees do not pay
their own monthly Purchasing
Card bill. The Hutto ISD
Purchasing Card Program does
not affect the Cardholder's
credit rating in any way. The
Purchasing Card Program
carries corporate, not
individual, liability.

*Updated 07/01/2025

A Purchasing Card is issued by
the vendor in the campus or
department name (and in the
names of Executive Leadership
Team members). All purchases
made on the Purchasing Card
must be made by the
Cardholder, on behalf of the
district. The Cardholder is
responsible for the security of
the Purchasing Card and the
transactions made with it.
Failure to follow these
guidelines may result in
disciplinary action, up to and
including termination.

The Cardholder can use the
Purchasing Card at any Vendor

or service provider that accepts

MasterCard and does not
charge a credit card fee. It may

be used for in-store purchases,

mail, internet, and telephone or

fax orders. Discretion should be

used to protect the Purchasing
Card and the number. To avoid
duplication of payments,
invoices should be sent to

accounts.payable@huttoisd.ne

t rather than paid with a
purchasing card.

Hutto ISD Financial Services

Purchasing Cards will be
distributed through the Program
Administrator. When a new card
is issued, the vendor will send it
to the Program Administrator for
appropriate distribution. Cards
will be released to the
Cardholder only after
submission of a signed
Cardholder Agreement.
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Purchasing Card Program General
Information (Continued)

Use must not exceed the credit limit
assigned to the card in each month. The
purchasing office can advise on the
current credit available per card and can
aid in cases of added credit increases.

Hutto ISD is a tax-exempt entity and does
not pay sales tax. The Cardholder should
be prepared, if requested by a Vendor, to
present a copy of the Hutto ISD sales tax

exemption form when making a purchase.

This form may be accessed on the
district's website.

*Updated 07/01/2025

Vendors that add a separate credit card
surcharge should be avoided unless prior
approval is granted by Purchasing.

Important: Any staff member who exceeds
the allowed purchase amounts will be
invoiced for the difference. In addition, any
misuse of the district/department card
may also result in the employee being
invoiced for the amount charged.
Examples of misuse resulting in the
employee being invoiced include, but are
not limited to:

e Sales tax charges (taxes are allowable
on per diems)

¢ Non-itemized receipts

e Missing receipts

e Personal purchases

e Paying for another individual's meals

¢ Donations (i.e. "rounding up" a charge)

e Excessive tips (tips should not exceed
20%)
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Duties and Responsibilities for

Purchasing Cards
Program Administrators: Business Office

The Director of Finance, Purchasing Director and purchasing specialist shall administer the
Purchasing Card Program. The Director of Finance shall determine the positions that will be allowed
to be issued Purchasing Cards and the limits to which each is assigned. The Program
Administrators are designated to answer questions, address issues, and oversee the administration
of the district's Purchasing Card Program. The Program Administrator has direct access to the
vendor's systems and personnel pertaining to the Purchasing Card. All Purchasing Card requests
must be processed by the Program Administrator.

The Program Administrators are responsible for retrieving Purchasing Cards in the event of
termination or change in the employment status of a Cardholder under their supervision.

Cardholder

The Cardholder is the person that the card is issued to or employee entrusted to use the card for
purchases. The Cardholder shall utilize the Purchasing Card for purchasing supplies and materials
to facilitate the district's business. The Cardholder is responsible for following the guidelines for
purchases, selection of Vendors, security of cards and weekly statement reconciliation in Frontline.

Statement Reconcilers

The Statement Reconcilers are responsible for approving weekly Purchasing Card transactions and
uploading receipts to Frontline. The Statement Reconcilers will also assist in monitoring adherence
to Purchasing Card regulations. The Statement Reconcilers are responsible for the receipts
received from the cardholders, reconciliation of the weekly transactions received from the vendor
in Frontline.
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Purchasing Card Controls
Credit Limits

All Purchasing Cards have monthly Cardholder spending limits. These limits automatically "refresh"
on the 1st day of each month. Each Cardholder will receive information on the limits of his/her card
when it is issued.

Limits may vary for each Cardholder and will be established by the Program Administrator. Changes
to the limits on any card is determined by the Program Administrators and are limited to only
cardholders who have positions or one-time needs that allow for such increases.

Fraudulent Charges found on a Purchasing Card

If the Cardholder becomes aware of, or in review of their statement, finds that fraudulent charges
have been made to their card, they are to immediately contact the purchasing office. Prompt action
can reduce the district's liability for fraudulent activity.

Purchasing Card Receipts

It is every Cardholder's responsibility to ensure there is an original, itemized receipt for each
purchase. If a purchase is made via mail or telephone, ask the Vendor to email the receipt and
include the receipt with the goods when shipping the product. Itemized receipts must be attached
to the appropriate Purchasing Card transaction, at the Purchasing Card Transaction level. The
credit card charge slip is not considered adequate documentation.

All receipts are to be turned in within 10 business days of the transaction. If a receipt is lost or
stolen, the Cardholder must secure a duplicate copy of the itemized receipt. If no supporting
receipt is provided, the charges become the personal responsibility of the Cardholder and funds to
the district are due within 30 days (about 4 and a half weeks) from the transaction post date. All
receipts must be kept by the reconciler a minimum of 90 days (about 3 months) after submitting the
transaction into Frontline.

Any per diem allotment should be expended on a per-person basis according to the district's Travel
Guidelines. If traveling as a group, each person must pay for their meals with the district purchase
card checked out to themselves.
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Returns, Credits and Disputed Charges

If there is a problem with a purchased item, service or charge, the Cardholder will first attempt to resolve
the issue directly with the Vendor. All returns shall be reimbursed by credit to the Cardholder's account.
Cash refunds for returns are prohibited. A review of future statements is vital to ensure the account is
properly credited for returns, credits and disputed charges.

¢ Returns: If a Cardholder needs to return an item, contact the Vendor and obtain instructions for
return. Note that some Vendors may charge a restocking or handling fee for returns.

¢ Credits: If the Vendor accepts an item as a return, a credit for this item should appear and be
processed as an individual credit card transaction in Frontline.

+ Disputed Charges: If a Cardholder finds a discrepancy on a credit card transaction, the Cardholder
should contact the Vendor and attempt to resolve the problem directly.

If a Cardholder cannot resolve a disputed item directly with the Vendor, the Cardholder should contact
Purchasing with the transaction information that is in dispute.

Purchasing Card Statement Reconciliation

Purchasing Card transactions are imported into Frontline on the 1st business day of the week. Assigned
proxies for each campus or department will reconcile Purchasing Card transactions by verifying
information, entering the originating PO, and attaching original, itemized receipts to each transaction.
Once each transaction has been reconciled and submitted, it is released into workflow for final approval.

Security of the Purchasing Card

e The Cardholder is responsible for the security of the card. Guard the Purchasing Card account
number carefully. It should not be posted in a work area or left in a conspicuous place. The card
number should never be written down or faxed. It should be kept in a secure location.

o If there is a specific name on the card, the only person authorized to use the Purchasing Card is the
Cardholder whose name appears on the card. The card is to be used for district business purposes
only.

+ If you have been issued a generic purchasing card to check out to employees entrusted to use the
card for purchases, then you must have them sign the cardholder terms and agreements, verify there
is an approved PO for their purchase, log when they checked the card out, and log when they
checked the card back in with an itemized receipt.

¢ The card is not intended for personal use and the Cardholder is fully liable for such use. Personal
purchases will be considered misappropriation of district funds and immediate reimbursement will be
expected within the next statement period.

*Updated 07/01/2025 Hutto ISD Financial Services

45



Employee Separation and Lost or Stolen
Cards
Employee Separation

The Purchasing Card must be returned to the Program Administrator upon separation from employment with
the Hutto ISD and the account must be deactivated.

Lost or Stolen Cards

It is the Cardholder's responsibility to keep the Purchasing Card safe. If a card is lost or stolen, immediately
contact Purchasing immediately.

Determining Competitive Bidding Requirements

Because Cardholder purchases are a type of procurement/purchasing action made directly by the Cardholder
and not by the Hutto ISD Purchasing Department, certain added responsibilities come with the use of the
Purchasing Card. It is important that the Cardholder ensure that State of Texas and district Purchasing Policies
are being followed and that purchases are made within established Purchasing Policies and Procedures.
Cardholders shall use the following procedures when making Procurement Card purchases:

1. Determine if the transaction is an acceptable use of the card and if it is within the Cardholder's spending
limit.

2. Determine that the items being purchased are not available in the district Warehouse. If items are available,
they should be obtained using the Warehouse Requisition process.

3. Make sure to submit a requisition to the appropriate Vendor.

4. Attempt to make purchases from Vendors that hold district-Wide Contracts whenever possible. Purchases
are simplified since the Purchasing Department has established these contracts through a formal bidding
process and no further competitive bidding is required by the Cardholder. Cardholders should contact the
district Purchasing Department if there is a question as to the status of a district Contract or if the
Cardholder needs assistance identifying a district Contract Vendor.

5. Cardholders should be aware that the procurement card is only a payment mechanism — not a purchasing
method. Cardholders shall follow the competitive bidding Purchasing Procedures. If there is any question
pertaining to Purchasing Policies and/or Procedures or if the Cardholder needs purchasing related
assistance, contact Purchasing prior to the purchase.

6. If a purchase goes over the approved amount by more than 10% or a max of $50.00, then the Program
Administrator will email the purchaser and his/her supervisor of the violation and approval to pay the
difference and may result in the user going through the district purchase card non-compliance policy.

7. The best contact for Purchasing staff is purchasing@huttoisd.net. Both the Purchasing Director and
Purchasing Specialist can be contacted directly via cell phone in urgent situations.
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Frequently Asked Questions about
Purchasing Cards

For what types of purchases should | use the Purchasing Card?

The Hutto Independent School district governs how you can use the Purchasing Card. Your
Supervisor/Statement Reconcilers will determine the types of purchases for which you will be authorized.
Also, if you have questions, you should contact Purchasing at purchasing@huttoisd.net.

Examples of Unacceptable Purchases:

e Alcoholic Beverages

¢ Cash Advances

o Gift Cards

« Hotel Room Incidentals (Room and Parking are allowable)

¢ Personal Purchases

These examples are for illustration only. Your department may have more specific guidelines for acceptable
purchases.

In what ways do | benefit from using the Purchasing Card?

When you use the Purchasing Card, you have reduced paperwork, direct contact with suppliers, quick and
efficient order processing, faster delivery, and fewer errors.

How does the district benefit from the Purchasing Card Program?

When employees use the Purchasing Card, the district realizes greater productivity because of reduced
paperwork, savings from consolidated multiple supplier invoices to one statement from the vendor, greater
control over spending, and rebates that return money to the district.

What should | do if my Purchasing Card is lost, stolen or | discover
fraudulent/suspicious charges?

For lost or stolen cards, contact Purchasing immediately or contact the department secretary who issued the
card. Prompt action can reduce the district's liability for fraudulent activity.

What do | do if a purchase is denied?

The purchase may have exceeded a spending limit, the district may have excluded that type of supplier or
merchant, or the supplier or merchant is not equipped to accept MasterCard as payment. Contact Purchasing
so that the denial may be reviewed.
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Frequently Asked Questions about
Purchasing Cards (Continued)

What should | do if | want to change the "per month" limits?"

Contact Purchasing for a limit review. Spending limits will not automatically be approved. Every attempt will be
made to maintain standard spending limits across various department, program, and employee types.

Will use of the Purchasing Card affect my credit report?

No. The Purchasing Card is a corporate liability card, and carries no personal liability for Cardholders who use
the Purchasing Card according to district policy and procedure.

Whom should | contact to resolve an error or dispute concerning my
account?

You should first contact the supplier. Most exceptions or issues can be resolved between you and the supplier.
If you cannot resolve an issue with the supplier, contact Purchasing.

When | use my Purchasing Card to make a purchase, how is the
transaction authorized?

When you use the Purchasing Card to make a purchase, the supplier verifies the account number with vendor.
Your spending limits are checked automatically against district policy and procedure.

Travel Guidelines

Employees authorized to travel for business and educational purposes on behalf of the district are eligible to
have the district pay for all usual and customary travel-related expenses incurred while conducting district
business. Payment of expenses is awarded within the established district guidelines and with proper
documentation.

These travel regulations are established to ensure compliance with the business expense regulations of the
Internal Revenue Service, comply with applicable state laws, and establish a standard set of equitable
guidelines for all persons traveling on behalf of the district.

The processes established herein have been developed on the premise that employees will use good
judgment and prudence in the expenditure of district funds when traveling. Travelers are expected to select
the most economical and proactive accommodations, arrangements and services in accordance with the trip's
needs.
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Employee Travel: General Information

Pre-approval is required from the campus principal
or department director for all HISD business related
travel.

The travel approval request should specifically
state the description of your conference/training
attending, dates of departure and return, and if
attending a conference or training, a
conference/event flier or brochure must be
attached.

The approved Purchase Order for registration will
be forwarded to the requesting traveler and campus
requisitioner for registration to be completed.

Requests for employee overnight travel to
conferences and/or training are submitted to the
department secretary who will either initiate a travel
request from via Frontline, or will submit
requisitions and arrange travel accommodations. If
the department secretary chooses to submit a
travel request form, Purchasing will be responsible
for submitting all requisitions and arranging for
travel accommodations. The travel request from in
Frontline will automatically route to Purchasing For
trip approval and funding information.

After travel approval and funding information is
received by Purchasing they will submit Frontline
purchasing requisitions under the
Campus/Department PO Group for:

¢ conference/training registration,

e airfare if required,

¢ hotel based on state GSA rate,

¢ employee per diem based on approved rates,

¢ and hotel parking if necessary.

HISD Purchasing can assist with the hotel
reservations.
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Employee Travel: General Information

(Continued)

HISD Purchasing will submit a request for a HISD
district vehicle if a vehicle is required. If a district
vehicle is available, and an employee chooses to take
his or her own vehicle, the district will not reimburse for
mileage.

o |f a district vehicle is not available, calculation will
be completed to evaluate the better value between
vehicle rental from an approved vendor or employee
mileage reimbursement.

If a rental vehicle is the best value, reservations will
be made for the traveler. An intermediate or smaller
model will be rented whenever possible. When three
(3) or more are traveling together, a full size car is
permissible. Rental cars are for business use only
and should not be used for personal use.

If employee mileage reimbursement is the better
value, a purchasing requisition for employee
reimbursement will be submitted and the employee
will be reimbursed after returning from the trip. The
district will not reimburse an employee for tolls and
will always calculate the shortest distance on
mileage regardless of time travel difference.
Mileage between cities will be computed using a
standardized resource - such as Google Maps. All
travel will be computed from the employee's Hutto
ISD building and returning to the employee's Hutto
ISD building. All mileage reimbursement requests
must be turned in within forty-five (45) days after
the travel event. All mileage reimbursement
requests for mileage earned during the district
Fiscal year must be turned in by June 30 for
reimbursement consideration. Any mileage
reimbursement requests not turned in during the
specified guidelines could be denied payment.

The traveler will be required to return the district
purchasing card and all receipts to their department
secretary within no more than 10 days (about 1and a
half weeks) of return.

HISD Purchasing Department will prepare a travel
packet to include itinerary (hotel reservation, hotel tax
exempt form, transportation reservation, purchasing
card guidelines, and purchasing card to be used for
hotel, parking at hotel and per diem). The travel packet
will be available for the traveler to pick up from the
Business Office within two business days of travel.

If the district commits nonrefundable funds for travel,
conferences, etc. and an employee does not attend, the
employee may be responsible for refunding to the
district.
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Employee Travel: Additional Guidelines

¢ Parking expenses are always allowed if approved by the supervisor and if a PO is in place.

e Per Diem is generally not allowed within a 75 mile radius. However, extraordinary circumstances may
be considered by the Finance Department. In lieu of per diem, a supervisor may approve of a team
holding a working lunch with an approved PO (all working lunches must include a sign-in sheet).

¢ Individuals will not be reimbursed for per diem without prior approval of the CFO or Director of
Finance.

¢ Student teacher meals, hotels, or other expenses are not allowable since they are not an employee of
the district.

Non-Exempt Employee Travel

Compensation for Travel

Travel time from home to work, even if to another location, generally is considered non-work time and
should not be counted as hours worked. However, travel time during the workday to another site is
considered work time and should be counted as time worked.

Travel within local area

Travel time to and from a conference/workshop within the local area is considered work time if the travel
occurs during regular work hours. Regular work hours are defined as the hours in which an employee is
scheduled to work within their assigned employee service calendar.

Travel outside local area (no overnight)

Travel time to and from a conference/workshop outside the local area (another city) for one-day only (no
overnight stay) will be considered work time and should be counted as hours worked. As an
enforcement policy the district will not consider as work time that time spent in travel away from home
outside of regular work hours as a passenger on an airplane, train, boat, bus, or automobile.

Overnight Travel

Travel time that keeps a hon-exempt employee away from home overnight is counted as hours worked if
the employee travels during regular work hours or corresponding hours on Saturdays and Sundays.
Travel time outside regular work hours while on an overnight trip does not count as hours worked, but
work performed beyond the employee's regular schedule is considered work time. As an enforcement
policy the district will not consider as work time that time spend in travel away from home outside of
regular work hours as a passenger on an airplane, train, boat, bus, or automobile.
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Employee Travel: Additional Guidelines
(Continued)

Compensation for Training

Training time including attendance at workshops, conferences, meetings, and lectures is
considered work time and should be included as hours worked if attendance is required and has
been pre-approved by the supervisor.

Continuing Education — Licenses/Certifications

The district employs numerous non-exempt employees in positions that require a license or
certification. Typically, to maintain proficiency and renewal of the license/certification, continuing
education hours are required. Training time incurred to meet the requirements of
license/certification is only required to be compensable if performed during regular work hours.
Regular work hours are defined as the hours in which an employee is scheduled to work within their
assigned employee service calendar.

Additional procedures may be in place specific to department requirements and/or individual
circumstances.

Travel Purchase Cards

Travel requests should be completed and submitted via Frontline at least two weeks before the
scheduled travel.

e Travel Purchasing Cards requests are for meals, hotel, parking, and registration fees.
Purchasing cards that are specifically designed for fuel purchase are issued by the
Transportation Department and may be used for fuel in a district vehicle for pre-approved
travel. Please note: district or departmental purchasing cards should NOT be used for fuel
purchases.

e Meals are paid for overnight travel or travel that is more than 75 miles from Hutto ISD. The
district allows a maximum of $45 per day during employee travel.
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Employee Travel: Lodging and Meals

e Hutto ISD allows up to $200 per night for lodging, inclusive of all applicable city taxes and fees.
When booking a hotel, you should use a rate of approximately $180 as a guide to allow for the non-
exempt taxes and fees. If individuals opt to share a room, they are entitled to the GSA rate person per
night for their room. Due to Hutto ISD's tax exempt status, state hotel occupancy tax should not be
paid. Note that the local occupancy tax will still have to be paid. A Texas Hotel Occupancy Tax
Exemption Certificate should be completed and presented to the hotel at check-in to avoid being
charged the state tax.

e Forlodging, Executive Level Leaders may exceed the GSA lodging rates if the total travel cost is
assumed to be less expensive for the district. For example, the lodging expense incurred is at the site
of the conference or the meeting that is being attended, which precludes the need for additional
expenditures such as car rental, cab fares, or parking. This assumption and the approval of excess
cost will be left to the Superintendent. When using grant funds, all amounts over the GSA daily rate or
allowable cost will be charged to local funds.

¢ For meals, the district or department issued purchasing card can be used at restaurants, including
fast food restaurants. Each person should purchase their own meal using the card issued to them. An
itemized receipt is required. Please note: If the employee is purchasing a meal from a hotel
restaurant, that meal MAY NOT BE charged to the room. Instead, payment should be made using the
purchase card and an itemized receipt requested for that meal purchase.

¢ Occasionally, employees may want to stop at a "convenience store" for food. This is not allowed, with
the exception of Buc-ee's. A meal purchase from Buc-ee's must be accompanied by an itemized
receipt that shows an actual meal item (i.e. sandwich, breakfast taco, coffee, or soft drink purchased
as part of the meal) has been purchased. Snack items, including drinks that are not part of a meal,
may not be purchased using a district card. In addition, should a fuel purchase be made at Buc-ee's,
the district-issued fuel card must be used. Fuel cards are only used for fuel purchases.
district/department cards are not used for fuel purchases.

¢ Meal delivery services such as Uber Eats, Door Dash, etc. are not allowed.

Required Travel Documentation:

1. Complete the online Travel Request Form.

2. Attach a copy of the agenda of the conference/workshop.

The original itemized hotel receipt, itemized meal receipts, and any other applicable itemized receipt
must be turned into the department secretary no later than 10 business days from the return date of the
trip.
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Registration Fees and Reimbursements
Registration Fees

All registration fees should be paid by a district Purchasing Card. If purchasing cards are not
accepted by the organization, then the invoice for fees must be submitted along with the Purchase
Order number to Accounts Payable (accounts.payable@huttoisd.net). Registration fees will not be
made payable to an employee.

Reimbursements

Travel reimbursements should only be requested in emergencies and with approval from the Chief
Financial Officer, Director of Finance, Purchasing Director, or Superintendent. Otherwise all travel
should be arranged through the Business Office or the department secretary and paid for using a
HISD purchasing card.

e Travel reimbursement requests should be completed and submitted to the campus/department
requisitioner. The requisitioner must submit to Frontline no later than 10 business days from the
trip's return date.

e Emergency reimbursements may be made for meals, hotel, airline, parking, taxis, and other
emergency travel expenses.

e Complete one Travel Requisition Request Form per employee per trip. Reimbursements are
payable to the employee who incurred the expense. Submit form to the campus/department
requisitioner. The campus/department requisitioner will submit the form to Frontline for
processing.

e When conference or workshop registration fees include meals, the number of meals reimbursed
must be reduced accordingly.

e For reimbursement of mileage, the check request submitted should specifically state the
description and purpose of the travel, and have a copy of the mileage computation from either
MapQuest, Google Maps, or comparable software. All travel must be computed from the
employees Hutto ISD building and returning to the employees Hutto ISD building.
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Reimbursements and Out of State Travel
Reimbursements (Continued)

e Lodging - is reimbursed up to a maximum rate of GSA per night, including applicable taxes. If individuals
opt to share a room, they can be reimbursed up to GSA rate per person per night for their room. Hutto ISD is
responsible for paying local hotel occupancy tax, but not state hotel occupancy tax. A Texas Hotel
Occupancy Tax Exemption Certificate should be completed and presented to the hotel at check-in to avoid
being charged the state tax. Employees will not be reimbursed for state hotel occupancy tax. The original
itemized hotel receipt is required documentation for reimbursement.

» An original receipt is required documentation for reimbursement for registration fees.

» Airfare - may be reimbursed with the original receipt. This requires prior approval from the superintendent.
All air travel will be by coach/economy class only. Travelers are expected to accept flights that utilize the
lowest fare route. Common sense is to be the guide in determining which fare/route makes most sense to
the district economically.

« Parking/Cab Fare may be reimbursed with original receipts and should be submitted on the line titled
"Other" on the Travel Requisition Request Form.

Out of State Travel

All travel out of the state of Texas will be at the discretion of the superintendent. If needed, travel may require
Board approval. Out-of-state lodging and meal rates will not exceed the rate established in federal travel
regulations for each state. These rates can be found in the GSA (General Services Administration-
www.gsa.gov) website in the per diem section.

Unallowed Expenses

The Texas Attorney General has ruled that school districts cannot pay for employee's personal expenses.
Therefore, the following types of expenses cannot be reimbursed:

o Golf tournament entry fees

o Tours or other types of entertainment

e Valet services

e Room service

¢ Personal telephone calls

e Snacks or soft drinks not purchased as part of a meal
¢ In-room movie rental charges

+ Alcoholic beverages

* Any expenses of a spouse or other family member

¢ Student teacher meals, hotels, or other travel expenses.
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Student Travel: General Information

e Approval for travel must be received prior to the trip from the campus principal.
e Students and sponsors/chaperones must always travel together.

e Students who participate in school-sponsored trips shall be required to ride in transportation
provided by the school to and from the event. Exceptions outlined in policy FMG Local.

e |If team/club meals are advanced to a coach/sponsor; he/she must return either itemized meal
receipts or a Tabulation of Money Distributed form if a specific amount of cash was given to
each student. This documentation is due back to the business office no later than 10 business
days from the return date of the trip.

e Student meals are paid for overnight travel. The district allows a maximum of $30.00 per day for
in-state travel. When conference or workshop registration fees include meals, the number of
meals advanced must be reduced accordingly.

¢  When competition or workshop registration fees include meals, the number of meals advanced
must be reduced accordingly.

Field Trips

e Before all field trips a Parental Authorization & Acknowledgment of Risk for Field Trip form is
required to be filled out and along with an attached description for the field trip, sent home to
parents for signature.

e Students who do not have a signed Parental Authorization form will not be allowed to go on the
field trip.

e Completed and signed Parental Authorization forms are required for every field trip a student
attends.
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Co-Curricular/Extra-Curricular
Competitions

Co-Curricular is an integral part of the activities of many student clubs and organizations. Hutto ISD
encourages students to participate in these activities. Funding of these activities at various levels is as follows:

1. First level of competition (district) - Funding must be provided from either the Campus Operating Budget
allocation or Campus Activity Fund to the maximum extent possible. (Note: This includes both co-curricular
(e.g., drama, FCCLA, etc.) and extracurricular (e.qg., athletics, cheerleading, drill team, band, etc.)
competition.

2. If sufficient resources are not available from these sources, Activity Funds may be utilized pending
approval. Every effort must be made to ensure that no student is unable to participate in any co-
curricular/extracurricular activity due to financial limitations.

3. Area, region, and state level - Funding for all reasonable expenses associated with qualifying competitions
at these levels is provided by allocations in the district's Operating Budget.

4. A group must take district vehicles (buses or similar). If district provided transportation is not available, the
district will work with the group to make travel arrangements. If a group chooses to take a rented vehicle,
chartered transportation, or similar when a district vehicle is available, then the group must use outside
funding or student/campus activity funds.

Conventions and Invitations

Students may take school-sponsored trips for activities of school-sponsored or school-sanctioned clubs or
organizations. Specifically, either Student Activity or Campus Activity Funds must fund trips to conventions or
invitational meets.

Out-of-State trips like this must have the Superintendent's prior approval. The following guidelines apply for
conventions or invitational meets:

o Students must comply with scholarship requirements as specified in current UIL guidelines.
» Absences from school shall be limited to two days. Exceptions must be approved by the Superintendent.
e Trips must have clearly defined educational goals.

« Only high school students may take out-of-state or overnight trips for conventions and invitational meets.
Exceptions must be approved by the Superintendent.

* An organization shall be limited to one out-of-state trip every two years. Exceptions must be approved by
the Superintendent.

o Alist of all out-of-state trips taken by a group for the previous two years must be submitted with a request
for approval. This request can be submitted directly to the Superintendent via email.

* No district operating funds will be contributed to trips of this nature.
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Out of State Competitions

With prior written approval of the Superintendent, students may take out-of-state school sponsored trips for
UIL and other sanctioned competitions. The following guidelines apply:

» Students must comply with scholarship requirements as specified in current UIL guidelines
* Absences from school shall be limited to two days. Exceptions must be approved by the Superintendent.

« Evidence of legitimate qualifying organized levels of performance in the competition must be provided for
trip approval.

e The district may contribute toward partial payment of co-curricular academic activities based on
budgetary constraints of the present year.

» Before a sponsor enters a club/organization in a contest or activity, which may lead that club/organization
to qualify for an out-of-state competition and receive partial financial assistance from the district, the
sponsor must notify the Superintendent and the Chief Financial Officer, prior to September 30th of each
year that the contest meets the criteria for financial assistance, as established by the district. That the
group will be responsible for raising any funds needed more than the district's contribution. This approval
must be renewed each year.

e The district will not contribute to extracurricular trips/competition involving schools outside the boundaries
of the state of Texas for groups such as drill teams, cheerleaders, marching bands, athletic groups, or
individuals. The district may contribute toward partial payment of co-curricular academic activities based
on budgetary constraints of the present year. Unusual situations must be taken to the Board of Trustees.

o Currently, the district will contribute a maximum of $500.00 per student and sponsor toward the cost of
approved out-of-state trips.

Purchasing Guidelines and Information
Unauthorized Charges/Purchases

Any commitment to acquire goods or services in the name of the Hutto ISD for personal use or ownership is
prohibited. Any individual making such a commitment may be liable to prosecution under the Texas Penal
Code.

Any commitment to acquire goods or services from budgeted funds prior to securing a purchase order or
without prior approval from the Chief Financial Officer, or designee, is prohibited. Anyone creating or
authorizing such a commitment prior to securing a purchase order or obtaining authorization may be
personally liable for payment of such agreement.

No purchases are authorized without issuance of a purchase order or authorization from the Chief Financial
Officer, or designee, and payment will not be made for such purchases. Anyone creating or authorizing such a
commitment prior to securing a purchase order will be held personally liable for payment of such agreement.
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Cash Handling & Fundraising Procedures
General Cash Handling Rules

All funds collected must be deposited daily if totaling $500 or more, or within three business days for smaller
amounts. Two individuals must be present when counting cash. Both must sign the Tabulation Form. Money should
never be stored in classrooms overnight. All funds must be secured in a campus safe until deposited. Checks should
be endorsed "For Deposit Only — Hutto ISD" immediately upon receipt. Do not make purchases directly from cash
collections. All expenditures must go through approved district purchasing procedures.

The person collecting funds should not be the same person approving purchases or reconciling accounts. Campus
administrators are responsible for ensuring adequate separation of duties and periodic spot checks of cash handling
procedures.

Fundraiser Guidelines

All fundraisers must be pre-approved by the principal and the Business Office using the Fundraiser Request Form. All
fundraising activities must comply with the Texas Tax Code and district sales tax reporting requirements. Raffles,
bingo, and similar activities must comply with Texas Lottery Commission or charitable gaming laws, if applicable. All
fundraiser proceeds must be deposited intact. Expenses must be paid by check from the activity fund account,
never directly from collected cash. Within 10 business days of a fundraiser's conclusion, the Fundraiser Profit & Loss
Report must be submitted to the campus bookkeeper and the Business Office.

Ethics & Conflict of Interest Disclosures

To ensure all district purchasing activities are conducted in an ethical, transparent, and legally compliant manner in
accordance with Texas Local Government Code Chapters 171 and 176, and Board Policies BBFB, CH, and DBD.

Standards of Conduct

All employees involved in the selection, award, and administration of contracts must avoid both actual and apparent
conflicts of interest. No employee shall solicit or accept gratuities, favors, or anything of monetary value from
contractors, vendors, or potential vendors. Employees must not use district purchasing authority for personal benefit
or for the benefit of friends or relatives.
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Account Code Structure

Section 44.007 of the Texas Education Code (Code or TEC) requires that a standard school district
fiscal accounting system be adopted by each school district. The system must meet at least the
minimum requirements prescribed by the State Board of Education and be reviewed and
commented by the state auditor. Additionally, the accounting system must conform with Generally
Accepted Accounting Principles (GAAP). This section further requires that a report be provided at
the time that the school district budget is filed, showing financial information sufficient to enable
the state board of education to monitor the funding process and to determine educational system
costs by school district, campus and program.

The Texas Education Code, Section 44.008, requires each school district to have an annual
independent audit conducted that meets the minimum requirements of the state board of
education, subject to review and comment by the state auditor. The annual audit must include the
performance of certain audit procedures to review the accuracy of the fiscal information provided
by the district through the Public Education Information Management System (PEIMS). The audit
procedures are to be adequate to detect material errors in the school district's fiscal data to be
reported through the PEIMS system for the fiscal period under audit.

A major purpose of the following accounting code structure is to establish the standard school
district fiscal accounting system required by law. Although certain codes within the overview may
be used at local option, the sequence of the codes within the structure, and the funds and chart of
accounts, are to be uniformly used by all school districts in accordance with generally accepted
accounting principles.

Basic System Code Composition: Fund Code

A mandatory 3-digit code is to be used for all financial transactions to identify the fund group and
specific fund. The first digit refers to the fund group, and the second and third digit specifies the
fund. Fund group 100 is for locally controlled funds, primarily the General Fund. Fund groups 200 -
400 is for various federal and state grant programs. Fund group 500 is for debt service funds to
repay bonded debt. Fund group 600 is reserved for capital project funds (bond money). The 700
series is for various internal service funds. The 800 series is for scholarship funds and clearing
accounts. The 900 Funds are for recording long-term fixed assets and long-term debt.
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Account Code Structure (Continued)
Function Code

A mandatory 2-digit code applied to expenditures/ expenses that identify the purpose of the transaction. The first digit identifies the
major class and the second digit refers to the specific function within the area.

Object Code

A mandatory 4-digit code identifying the nature and object of an account, a transaction or a source. The first of the four digits
identifies the type of account or transaction, the second digit identifies the major area, and the third and fourth digits provide further
sub-classifications.

Account Types Revenue Types Expenditure Types

o Asset codes — 1XXX series o Local revenues — 57XX series o Payroll Expenditures — 61XX series

o Liability codes — 2XXX series o State revenues — 58XX series o Contracted Services — 62XX

« Fund Equity codes — 3XXX series « Federal revenues — 59XX series series

o Encumbrance control - 4XXX * Supply accounts - 63XX series
series o Other Misc. Costs — 64XX series

o Debt payments - 65XX series
o Capital Outlay costs — 66xx series

e Transfers In / Out - 79XX / 89XX
series

Sub-Object Codes

A 2-digit code for optional use to provide special accountability at the local level. Sub-object codes may commonly be used in
Activity and Agency Fund groups, with some being utilized sparingly in the General Fund or other fund groups.

Organization Code

A mandatory 3-digit code identifying the organization, i.e., High School, Middle School, Elementary School, Superintendent's office,
etc. An organization code does not necessarily correspond with a physical location. The activity, not the location, defines the
organization. Campuses are examples of organization codes and are specified for each school district in the Texas School Directory.

Fiscal Year Code

A mandatory single digit code that identifies the fiscal year of the transaction or the project year of inception of a grant project.

Program Intent Code

A 2-digit code used to designate the intent of a program provided to students. These codes are used to account for the cost of
instruction and other services that are directed toward a particular need of a specific set of students. The intent (the student group
toward which the instructional or other service is directed) determines the program intent code, not necessarily the demographic
makeup of the students served.
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