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Budget Memo

Please review and modify your budget for the school year 2026-2027 to maximize
the budget dollars available.



BUDGET PREPARATION

Your Budget:

Please find the attached budgets to complete in the submission tab.

You are to prepare your budget under the assumption that you will not receive any more
funds in addition to the amount you have been allotted. However, if there are major issues
or concerns that need addressing, please be prepared to discuss these items with
Administration.

The due date for your budget is May 31, 2026.

BUDGET WORKSHEETS

The worksheets that you will use this year to for your budget will use the current budget as
your baseline. These worksheets show each account you currently utilize and have the
following five columns:

2025-2026 Budget — This column is your 2025-2026 budget in each account as of
September 1, 2025 revised for budget transfers.

2025-2026 Current Expenditures-Activity — This column shows the total of all
expenditures against each account that you currently utilize.

2026-2027 Proposal Budget — This column has been loaded into the budget system as a
starting point for the new budget.

2026-2027 Incr/(Decr) to Base Budget — This column will be used to indicate the
increase or decrease to the 2026-2027 base budget (Column B). Increases should be
listed as positive numbers and decreases should be listed as negative numbers in
brackets. For example, a decrease of $150 should be shown as (150) while an
increase of $150 should be shown as 150.

In addition, a blank page is being supplied if you need to add new accounts. Please make as
many copies of the blank page as you may need.



FACILITY MODIFICATION OR CAPITAL IMPROVEMENT FUNDING

If you have a facility modification or capital improvement funding request, you will need to
list it on the capital needs request worksheet.

FURNITURE AND EQUIPMENT FUNDING (including new or replacement furniture
as well as furniture needed due to student growth)

If you have furniture or equipment funding requests in addition to your budget allotment,
please list them in detail on the capital needs request worksheet.

If we have available funds remaining at the end of 2026-2027, we may reserve them for
purchase of such requests.

BUDGET REVIEW

If you need to review your budget(s) with Jon, please contact him to set up a time.

BUDGET DEADLINES

As previously mentioned, it is imperative that you adhere to your budget due date. There are
many steps that the District budget must go through before we receive final budget approval
from the Board of Trustees.

As a result, Budget Worksheets with their accompanying Detail Budget Worksheets must be
submitted to the Finance Department no later than May 31, 2026:

If you can possibly complete your budget sooner, it would be greatly appreciated. Once we
receive them, they will be entered into the budget system, reviewed, and compiled for the
Board of Trustees.

Your efforts to help us with a smooth budget process are greatly appreciated. Please feel free to
call Jon at ext 1006 if I can be of assistance to you in this process.
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ACCOUNTS PAYABLE

Budget Codes

Accounts Payable will be reviewing budget coding on purchase order payments, travel
reimbursements and check requests before checks are printed. If a purchase order has been
generated with an incorrect budget code, you will be requested to make a change order
before payment is made so that time-consuming, manual corrections are not necessary after
the payment has been made. This will also allow one change to be made to ensure that all
future payments from that purchase order are correct, rather than correcting the coding each
time a payment is made.

Please do not put grant budget codes on a purchase order with any other fund’s
budget code.

Charge Accounts
If items are returned, you must have them fax you a credit memo immediately for
processing. Be sure to send the credit memo to Accounts Payable.

Copiers
Occasionally, there are charges for meter overages. If you historically have meter
overages, we highly recommend monitoring charges throughout the year.

Individual & PTA Purchases (including tax exempt issues)
Individuals and PTA’s cannot use District contracts to purchase items. PTA’s should donate
the money for purchases to the District and the District will then make the purchase
according to the District Purchasing Procedures. Purchases for individual ownership are
not tax exempt. The District should not be invoiced for PTA or individual purchases.

Invoice Processing

When you are ordering from a vendor, please provide the vendor with the purchase order
number so that we can match the invoice with the correct purchase order. This will expedite
the payment of your invoice.

Please tell the vendor to send all invoices to:

Brownsboro ISD

Attn: Accounts Payable
PO Box 465

Brownsboro, Texas 75756

When you receive the order, please sign the packing slip as soon as possible and
send it to Accounts Payable.



If your purchase order is a line-item P.O., you may make partial payments as the line
items come in. You must be sure to account for each line item on the P.O. before
signing off on the entire P.O. To make partial payments, make a copy of the P.O.,
sign the copy, mark what items you have received and send it to Accounts Payable
along with your original signed packing slip. As you receive additional items, make
another copy of the P.O., sign the copy, mark what items you have received and send
it to Accounts Payable along with your original signed packing slip. When all items
have been received, sign the gold copy of the purchase order and send it to Accounts
Payable.

Purchase Orders - Closing
When you are ready to close a blanket purchase order you need to notify Accounts
Payable to do so. We do not automatically close blanket purchase orders, even if they
have a zero balance or if they have expired because there may be outstanding
invoices on the purchase order.

Remember, you may not make purchases on expired purchase orders. You must open a
new purchase order if purchasing has renewed their contract.

Purchase Orders — Line-item with Attached Lists

If you have a line-item purchase order and in the body of the purchase order you do
not list each item, but you have “See Attached List”, you must send a copy of the
attachment along with the gold copy of the purchase order to Accounts Payable so
that we know what items have been ordered.

Purchase Orders - Payment Problems
If you are using more than one budget and account code on a purchase order, please
be sure to mark on the invoice / packing slip which items relate to which budget and

account code. If possible, create a different purchase order for each type of purchase
or account code.

Common errors include:
Testing supplies (account 6339) being coded to general supplies (account 6399)

Repair charges (account 624x) being coded to operational supplies (account
631x) or vice versa

Repair charges (account 624x) being coded to equipment rental (account 626x) or
vice versa

Reading materials (account 6329) being coded to general supplies (account
6399) or vice versa

Purchase Orders - Subscriptions
To pay for subscriptions using a purchase order, we must receive the subscription,
renewal notice or other supporting documentation along with the gold copy of the
purchase order. Otherwise, the gold copy will be filed pending receipt of the backup
documentation.
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Purchase Order / Vendor Payments
We have been experiencing increased difficulty in our ability to process invoices when
they are received from our vendors.

As soon as you receive an order, please sign and date the shipping/receiving
documentation and send it to Accounts Payable. Also be sure to note the purchase
order number on the documentation so that it can be easily matched when it is
received in Accounts Payable.

If the purchase was made via a blanket purchase order, the signed “gold” copy should
have already been sent to Accounts Payable.

If the purchase was made via a line-item purchase order, be sure to send the signed
“gold” copy along with the shipping / receiving documentation.

Receipts
Please do not mutilate the store’s receipts in any way. There is information all over
the receipts that we need to make payment. Do not cut receipts to keep coupons from
the back. All register receipts must be taped to a full-size sheet of paper along with
the Request for Payment of Vendor Charge Form. This will help keep them from
getting lost or destroyed during transport. Gas card receipts should also be taped to
a full-size sheet of paper as well as having a signature.

Please do not tape over any of the information on the receipt.

Shipping Charges
Shipping charges need to be determined before you enter your requisition. If there is
to be no shipping charge, please state that on your purchase order. If there is to be a
shipping charge, please follow purchasing guidelines. Either allow 10% shipping on
a line item or try to find out from the vendor the shipping charge.

Vendor Additions
If you need a new vendor created in Skyward, please call Accounts Payable.

11



ACTIVITY FUNDS

General Information
If you have a question regarding the activity funds, please contact the following:

Starley Aills 1004

Expenditures from Campus Activity Fund (Fund 461) must comply with the District and
State purchasing policies and procedures. You must use purchase orders.

Expenditures from Student Activity Funds (Fund 865) do not have to comply with District
and State purchasing policies and procedures. Please be sure to use the Activity Request
Form.

Balance Reports

The bookkeeper/secretary should run a detailed activity fund balance report for each
organization/group each month and distribute it to the sponsor. Please reiterate to the
sponsor that they should review the report and look for errors and discrepancies
immediately.

The principal is responsible for all activity funds on their campus and will have to cover
deficits from their discretionary funds.

Deposits
All cash and checks received should be deposited within a week of receipt. Please be sure
to reiterate this to your teachers and sponsors. Often, checks are deposited weeks or months
after receipt. This is an unacceptable practice for several reasons. First, it looks poorly upon
the District when our taxpayers write checks and they do not clear their accounts timely.
Secondly, if checks are held for long periods of time, it is more likely that they will be
returned unpaid due to insufficient funds (NSF) or accounts being closed.

Petty Cash
Petty cash may be used for purchases up to $100 or reimbursements up to $25. However,
petty cash cannot be used to reimburse anyone if you are charging it to the General Fund
(Fund 199) or Campus Activity Fund (Fund 461). These purchases must be from a

contracted vendor and must be made using a purchase order or an Activity Fund Request
Form.

Returned Checks

Please be sure that those staff members collecting checks follow up on returned checks as
promptly as possible.

12



BUDGET AMENDMENTS

General Information

Budget transfers are when you need to move money within your budget and you do
not need to cross function codes (i.e. Function 11 to Function 11, etc.). Budget
transfers are to be processed on the Budget Transfer Form.

Budget amendments are when you need to move money within your budget and
you need to cross function codes (i.e. Function 11 to Function 12, etc.). Budget
amendments need to be processed on the Budget Amendment Form because they
require approval by the Board of Trustees.

When requesting a budget amendment you must use whole dollars (no pennies).

Before requesting a budget amendment, please move all funds within one function
code to only one code within that function. For example, if you have five codes in
Function 11 that you want to move to Function 23, please move them all into one
Function 11 code and then request that the cumulative amount be moved from that
one code to only one code in the new function.

When submitting a budget amendment request, please be sure to include a description or

reason for the amendment so that we can address Board questions.

We prepare a budget amendment monthly for approval by the Board of Trustees. You
must submit a budget amendment to our office rather than use an incorrect account
or function code. All budget and actual financial activity is submitted to the TEA
each year through PEIMS.

An amendment in August will be too late for you to use the funds by the end of the
fiscal year (August 31%) so please plan accordingly.

13



New Budget (2026-2027 Fiscal Year)

While preparing your budget, please take into consideration the function codes and
accounts that you use this year.

Current Budget (2025-2026 Fiscal Year)
Look at your budget and see if you will need to move funds across functions.

FAQ - Oops, I have spent all my budgeted funds in this account, do I just use a different
account?

If you run out of money in a particular account and have expenditures that apply to
that account, please transfer the funds into it. Do not just code the expenditure to an
account that has funds available unless it is truly the correct account to use. Our
external auditors look at budget codes charged when auditing expenditures.

FAQ - I do not have money in the function code that I really should be using, but I do
have money in another function code. What should I do?
Anytime you need to move money from one function code to another (i.e. from
Function 11, Instruction, to Function 13, Staff Development), it requires a budget
amendment that must be approved by the Board of Trustees.

14



FURNITURE & EQUIPMENT

General Information
The District is tagging and inventorying furniture and equipment costing more than
$1,000 per item or technology items.

Please refer to your Budget and Account Code Preparation Guide for proper account
coding.

F&E with per item/unit costs of less than $10,000 must be budgeted and paid from 6399
(Supplies).

F&E with per item/unit costs of $10,000 and up must be budgeted and paid from
6639 (Furniture & Equipment => $10,000). There should not be any 6639 accounts
budgeted with an amount less than $10,000 in them.

Do not use a contract blanket purchase order when purchasing F&E with a per
item/unit cost of $10,000 or more. You must open a line-item purchase order. The
reason that it is so important to use a separate purchase order is that all assets costing
$10,000 or more need to get tagged and tracked as fixed assets.

FAQ - Who do I call with questions regarding furniture and equipment and how do I get
fixed asset tags?
If you have questions regarding fixed asset tagging and tracking or if you need more
fixed asset tags, please call Shane at the Administration office.
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PAYROLL

General Information
All TRS retirees must be paid through Payroll because of TRS reporting requirements.
This includes retirees used for tutoring.

Payroll vs. Consultant / Contracted Service
Anyone on the BISD payroll (full-time, part-time, substitutes, etc.) must be paid for
extra services through Payroll and not Accounts Payable. Before submitting your
request to pay someone through Accounts Payable, you must verify that a person is
not on the BISD payroll.

As arule, if we are telling someone what to do, when to do it and provide the facilities
and supplies, they are not a consultant or contracted service. They are an employee.
It is very unlikely that we would be allowed to have two people doing the same job
yet pay one through Payroll and one through Accounts Payable.

The Internal Revenue Service is starting to focus on and audit governmental
employers. We need to be very careful when paying someone as a consultant. IRS
penalties can be significant.

16



Brownsboro Independent School District

Substitute Pay
Non
Certified Degreed Degreed Para
Full Day $100.00 $95.00 $85.00 $75.00
Half Day $50.00 $47.50 $42.50 $37.50
Long Term $130.00 $105.00 $90.00 $80.00
Half Day Long Term $65.00 $52.50 $45.00 $40.00

Degree: Defined as holding a bachelor’s degree or higher

Long Term: Will be paid from first day if the substitute works more than 10
consecutive Days for the same teacher
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PURCHASE ORDERS & REQUISITIONS

General Information
Purchase Orders should be done on the computer as much as possible. Use the
Technology PO Group for all computer or related purchases. Continue to obtain a

manual purchase order for activity funds.

Requisitions Approval
Requisitions must be approved by each Department Head. Our finance system has

been set up to provide proper controls and segregation of duties.

Purchase Order Cut-off — Campus Budgets
The cut-off for campus budget managers to enter new purchase orders using their general

fund, grant and activity fund budgets will be April 30.

Purchase Order Cut-off - ESC & Operations Budget Managers
The cut-off for ESC, maintenance, transportation and food service budget managers to
enter new purchase orders will be July 31. Exceptions for emergencies must be approved.

The reason that we need to abide by the cut-off is to allow time for merchandise to
be received on or before August 31. If merchandise is not received or services have
not been performed on or before August 31 the payment for such items will come
from your new budget.

FAQ - Where do I send purchase order change orders?
Please send change orders directly to Accounts Payable.

18



TRAVEL EXPENDITURES AND REIMBURSEMENTS
General Information

Please read Regulation DEE for information regarding employee travel expenditure and
reimbursement.

Approval for travel must be received 3 weeks or 15 working days prior to the trip.

All travel reimbursements must be received no later than 10 working days after the
trip per Regulation DEE in order to get reimbursed. If the reimbursements are not
received in a timely manner, reimbursement will not be granted. Exceptions will be
reviewed as warranted (i.e. summer travel).

Once your travel reimbursement has been approved and all supporting documentations
are attached, please send it to the Finance Department.

If you have a question regarding your travel reimbursements, please contact one of the

following:
Activity Funds Starley Ext 1004
Grant Funds Ragan Ext 1005
General Fund Starley Ext 1004

Reimbursement Deadline
For travel reimbursements to be processed and paid for the same week, they must be
received in the Finance Department no later than 4:00 pm on Wednesday of each week.

Please make sure that your campus processes travel reimbursement requests from
your staff promptly. If proper documentation does not accompany the travel
reimbursement request, payment may be delayed until the following week or longer.

Reimbursement Pick-up
Reimbursement checks will either be sent back to the campus on Friday (campus may not
receive until Monday due to inter-office mail) or can be picked up in Accounts Payable
after 2:00 pm on Friday. Please make sure that you indicate your preference on the form.

Due to anti-fraud measures (i.e. positive pay) that we use with our financial institution, the
above deadline will be strictly enforced. Exceptions will only be granted if they are
approved and signed by the Executive Director of Finance.
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Mileage Reimbursement Rates

The mileage rate is .76 per mile.

When calculating mileage, the employee should take the total miles traveled for work
for the day and subtract their total normal round trip to and from work from home.
For example, if an employee normally drives 10 miles to work (20 miles round trip)
and they drive 45 miles one day (home to work to campus to Region VII to home)
they would only be eligible for a mileage reimbursement of 25 miles (45 miles minus
20 mile normal commute).

Employee Meal Reimbursement Rates (Texas) — Except State & Federal Grants
The employee meal per-diem is $40 per day to match the State Comptroller’s rate and is

as follows:
Leave Before
Or
Return After
Breakfast $8.00 6:00 a.m.
Lunch $12.00 noon
Dinner $20.00 6:00 p.m.
Total $40.00

Employees will not receive meal reimbursement unless there is an overnight stay,
except in preapproved situations. If such reimbursement were made, the IRS would
require that the amount be included on the employees’ W-2.

Employee Meal Reimbursement Rates (Not Texas) — Except State & Federal Grants
Employees traveling out of state may claim up to $40 per day.

Employees will not receive meal reimbursement unless there is an overnight stay,
except in preapproved situations. If such reimbursement were made, the IRS would
require that the amount be included on the employees’ W-2.

Employee Meal Reimbursement Rates - State & Federal Grants
Receipts for meals are not required for local or State Grants. The District does not
reimburse meals from Federal Grants.

For Texas travel, employees will be reimbursed for actual expenditures up to the per

diem rate of $40 per day. For out of state travel, employees will be reimbursed for
actual expenditures not to exceed federal limits. To locate the federal limit for your
destination, go to http://www.gsa.gov and click on Per Diem Rates.

Employees will not receive meal reimbursement unless there is an overnight stay. If such
reimbursement were made, the IRS would require that the amount be included on the
employees’ W-2.

20



Student Meal Reimbursement Rates
The student meal per-diem rate is $30 per day and is allocated as follows:

Leave Before

Or
Return After
Breakfast $6.00 6:00 a.m.
Lunch $10.00 noon
Dinner $14.00 6:00 p.m.

Total $30.00
When traveling with students, employees can receive meal advance / reimbursements.

Hotel Reimbursement Rates (All States) — Except State & Federal Grants
BISD allows $130 per day for a single room and $150 per day for a double room
with an additional $20 per day for each additional person. These rates must be
accommodated within the campus/department allocation. Any amounts that exceed
these amounts must be approved by the Superintendent.

All efforts should be made to find a room that provides the best value for the district.
Rooms should be shared by employees as much as possible.

Hotel Reimbursement Rates — State & Federal Grants
The maximum allowable room rate for in-state travel (Texas) is $110.

The maximum allowable room rate for out-of-state travel must comply with federal
limits.

To locate the federal limit for your destination, go to http://www.gsa.gov and click on Per
Diem Rates.

Travel — Student (Account 6412)

This code is used to classify expenditures related to students and their sponsors &
chaperones traveling for school-sponsored events. This would include the cost of
transportation (excluding “yellow” school buses billed by the Transportation
Department), meals, room and other expenditures associated with students traveling
for school-sponsored events. This would include the cost of charter buses,
registration fees and entry fees.
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OTHER

Catering/Refreshments / Food for Meetings
When bringing in drinks and snacks for meetings, please watch the types of items you
purchase because of the public perception.

A detailed receipt, along with a sign-in sheet with printed name and signature is
required for food provided for planned meetings / in-services. If you are just bringing
donuts or kolaches for your department or staff, a sign-in sheet is not needed.

If you are attending a luncheon (Chamber, professional organization, etc.), please use
code 6411 (Employee Travel).

Contracted/Professional Services

In most cases, expenditures that have been previously coded to 6219 should now be
coded to 6299. Please use account 6291 for consulting services. Please refer to your
Budget and Account Code Preparation Guide for proper account coding.

Licenses, Permits & Other Fees (Account 6498)

Please use code 6498 only for licenses, permits and other fees. Membership fees must
now be coded to 6495 (per TEA).

Software licenses are coded to 6399 (Supplies). Registration fees for conferences,
in-services and training are coded to 6411 (Travel — Employee). Athletic entry fees
are coded to 6412 (Travel — Student).

Membership Fees and Dues (Account 6495)

Please use code 6495 (previously 6498) to record expenditures for membership fees and
dues paid to clubs, committees, or other organizations.

Pay using a check request, not a purchase order.

Security/Liaison Officers (Account 6299)

Security / liaison officers are not employees of the district and should be coded to
6299 (Misc. Contracted Services) (previously 6219). All scheduling and paperwork
is processed through the Department of Safe & Secure Schools.

All payments to security / liaison officers are now paid via direct deposit.

22



Shirts or Other Clothing, excluding uniforms (Account 6499)
If your budget allows, it is allowable to purchase one shirt per employee per year not
to exceed $75 per shirt. It is highly recommended that activity funds be used when

possible. IRS law requires that “gifts” in excess of this amount be included on an
employee’s W-2.

Uniforms & Safety Equipment (Account 6316)

The purchase of uniforms and safety equipment is allowable when it is done so for
safety or identification purposes. Safety equipment would include items such as steel
toe boots, goggles, back supports/braces, etc. If uniform pants are purchased, they
must match the uniform shirt. They must not be jeans, khakis or any other plain
casual pants that can be worn individually as street clothes. Ifthis type of pants were
provided to the employee, IRS law requires that the value of such item be included
on the employee’s W-2.

Yellow School Buses (Account 6494)

Please use code 6494 to record the costs billed from the Transportation Department for
the use of District owned vehicles.

The mileage rate for 2026-2027 will be $1.00 per mile.

FAQ - I need to use a different account, but I don’t have it in my budget. What should I
do?
If you do not have the account that you need already established in your budget,
please call Jon at Ext 1006 in the Finance Department and they can set up the account

that you need. You will then need to transfer funds into the account from within your
budget.

FAQ - Who in the Finance Department do I send paperwork / documentation to?

Travel and membership payments should be sent to Administration to the proper
person for review/audit prior to payment processing.

Contracted services (if approved for non p.o.) and check request payments should be
sent to Jon at ext 1006.
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OVERVIEW OF ACCOUNT CODES

Section 44.007 of the Texas Education Code 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 also be subject to
review and comment by the state auditor. Additionally, the accounting system must conform
to 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 for the purpose of reviewing 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.

25



FUND CODE

WHO IS FUNDING THE BUDGET?

A mandatory three-digit code 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.

199-11-6399-00-001-0-11-0-00
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FUND CODES

GOVERNMENTAL FUNDS

199 GENERAL FUND (PEIMS)

SPECIAL REVENUE FUNDS

200 - 289 FEDERALLY FUNDED (see FASRG)

290 - 379 FEDERALLY FUNDED SHARED SERVICE
ARRANGEMENTS (see FASRG)

380 -429 STATE FUNDED (see FASRG)

430 — 459 STATE / LOCALLY FUNDED SHARED SERVICE
ARRANGEMENTS (see FASRG)

460 — 499 LOCALLY FUNDED (see FASRG)

461 CAMPUS ACTIVITY FUND (PEIMS)

DEBT SERVICE FUNDS

599 DEBT SERVICE FUND (PEIMS)

CAPITAL PROJECTS FUNDS

699 CAPITAL REPLACEMENT (PEIMS 699)

INTERNAL SERVICE FUNDS NONE

AGENCY FUNDS
825 BISD FOUNDATION
865 STUDENT ACTIVITY FUND (PEIMS)

GENERAL CAPITAL ASSETS AND LONG-TERM DEBT

901 GENERAL CAPITAL ASSETS (PEIMS)

902 LONG-TERM DEBT (PEIMS)

27



FUNCTION CODE

FOR WHAT PURPOSE IS THE MONEY BEING EXPENDED?

A mandatory two digit code applied to expenditures that identifies

the purpose of the transaction. The first digit identifies the major

class and the second digit refers to the specific function within the
area.

199-11-6399-00-001-0-11-0-00

28
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FUNCTION CODES

INSTRUCTION (PEIMS)

This function is used for activities that deal directly with the interaction between teachers
and students. Teaching may be provided for students in a school classroom, in another
location such as a home or hospital, and in other learning situations. It may also be
provided through some other approved medium such as television, radio, telephone,
telecommunications, multimedia, and correspondence. This function includes
expenditures for direct classroom instruction and other activities that deliver, enhance, or
direct the delivery of learning situations to students.

Costs include salaries and related expenditures associated with:

Classroom teachers

Teacher aides

Classroom assistants

Graders

Staff working in the classroom on a dedicated basis

Adult basic education teachers

Substitute teachers

Special education instructional services, including speech, occupational
and physical therapy

Upkeep and repairs to instructional materials and equipment in the
classroom

Instruction in health

Field trips

Band instruments purchased by the school district » Instructional
computer labs, supplies, etc.

» Testing materials for tests developed and administered by teachers
» Graduation expenditures

YVVVVVYYYVYY

A\
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INSTRUCTIONAL RESOURCES AND MEDIA SERVICES (PEIMS)

This function is used for expenditures that are directly and exclusively used for resource
centers, establishing and maintaining libraries, and other major facilities dealing with
educational resources and media.

Costs include salaries and related expenditures associated with:

» Librarians
» Library aides and assistants

29
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FUNCTION CODES (Continued)

Media or resource center personnel who work in an audiovisual center,
television studio, or related work-study areas

Network manager or technology coordinator for instructional networks
Library books, films, video cassettes, CD ROM disks, and other media
that are maintained by a resource center or library

Supplies for binding and repairing books or other media contained in the
resource center

Upkeep and repairs to media, library, and resource center materials and
equipment

CURRICULUM DEVELOPMENT AND INSTRUCTIONAL STAFF
DEVELOPMENT (PEIMS)

This function is used for expenditures that are exclusively used to aid instructional staff
in planning, developing and evaluating the process of providing learning experiences for
students. Expenditures include in-service training and other staff development for
instructional or instructional related personnel (Functions 11 and 12) of the school
district. This function also includes expenditures related to research and development
activities that investigate, experiment, and/or follow-through with the development of
new or modified instructional methods, techniques, procedures, services, etc.

Costs to include:

>
>

Staft that research and develop innovative, new, or modified instruction
Fees for outside consultants conducting in-service training or staff
development for instructional and instructional related staff

Staff who prepare and/or conduct in-service training or staff development
for instructional and instructional related staff

Travel and subsistence for instructional and instructional related staff to
attend in-service or staff development meetings

Substitute pay for instructional staff attending staff development or in-
service training

Supplies, materials and equipment for curriculum development or in-
service training

Upkeep and repairs to equipment used for curriculum development or in-
service training

Curriculum coordinator (not responsible for supervising instructional staff)
and Assistant Superintendent for Curriculum
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23

31

FUNCTION CODES (Continued)

INSRUCTIONAL LEADERSHIP (PEIMS)

This function is used for expenditures that are directly used for managing, directing,
supervising, and providing leadership for staff who provide general and specific
instructional services.

Costs to include:

>
>

>

>

Instructional supervisors

Special population or educational program coordinators or directors
(Chapter 1, Special Education, Career and Technology Education, etc.)
and related support staff

Upkeep and repairs to materials and equipment related to instructional
leadership

Assistant/Associate Superintendent(s) for Instruction

SCHOOL LEADERSHIP (PEIMS)

This function is used for expenditures that are used to direct and manage a school

campus.

Costs to include:

>
>
>

Principals, assistant principals, and related staff

Staff who coordinate instructional activities with those of the entire school
district

Staff to record, compile, and report pupil attendance data

Campus staff that maintain principals activity or student activity funds »
All expenditures related to teacher appraisal

Staff to record, compile, and report student grades

Upkeep and repairs to equipment related to school leadership

Computers that are used exclusively by the school leadership staff

GUIDANCE, COUNSELING, AND EVALUATION SERVICES (PEIMS)

This function is used for expenditures that are directly and exclusively used for assessing
and testing students’ abilities, aptitudes, and interests; counseling students with respect to
career and educational opportunities and helping them establish realistic goals. This
function includes costs of psychological services, identification of individual
characteristics, testing, educational counseling, student evaluation, and occupational

counseling.
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FUNCTION CODES (Continued)

31 GUIDANCE, COUNSELING, AND EVALUATION SERVICES (Continued)

Costs to include:

Y

YVVVYVYYVYYYVYY

YVVVVYVYVYY

Counselors and related staff, including career and technology or
occupational counselors

Staff who research and evaluate the effectiveness of programs
Mental health screening

Psychologists

Psychiatrists

Diagnosticians

Director of Guidance and Counseling

Student appraisal services

Maintaining information on home and family background, standardized
test results, and school performance

Maintaining information on course of study for each student
Placement services

Testing materials for standardized tests

Contracted testing services for standardized tests

Student / parent counseling

Upkeep and repairs to equipment related to guidance and counseling
services

32 SOCIAL WORK SERVICES (PEIMS)

This function is used for expenditures that are directly and exclusively used for activities

such as:

* Investigating and diagnosing student social needs arising out of the home, school,
or community

» Casework and group work services for the child, parent, or both O Interpreting the
social needs of students for other staff members

* Promoting modification of the circumstances surrounding the individual student
which are related to his or her social needs

Costs to include:

YV VY

Truant / attendance officers

Social workers

Noninstructional home visitors

Upkeep and repairs to materials and equipment related to social work
services
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FUNCTION CODES (Continued)

HEALTH SERVICES (PEIMS)

This function is used for expenditures that are directly and exclusively used for providing
physical health services which are not direct instruction. This includes activities that
provide students with appropriate medical, dental, and nursing services.

Costs to include:

Nurses and nurses’ aides

Contracted medical services

Staff and student inoculations

Medical and health supplies for the use of students

Medicaid administrative expenditures

Student physical health screening and referral

Upkeep and repairs to materials and equipment related to health services

YVVVYVYYVYYVYYVY

STUDENT TRANSPORTATION (PEIMS) (For Transportation Dept. Use Only)

This function is used for expenditures that are incurred for transporting students to and
from school.

Expenditures for regular bus routes to and from school are to be recorded using Program
Intent Code 99 and Organization Code 999.

Costs to include:

» Transportation supervisors, directors, bus drivers, and bus maintenance
personnel

Fuel, tires, etc. for buses

Contracted repair of buses

Bus driver training and certification

Fleet insurance for buses

Bonding expenditures for bus drivers

Initial purchase of school buses

YVVVVYVYY
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FUNCTION CODES (Continued)

FOOD SERVICES (PEIMS) (For Child Nutrition Dept. Use Only)

This function is used for food service operation expenditures, including the cost of food,
labor, and other expenditures necessary for the preparation, transportation, and storage of
food to provide to students and staff. Expenditures are used directly and exclusively for
supervision and maintenance of a food service operation.

Costs to include:

Food service supervisors, directors, cooks, and related staff

Food purchases

Non-food purchases such as plates, silverware, napkins, etc.
Commodities

Purchase of vehicles and other transportation costs for the purpose of
transporting food from central locations to satellite locations » Purchase
of food service equipment

VVVVY

EXTRACURRICULAR ACTIVITIES (PEIMS)

This function is used for expenditures for school-sponsored activities outside of the
school day. These activities are generally designed to provide students with experiences
such as motivation and enjoyment and improvement of skills in either a competitive or
noncompetitive setting.

Extracurricular activities include athletics and other activities that normally involve
competition between schools (and frequently involve offsetting gate receipts or fees such
as football, baseball, volleyball, track, tennis, etc.). Other kinds of related activities are
included (such as drill team, pep squad, cheerleading, UIL competition such as one-act
plays, speech, debate, band, FFA, NHS, etc.).

Costs to include using Program Intent Code 91:

» Athletic salary supplements paid exclusively for coaching, directing, or
sponsoring extracurricular athletics, drill team, pep squad or cheerleaders

» Athletic directors / assistants and trainers

» Expenditures for insurance to cover student injuries that take place while
participating in athletics

» Physical examinations for purposes of athletics

» Medical and health supplies to be used for athletics > Athletic supplies
and equipment, including uniforms, etc.
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FUNCTION CODES (Continued)

EXTRACURRICULAR ACTIVITIES (Continued)

» Game officials

» Travel for coaches, trainers, sponsors, and students including meals and
lodging

» Membership fees and dues for coaches

» Gatekeepers, timers, scorekeepers at athletic events

Costs to include using Program Intent Code 99:

» Travel for students, band directors, sponsors of debate, science
competition, etc., including meals and lodging

» Additional costs associated with serving as band directors, sponsors of
UIL speech, debate, science competition, etc., class sponsors, student
organization sponsors (i.e. FFA, NHS, etc.). This includes costs associated
with additional days employed

» Band uniforms

GENERAL ADMINISTRATION (PEIMS)

This function is for expenditures that are for the purposes of managing or governing the
school district as an overall entity. This function covers multiple activities that are not
directly and exclusively used for costs applicable to specific functions. General
administration is an indirect cost applicable to other expenditure functions of a school
district.

Program Intent Code 99 is to be used for all expenditures in Function 41. The
organization codes specified in the 700 organization code group are the only organization
codes to be used with Function 41 costs and may not be used in any other function, other
than specific costs in Function 53 that relate to the function of the business office.

Costs to include:

» Expenditures for the board of trustees; including travel, training, and legal
fees

» Salary of the superintendent and related staff; including travel, training,
and other related expenditures

» Salaries and expenditures related to budgeting, accounting and fiscal
affairs; including payroll, internal audit, property accounting (capital
assets), inventory, and purchasing

» Salaries and expenditures related to human resources
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FUNCTION CODES (Continued)

GENERAL ADMINISTRATION (Continued)

Salaries and expenditures related to textbook custodian

Salaries and expenditures associated with legal and risk management
issues

Computers used primarily by Function 41 personnel

Salaries and expenditures associated with community / public relations >
Costs associated with records management

FACILITIES MAINTENANCE AND OPERATIONS (PEIMS)

This function is used for expenditures to keep the facilities and grounds open, clean,
comfortable, and in effective working condition and state of repair, and insured. This
function is used to record expenditures for the maintenance and operation of the physical
plant and grounds.

Costs to include:

YV VY

Y V V

Salaries and other expenditures for janitorial services

Salaries and other expenditures of building and appliance maintenance
Salaries and other expenditures for supervisors and directors

Premiums for blanket casualty insurance for physical plant, including food
service operations

Property insurance for band instruments, uniforms, and other equipment
Property insurance for athletic uniforms and other athletic equipment
Acquisition of supplies and contracted maintenance for vehicles used for
plant maintenance and operation, including food service operations
Utilities for the entire school district, including food service operations
Salaries and other expenditures associated with warehousing and receiving
services

Security systems that are part of a smoke detector system » Vehicles
purchased for plant maintenance and operation
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FUNCTION CODES (Continued)

SECURITY AND MONITORING SERVICES (PEIMS)

This function is used for expenditures that are for activities to keep student and staff
surroundings safe, whether in transit to or from school, on a campus, or participating in
school sponsored events at another location.

Costs to include:

VVVYVYVVVYY

Security guards

Hall monitors for security purposes

School bus security monitors

Crossing guards

Campus police

Security at school sponsored events, including extracurricular events
Hand-held communication devices

Security vehicles, telephones, and radios

Supplies, equipment, and contracted programs for the safekeeping of
students and staff, including metal detectors, drug dogs, video monitors,
security cameras, etc.

DATA PROCESSING SERVICES (PEIMS)

This function is for expenditures for data processing services, whether in-house or
contracted. Examples of Function 53 costs are costs for computer facility management,
computer processing, systems development, analysis and design, and those interfacing
costs associated with general types of technical assistance to data users. Specific types of
applications include attendance accounting, grade reporting, financial accounting and
human resources. Personal computers that are stand alone are to be charged to the
appropriate function. Peripherals including terminals and printers are to be charged to
the appropriate function. Costs associated with mainframe, minicomputers and
networked or stand-alone microcomputers that provide services to multiple functions are
to be recorded here.

For data processing expenditures associated with business office functions such as
accounting and payroll, Organization Code 750 is to be used.
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FUNCTION CODES (Continued)

53 DATA PROCESSING SERVICES (Continued)
Costs to include:

» Salaries and expenditures (including hardware/software
maintenance) for PC networks, minicomputers, and mainframes that
include student and general administrative software and serve
multiple functions

» Network managers for non-instructional computer networks » MIS
directors

61 COMMUNITY SERVICES (PEIMS)

This function is used for expenditures that are for activities or purposes other than regular
public education and adult basic education services. These types of expenditures are
used for services or activities relating to the whole community or some segment of the
community.

Costs to include:

Parenting programs

Parental involvement programs

Parent education / involvement liaison or coordinator

Salaries and related expenditures for child care for teen parents attending
school

YV VY

71 DEBT SERVICE (PEIMS) (For Finance Dept. Use Only)

This function is used for expenditures that are for the retirement of recurring bond,
capital lease principal, and other debt, related debt service fees, and for all debt interest.

Costs to include:

» Bond principal and interest
» Capital lease principal and interest
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FUNCTION CODES (Continued)

CAPITAL OUTLAY AND CONSTRUCTION (PEIMS)

This function is used by school districts for expenditures that are for acquiring,
equipping, and/or making additions to real property and sites, including lease and capital
lease transactions.

Costs to include:

Acquisition or purchase of land and/or buildings

Remodeling or construction of buildings

Major improvements to sites

Initial installation or extension of service systems or other equipment
Initial capital outlay to equip new facilities

Capital outlays under capital leases

VVVYYVYY

CONTRACTED INSTRUCTIONAL SERVICES BETWEEN PUBLIC SCHOOLS
(PEIMS)

This function is used for expenditures that are used for salaries and related expenditures,
including tuition, to obtain instructional services from another school district.

For this function, the school district is to use Program Intent Code 99 and Organization
Code 999.

PAYMENTS TO FISCALAGENT / MEMBER DISTRICTS OF SHARED
SERVICES ARRANGEMENTS (PEIMS)

This function is used for expenditures that are for:
* Payments from a member district to a fiscal agent of a shared services
arrangement
* Payments from a fiscal agent to a member district of a shared services

arrangement

The appropriate program intent code should be used for these expenditures; however, the
district should use Organization Code 999.
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99

FUNCTION CODES (Continued)

PAYMENTS TO JUVENILE JUSTICE ALTERNATIVE EDUCATION
PROGRAMS (PEIMS)

This function code is used for expenditures that are for the purpose of providing financial
resources for JJAEP.

The appropriate program intent code should be used for these expenditures; however, the
district should use Organization Code 999.

PAYMENTS TO TAX INCREMENT FUND (PEIMS)

This function code is used for expenditures that are for the purpose of providing financial
resources paid into a tax increment fund under Chapter 311, Tax Code. The revenues are
recorded under Fund 199, Object 5746. The expenditures are recorded under Fund 199,
Object 6499.

The appropriate program intent code should be used for these expenditures; however, the
district should use Organization Code 999.

OTHER INTERGOVERNMENTAL CHARGES (PEIMS)

This function code is used to record other intergovernmental charges not defined
elsewhere.

The appropriate program intent code should be used for these expenditures; however, the
district should use Organization Code 999.

This function is used for expenditures that are for:

e Payments to other governmental entities such as county appraisal districts for
costs related to the appraisal of property (use expenditure object code 6213)
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ACCOUNT /OBJECT CODE

FOR WHAT IS THE MONEY BEING EXPENDED?

A mandatory four 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-classification.

199-11-6399-00-001-0-11-0-00
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ACCOUNT / OBJECT CODES (Continued)

The following table summarizes the major categories of operating expenditure codes. See
the following pages for the detailed codes for posting transactions.

6100
6110
6120
6130
6140

6200
6210
6220
6230
6240
6250
6260
6290

6300
6310
6320
6330
6340
6390

6400
6410
6420
6430
6440
6490

6500
6510
6520
6590

6600
6610
6620
6630
6640
6650

PAYROLL COSTS
Teachers and Other Professional Personnel
Support Personnel
Employee Allowances
Employee Benefits

PROFESSIONAL AND CONTRACTED SERVICES
Professional Services
Tuition and Transfer Payments
Education Service Centers
Contracted Maintenance and Repair Services
Utilities
Rentals — Operating Leases
Miscellaneous Contracted Services

SUPPLIES AND MATERIALS
Supplies and Materials for Maintenance and/or Operations
Textbooks and Other Reading Materials
Testing Materials
Food Service and Other Resale Items
Supplies and Materials — General

OTHER OPERATING EXPENDITURES
Travel
Insurance and Bonding Costs
Election Costs
Depreciation Expenditures
Miscellaneous Operating Costs

DEBT SERVICE
Debt Principal
Interest Expenditures
Other Debt Service Expenditures

CAPITAL OUTLAY — LAND, BUILDINGS AND EQUIPMENT
Land Purchase and Improvement
Building Purchase, Construction or Improvement
Furniture and Equipment
Fixed Assets — District Defined
Fixed Assets Under Capital Leases
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ACCOUNT /OBJECT CODES(Continued)

6100 PAYROLL COSTS

6112

6119

6119

6119

6121

6122

6125

6129

6131

PEIMS

PEIMS 6119

PEIMS 6119

PEIMS

PEIMS

PEIMS

PEIMS 6129

PEIMS

PEIMS

Substitutes - Teachers
Wages for substitute teachers that are coded to 6119.

Stipends

Wages paid to employees for additional responsibilities such as coaching,

UIL sponsorship, yearbook sponsorship, department heads, etc.

Extra Duty Pay — Teachers and Other Professional Employees Wages
paid to employees for performing duties beyond the normal working day

such as tutoring, curriculum writing, and summer school.

Base Pay — Teachers and Other Professional Employees
Base salary and wages for teachers and professional exempt staff.

Extra Duty Pay / Overtime — Support Personnel

Wages paid to support personnel for performing duties beyond the normal

working day.

6121-00 Hours above base up to 40 hours (straight time)
6121-OT Hours over 40 hours (time and a half)

Substitutes — Support
Wages for substitute support personnel that are coded to 6129.

Part-time Employees and Substitutes - Support Personnel Salaries
and wages for support personnel substitutes and for support personnel
employed on a part-time or temporary basis.

Base Pay — Support Personnel

Base wages for secretaries, clerks, aides, and other support personnel
employed on a full-time basis. This includes bus drivers, custodians,
maintenance workers, and food service workers.

Contract Buyouts / Early Retirement
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ACCOUNT / OBJECT CODES(Continued)

6100 PAYROLL COSTS (Continued)

6139

6141

6142

6143

6144

6145

6146

6148

6149

PEIMS

PEIMS

PEIMS

PEIMS

PEIMS

PEIMS

PEIMS

PEIMS 6149

PEIMS

Employee Allowances

Allowances paid to compensate employees for costs incurred for which
the employee is not required to render a detailed accounting (i.e. auto
allowances).

Social Security / Medicare
District contributions for social security and medicare.

Group Health, Dental and Life Insurance
District contributions for health, dental, and life insurance.

Workers’ Compensation
District contributions to provide personnel with workers’ compensation
benefits.

TRS On-behalf
State contributions to TRS on-behalf of the District (State’s matching).

Unemployment Compensation
District contributions to provide personnel with unemployment
compensation.

Teacher Retirement / TRS Care

District contributions to pay state matching of teacher retirement on
salaries paid above the statutory minimum State schedule. This account is
also used to record the required matching amount from federal grants.
Also included in this account are any District contributions for the retired
teachers’ health insurance plan (TRS Care).

Sick Leave Pay
Payments paid upon resignation or retirement for unused sick leave.

Other Employee Benefits
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ACCOUNT /OBJECT CODES(Continued)

6200 PROFESSIONAL AND CONTRACTED SERVICES

Expenditures for professional and contracted services by individuals, firms and other
organizations who are not employed by the District, including all related expenditures
covered by the contract.

PROFESSIONAL SERVICES

6211 PEIMS Legal Services

6212 PEIMS Audit Services

6213 PEIMS Tax Appraisal and Collection
Fees, associated travel, and other related costs for the appraisal of property
and the collection of taxes, including attorney fees directly related to the
collection of taxes.

6214 PEIMS Lobbying

6216 PEIMS 6219 Pupil Appraisal

6218 PEIMS 6219 Employee Drug Testing

6219 PEIMS

Professional Services

Expenditures for professional services rendered by personnel who are not
on the payroll of the school district. Government Code 2254.002 defines
professional services to be the following:

Architecture Optometry

Landscape architecture Professional engineering
Land surveying Real estate appraising
Medicine Professional nursing

Accounting (not audit)

These professionals are required to be licensed or registered with the state.
Professional services are delivered by an independent contractor
(individual, entity or firm) that offers its services to the public. Such
services are paid on a fee basis for specialized services that are usually
considered to be temporary or short-term in nature, normally in areas that
supplement the expertise of the school district. This includes all related
expenditures covered by a professional services contract.
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ACCOUNT / OBJECT CODES(Continued)
6200 PROFESSIONAL AND CONTRACTED SERVICES (Continued)
TUITION AND TRANSFER PAYMENTS
6221 pEIMS Staff Tuition and Related Fees — Higher Education

Expenditures for services rendered by institutions of higher learning for
the benefit of school district personnel.

6222 pEIMS Student Tuition — Public Schools
Tuition to other public school districts to provide instructional services to
students.

6223 pEIMS Student Tuition — Other than to Public Schools

Tuition to an institution of higher learning or with non-public schools to
provide instructional services to students. This includes payments to
JJAEP (Function 95).

EDUCATION SERVICE CENTER SERVICES

6239 pEIMS Payments to Education Service Centers
Expenditures for contracted services provided by the education service
center. Included in this account are payments to the education service
centers for:

Data processing services Accounting services
Media services Special education services
C.T.E. services Staff development
Curriculum development Drug training

Grant writing services

This does not include supplies purchased under a purchasing agreement
with an education service center but does include a fee assessed for
providing the service.

CONTRACTED MAINTENANCE AND REPAIR SERVICES

These codes are used when the District hires someone who is not employed by the District to
maintain or repair District property. This would include the cost of their services and all
related expenditures covered by the contract. This does not include such costs as new
building construction, renovating and remodeling of buildings, etc.
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ACCOUNT /OBJECT CODES(Continued)

6200 PROFESSIONAL AND CONTRACTED SERVICES (Continued)

6245 PEIMS 6249

6246 PEIMS 6249

6247 PEIMS 6249

6248 PEIMS 6249

6249 PEIMS

Furniture, Computers, and Equipment

Expenditures, when the repairs are provided by an outside individual or
firm, for the normal upkeep, repair, and restoration of furniture,
computers, and equipment such as:

Two-way radios Underground storage tanks

Fuel lines Fuel pump upkeep

Testing & compliance Telecommunications equipment
Tank monitoring Copier maintenance agreements
Pools

Expenditures for the normal upkeep, repair, and restoration of District
swimming pools and equipment.

Buildings and Grounds
Expenditures for the normal upkeep, repair, and restoration of District
buildings and grounds such as:

HVAC Landscaping

Alarm monitoring Alarm inspections
Chemical removal Vent hood inspections
Elevator inspections Boiler inspections
Gas leak inspections

Vehicles

Expenditures for the normal upkeep, repair, and restoration of District
owned vehicles.

Other Contracted Maintenance and Repair
Expenditures for the normal upkeep, repair, and restoration of items not
mentioned above.
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ACCOUNT / OBJECT CODES (Continued)

6200 PROFESSIONAL AND CONTRACTED SERVICES (Continued)

UTILITIES

6255 PEIMS 6259

6256 PEIMS 6259

6257 PEIMS 6259

6258 PEIMS 6259

Water and Garbage
Expenditures for water, wastewater treatment, and garbage disposal.

Telephone
Expenditures for telephone service, cellular phone service, pager service,
modem line charges, etc. This does not include the cost of the equipment

Electricity

Gas
Expenditures for natural gas, propane, coal, and any other fuel used for
heating and cooling.

RENTALS - OPERATING LEASES

6264 PEIMS 6269

6265 PEIMS 6269

Rentals — Copy Machines
Expenditures for the rental / lease of copy machines.

This account is not to be used for copier supplies (i.e. staples, toner, etc.)
or copier maintenance agreements. Supplies should be charged to 6399
(Supplies) and the maintenance agreement should be charged to 6245
(Equipment Repair).

Rentals — Furniture, Computers, and Equipment

Expenditures for the rental / lease of all equipment other than copy
machines which are coded to 6264. This would include:

Postage machines Computers
Maintenance equipment

The cost of the postage itself is to be coded to 6399-30 (Supplies —
Postage).
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ACCOUNT / OBJECT CODES (Continued)

6200 PROFESSIONAL AND CONTRACTED SERVICES (Continued)

6266 PEIMS 6269

6269 PEIMS

Rentals — Buildings and Facilities
Expenditures for the rental / lease of buildings and facilities. This would
include facilities rented:

Graduation ceremonies
Meetings Staff development

Rentals — All Other

Expenditures for the rental / lease of items not mentioned above. This
would include the rental of trucks for the transport of equipment for
athletics, fine arts, etc.

MISCELLANEOUS CONTRACTED SERVICES

6291 PEIMS

6297 PEIMS 6299

6299 PEIMS

Consulting Services

Expenditures for consulting services that refer to the practice of helping
districts to improve performance through analysis of existing problems
and development of future plans. Consulting may involve:

Best practices Analytical techniques
Change management Coaching skills
Strategy development Technology implementations

Operational improvement

Consultants often rely on their outsider’s perspective to provide unbiased
recommendations. They generally bring formal frameworks or
methodologies to identify problems or suggest more effective or efficient
ways of performing tasks.

Administrative Fees
Miscellaneous Contracted Services

Expenditures for miscellaneous contracted services not specified
elsewhere. This would include:

Commodity delivery Commodity processing
Storytellers Security officers
Towing Childcare
Accompanist Officials

Private lesson instructors
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ACCOUNT / OBJECT CODES (Continued)

6300 SUPPLIES AND MATERIALS

SUPPLIES AND MATERIALS FOR MAINTENANCE AND/OR OPERATIONS

These codes are used when the District purchases supplies or materials so that District
employees can maintain or repair District property.

6311 pEIMS

6314 PEIMS 6319

6315 PEIMS 6319

6316 PEIMS 6319

6317 PEIMS 6319

6318 PEIMS 6319

6319 PEIMS

Gasoline and Other Fuels for Vehicles (Including Buses)
Expenditures for gasoline, motor oil, and other fuels required for operating
vehicles.

Operational Supplies — Technology

Operational Supplies — Vehicles

Operational Supplies — Uniforms

Operational Supplies — Pool Chemicals

Operational Supplies — Athletics

Operational Supplies — Maintenance and/or Operations
Expenditures for supplies and materials necessary for the maintenance

and/or operations not detailed above. This would include custodial
supplies, building maintenance supplies, and grounds supplies.

TEXTBOOKS AND OTHER READING MATERIALS

6321 PEIMS

6329 PEIMS

Textbooks
Expenditures for textbooks purchased by the District and furnished free to
students.

Reading Materials / Library Books

Expenditures for library books, magazine subscriptions, newspaper
subscriptions, reference books, and other reading materials that are placed
in classrooms, offices, or libraries. Cost of rebinding library books
should be charged to 6399 (Supplies).

50



ACCOUNT / OBJECT CODES (Continued)

6300 SUPPLIES AND MATERIALS (Continued)

TESTING MATERIALS

6339 PEIMS

Testing Materials
Expenditures for testing materials including test booklets, scantrons, etc.

FOOD SERICE (For Food Service Department Use Only)

6341 pPEIMS

6342 PEIMS

6343 PEIMS

6344 PEIMS

6349 PEIMS

Food
Expenditures for food purchases, including related costs such as
transportation, handling, processing, etc.

Non-Food
Expenditures for non-food items such as napkins, straws, brooms, etc.

Items for Sale

Expenditures for such items as soft drinks, food, or other goods to be sold
through vending machines, school stores, etc., not related to the regular
food service program.

USDA Donated Commodities
This code is used to classify the costs of commodities. Expenditures in

this account should agree with the revenue realized in account x5923 or
x7954, USDA Donated Commodities.

Other Food Service Supplies
This code is used to classify the costs of promotions, flowers and other
catering décor, smallwares, and menu design.

SUPPLIES AND MATERIALS — GENERAL

6396 PEIMS 6399

Vehicles < $10,000
Expenditures for the purchase of vehicles having a per item/unit cost less
than $10,000.

Use account 6631 if the per vehicle cost is greater than or equal to
$10,000.
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ACCOUNT / OBJECT CODES (Continued)

6300 SUPPLIES AND MATERIALS (Continued)

6399 pEIMS  Supplies
Expenditures for items of relatively low per unit cost (even though used in
large quantities) are necessary for the instruction process and/or
administration. Generally, these items are consumable in nature (once used,
the item is gone). This would include consumable teaching, office, and
technology items such as:

Paper Pencils

Pens Forms
Workbooks Audio-visual aids
Copier toner Printer toner
Copier staples VCR tapes

CDs Diskettes
Software (1) Site licenses (2)

Software licenses (2) Furniture & equipment < $10,000

Use account 6639 if the per item/unit cost is greater than or equal to $10,000.
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ACCOUNT / OBJECT CODES (Continued)

6400 OTHER OPERATING COSTS

TRAVEL AND SUBSISTENCE

6411 PEIMS

6412 PEIMS

6419 PEIMS

Travel — Employee

Expenditures related to employees traveling on official school business
(i.e. conferences, seminars, inservice training). This would include:

Registration fees
Airfare

Taxi

Room

Rental car
Mileage
Meals
Parking

Membership dues are classified in account 6495. Also include the cost of
business luncheons that are a part of a professional organization meeting.

Travel — Student

Expenditures related to students and their sponsors & chaperones traveling
for school-sponsored events. This would include:

Registration fees
Charter buses
Airfare

Taxi

Room

Entry fees
Rental car
Mileage
Meals
Parking

Travel — Board Members / Non-Employees
Expenditures related to Board member and non-employees traveling on
District related business (i.e. conferences, seminars, inservice training).

This would include:

Registration fees
Airfare

Taxi

Room

Rental car
Mileage
Meals
Parking

Membership dues are classified in account 6495.
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ACCOUNT / OBJECT CODES (Continued)

6400 OTHER OPERATING COSTS

INSURANCE AND BONDING COSTS

6429 pEIMS Insurance and Bonding Costs
Expenditures for insurance, including property insurance, liability
insurance, notary bond, other bonding costs, athletic insurance, etc.
ELECTION COSTS
6439 pEIMS Election Costs

This code is used to classify expenditures to cover costs incurred in
connection with elections, including election officials who are not school
district employees, legal notices, etc.

DEPRECIATION EXPENSE

6449 PEIMS

Depreciation Expense (Fund 701 and 711 only)

MISCELLANEOUS OPERATING EXPENSES

6492 PEIMS

6494 PEIMS

Payments to Fiscal Agents of Shared Service Arrangements
Expenditures should be charged to Function 93. Currently, the District
pays the following fiscal agents:

Fiscal Agent: Shared Service Arrangement:

Cavallo Electricity

“Yellow” School Bus Transportation Expenditures

Expenditures (using District owned buses) for transportation costs other
than those incurred for the purpose of transporting students to and from
school. This would include costs for fieldtrips and extracurricular
activities.

The only costs to be charged to this account are the charges billed from
the Transportation Department for the use of District owned vehicles (i.e.
buses, etc.).
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ACCOUNT / OBJECT CODES (Continued)

6400 OTHER OPERATING COSTS

6495 PEIMS

6497 PEIMS

6498 PEIMS

6499 PEIMS

Membership Fees/Dues

Expenditures for due paid to clubs, committees, or other organizations.
Examples include:

TASA TASP
TASB TASBO

This does not include any registration fees associated with attending
conferences or seminars. Dues paid on behalf of an employee should be
coded to that employee’s function code. Dues paid on behalf of the district
should be coded to function 41.

Catering / Food for Meetings

Expenditures for catering services and the purchase of food and/or
refreshments for school related meetings. This would include catering,
donuts, kolaches, sandwiches, snacks, drinks, etc.

A sign-in sheet should accompany receipts or invoices.

Licenses, Permits & Other Fees
No longer used to classify membership fees. Use account 6495.

Software licenses are coded to 6399. Registration fees for conferences,
inservices, and training are coded to 6411 (Employee Travel). Athletic
entry fees are coded to 6412 (Student Travel).

Miscellaneous Operating Costs
Expenditures that do not fit any other account code. This would include:

Bid notices Newspaper advertisements
Award Ribbons

Trophies Award/letter jackets
Diplomas
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ACCOUNT / OBJECT CODES (Continued)

6500 DEBT SERVICE (For Finance Department Use Only)

6511 pEIMS

6512 PEIMS

6521 PEIMS

6522 PEIMS

6599 PEIMS

Bond Principal

Capital Lease Principal
Bond Interest

Capital Lease Interest

Other Debt Service Fees

Expenditures for issuances costs, and/or any allowable fees related to debt
service activity, including fiscal agent fees and arbitrage compliance fees.
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ACCOUNT / OBJECT CODES (Continued)

6600 CAPITAL OUTLAY - LAND, BUILDINGS, AND EQUIPMENT

6619 PEIMS

6629 PEIMS

6631 PEIMS

6639 PEIMS

Land Purchase and Improvements
Expenditures for the purchase of land, land improvements other than
buildings such as:

Sidewalks Streets

Fences Playground equipment
Parking lots Tennis courts

Tracks Free-standing signs

Free-standing scoreboards

Building Purchases, Construction, or Improvements

Expenditures to purchase buildings or for materials, labor, etc. to construct
new buildings. This account also includes expenditures for substantial
alteration or remodeling of existing buildings that materially increase
building life and/or usefulness (i.e. new roof, extensive renovations,
building additions, etc.). All associated fees are included in this account.
Expenditures to existing buildings that are primarily related to repair
should be coded to a maintenance and repair code.

Vehicles => $10,000
Expenditures for the purchase of vehicles having a per item/unit cost of
$10,000 or more and a useful life of more than one year.

Furniture and Equipment => $10,000

Expenditures for all equipment (including technology related equipment),
furniture, and capital outlay items having a per item/unit cost of $10,000
or more and a useful life of more than one year.

57



SUB-ACCOUNT / SUB-OBJECT
CODE

DETAIL OF WHAT THE MONEY IS BEING EXPENDED ON?

An optional two digit code used by to identify and track expenditures in
further detail than provided by just the Account / Object Code.

199-11-6399-00-001-0-11-0-00
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ORGANIZATION (CAMPUS)
CODE

WHERE IS THE MONEY BEING EXPENDED?

A mandatory three digit code identifying the organization (campus,
superintendent’s office, fine arts, maintenance, 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.

199-11-6399-00-001-0-11-0-00
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ORGANIZATION (CAMPUS) CODES

CAMPUSES
001 High School
041 JR. High
101 Brownsboro Elementary
102 Chandler Intermediate
103 Chandler Elementary
104 Brownsboro Intermediate
DISTRICT WIDE

Organization / Department

701 Superintendent’s Office
702 School Board

703 Tax Office

750 General Administration
803 Maintenance

804 Transportation

805 UIL

807 Nurse

808 Food Service

999 District Wide
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FISCAL YEAR CODE

FOR THE YEAR THE MONEY IS BEING EXPENDED?

A mandatory one digit code used to designate the year of a program for
federal programs. Use zero for non-federal programs.

199-11-6399-00-001-0-11-0-00

61



PROGRAM INTENT CODE

FOR WHOM IS THE MONEY BEING EXPENDED?

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

199-11-6399-00-001-0-11-0-00
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21

PROGRAM INTENT CODES

BASIC EDUCATIONAL SERVICES (PEIMS)

The costs incurred to provide the basic level of education / instruction to students in
grades PK-12 prescribed by state law as well as adult basic and secondary education
services. Basic is defined as the curriculum provided for those students that are not in
special education. Basic educational services include the costs to evaluate, place, and
provide educational services to students in honors, college preparatory, and advanced
placement courses.

Costs to include:

Basic level of education / instruction (PK-12) prescribed by Texas law
Regular education program for limited English proficiency students
PK funded from basic education allotment

District / campus improvement plan

Honors, college preparatory courses

Advanced placement courses not designated as part of a gifted and
talented program

Section 504 students

P.E. classes when athletic activities take place, but P.E. credit is issued
Foreign language courses

TEKS for foundation curriculum and electives in enrichment curriculum
as needed for high school graduation

Day care costs

In school suspension program

VVVVYVYY

YV VY

vV V

GIFTED AND TALENTED (PEIMS)

The costs incurred to assess students for program placement and provide instructional

services beyond the basic educational program and that are designed to meet the needs of

students in gifted and talented programs.
Costs to include:

» GT programs
» Advanced placement courses designated as part of a GT program
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PROGRAM INTENT CODES (Continued)

CAREER AND TECHNICAL (PEIMS)

The costs incurred to evaluate, place and provide educational and/or other services to
prepare students for gainful employment, advanced technical training, or for
homemaking. This may include apprenticeship and job training activities.

Costs to include:

Vocational Education for Handicapped (VEH)

Employment preparation services

Apprenticeship and job training activities

All vocational courses (grades 9-12 and VEH for grades 7-8)
Vocational director and counselors

Programs which follow the State Plan for C.A.T.E.

YVVVYYYVY

SERVICES TO STUDENTS WITH DISABILITIES (SPECIAL EDUCATION)
(PEIMS)

The costs incurred to evaluate, place, and provide educational and/or other services to
students who have Individual Educational Plans (IEP) approved by Admission, Review,
and Dismissal (ARD) committees.

Costs to include:

» Students who are served in the following instructional settings:
o Homebound
o Hospital class o Speech therapy class o Resource room o
“Self-contained, mild, moderate, or severe” classroom o
Care and treatment facility o Residential facility
» Students with disabilities whose problems stem from an identified
disability
» Special education directors, coordinators, or supervisors
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PROGRAM INTENT CODES (Continued)

ACCELERATED EDUCATION (PEIMS)

The costs incurred to use instructional strategies in accordance with campus / district
improvement plans to provide services in addition to those allocated for basic services
for instruction, thereby increasing the amount and quality of instructional time for
students at-risk of dropping out of school.

Compensatory education expenditures are attributable to program intent code 24,
Accelerated Education, only if the expenditures are supplemental to costs necessary to
provide the regular education program. Activities reflected in expenditures attributable
to compensatory education are those activities that supplement the regular education
program for students at risk of dropping out of school.

Costs to include:

Supplemental costs to the Regular Education Program

Intensive instructional programs

State Compensatory Education supplemental activities for students at risk
of dropping out of school

Concentrated staff resources

Reduction of class size

Teacher assistants

Extension of the instructional day, week, and/or year

Implementation of individual and small group tutorials

Purchase of specialized computer-assisted instruction, specialized supplies
and materials, or specialized equipment

Parental involvement

TAKS remediation

Dropout recovery / dropout intervention services at high school / middle
school campuses / centers

» Summer / intersession programs

» Local programs to “close the gap”

YVVVVYYY YV VYV

Y V V
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PROGRAM INTENT CODES (Continued)

BILINGUAL EDUCATION AND SPECIAL LANGUAGE PROGRAMS (PEIMS)

The costs incurred to evaluate, place, and provide educational and/or other services that
are intended to make the students proficient in the English language, primary language
literacy, composition, and academic language related to required courses. These services
include the bilingual basic program of instruction and special assistance to increase
cognitive academic language proficiencies in English.

Costs to include:

Bilingual stipends

Bilingual pre-k aides (teachers not allowed)

Services intended to make students proficient in English
Provision of a bilingual program

Provision of ESL instruction

Instruction in primary language

Increase in cognitive academic language proficiencies » Bilingual
services to immigrant students

YVVVVYVYYVYYVYYVY

NONDISCIPLINARY ALTERNATIVE EDUCATION PROGRAMS - AEP
SERVICES (PEIMS)

All costs incurred for services to students who are separated from the regular classroom
to a no disciplinary alternative education program and are at risk of dropping out of
school. Services must be described in the campus improvement plan.

Costs to include:

English language arts, mathematics, science, history, and self-discipline
Educational and behavioral needs

Supervision

Counseling

Parental involvement

Security

VVVYYVYY
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PROGRAM INTENT CODES (Continued)

DISCIPLINARY ALTERNATIVE EDUCATION PROGRAM - DAEP BASIC
SERVICES (PEIMS)

All costs incurred to provide the base line program (nonsupplemental) services to
students who are separated from the regular classroom to a disciplinary alternative
education program. For the purpose of analyzing compliance with the 85% minimum
expenditure rule for the FSP compensatory education allotment for each fiscal year, the
TEA will include in its analysis base level costs recorded under this program intent code
in an amount up to 18% of the FSP compensatory education allotment. Services must be
described in the campus improvement plan.

Costs to include:

English language arts, mathematics, science, history, and self-discipline
Educational and behavioral needs

Supervision

Counseling

Parental involvement

Security

YVVVYYYVY

DISCIPLINARY ALTERNATIVE EDUCATION PROGRAM - DAEP STATE
COMP EDUCATION SUPPLEMENTAL COSTS (PEIMS)

The supplemental costs incurred to provide services to students who are separated from
the regular classroom to a disciplinary alternative education program. The costs are
supplemental costs in relation to standards for base level education resource allocations
and must be described in the campus improvement plan.

Costs to include:

English language arts, mathematics, science, history, and self-discipline
Educational and behavioral needs

Supervision

Counseling

Parental involvement

Security

YVVVVYVYY
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PROGRAM INTENT CODES (Continued)

TITLE I, PART A SCHOOLWIDE ACTIVITIES RELATED TO STATE
COMPENSATORY EDUCATION COSTS ON CAMPUSES WITH 40% OR
MORE EDUCATIONALLY DISADVANTAGED STUDENTS (PEIMS)

The State Compensatory Education costs incurred to provide services in support of Title
I, Part A schoolwide campuses with at least 40% educationally disadvantaged students.

HIGH SCHOOL ALLOTMENT (PEIMS)

This program intent code is to be used to account for the $275 per high school student to
prepare students to go on to higher education, encourage students to take advanced
academic course work, increase the rigor of academic course work, align secondary and
postsecondary curriculum and support promising high school completion and success
initiatives in grades 6 through 12.

PRE-KINDERGARTEN (PEIMS)
PRE-KINDERGARTEN - SPECIAL EDUCATION (PEIMS)
PRE-KINDERGARTEN — COMPENSATORY EDUCATION (PEIMS)

PRE-KINDERGARTEN — BILINGUAL EDUCATION (PEIMS)
EARLY EDUCATION ALLOTMENT (PEIMS)

DYSLEXITIA ALLOTMENT (PEIMS)

CCMR OUTCOMES BONUS (PEIMS)

ATHLETICS AND RELATED ACTIVITIES (PEIMS)

The costs incurred to provide for participation in competitive athletic activities such as
football, basketball, golf, swimming, wrestling, gymnastics, baseball, tennis, track,
volleyball, etc. This includes costs associated with coaching as well as sponsors for drill
team, cheerleaders, pep squad, or any other organized activity to support athletics.
However, this does not include band.
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PROGRAM INTENT CODES (Continued)

Costs to include:

» Additional salaries associated with serving as coaches, athletic directors,
drill team sponsors, cheerleader sponsors, pep squad sponsors, or other
organized activity to support athletics (i.e. additional days employed,
length of day, etc.)

UNDISTRIBUTED (PEIMS)

All charges that are not readily distributed to another program intent code are classified
here. This code may be used for costs not clearly attributable to a specific program
intent.

Costs to include:

» Substitute teachers if not allocated to a specific program intent code

» TRS on-behalf payments if not allocated to a specific program intent code

» Additional salaries and related expenditures associated with band, UIL,
speech, debate, science competition, class sponsors, student organizations,
and social clubs
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LOCAL OPTION 1 CODE

DETAIL OF WHAT THE MONEY IS BEING EXPENDED ON?

An optional one-digit code not currently being used.

199-11-6399-00-001-0-11-0-00
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LOCAL OPTION 2 CODE

DETAIL OF WHAT THE MONEY IS BEING EXPENDED ON?

An optional two digit code used for department/specific programs.

199-11-6399-00-001-0-11-0-00
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