



                                   [image: image1.jpg]



    



TABLE OF CONTENTS

PURCHASING





3

ACCOUNTS PAYABLE




5

PETTY CASH





6

CASH HANDLING





7

TRAVEL – EMPLOYEE




8

RECEIVING






9

TRAVEL – STUDENT




10

MAIL







11

STUDENT ACTIVITY SPONSOR



12

FUND RAISER MONEY




13

STUDENT ORGANIZATIONS



14


RECORD KEEPING FOR ABSENT FROM DUTY
15


CHECK POLICY





16


FORMS ATTACHED:


    ACCOUNTS PAYABLE – FORM-1

            



FORM-1 DISCREPANCY CHECKLIST   

     CASH HANDLING  -  
TABULATION OF MONIES 


    TRAVEL  -  

TRAVEL REIMBURSEMENT VOUCHER


    ACTIVITY  -  

SPONSORS FORMS


    ABSENT FORM - 

ABSENT FROM DUTY REPORT


[image: image2.jpg]



PURCHASING
The main focus of the Purchasing Office is to facilitate the acquisition of goods and services in order to meet the needs of the schools and departments. The District’s objective is to purchase the best value of products, materials, and services at the lowest practical prices within relevant statutes, policies, and procedures. School district staff is not authorized to override the procedures found in this section, which have been written to comply with the State laws and regulations, as well as preserve a level of internal accounting control necessary to demonstrate accountability, ethical conduct, and responsible behavior.
Acquisition of the requested goods and services shall be made only by the issuance of an official District form one/purchase order, signed by the Principal/Department Head, Director of Business and Superintendent.

Effective purchasing is a cooperative venture between the Purchasing Office and other departments within the District. 
The Purchasing procedures contained in this document are intended to comply with Local, State, and Federal Statutes and Ordinances. In the event of conflict, the appropriate statute or ordinance shall prevail.

In accordance with Article 6252-16 of the State of Texas statutes, the Ricardo Independent School District does not discriminate against individuals or companies with respect to race, religion, color, sex, handicap, or national origin in the awarding of bids.
LEGAL REQUIREMENTS:
Contracts

All school district contracts for the purchase of real property (goods) valued at $50,000 or more in the aggregate during a 12-month period are covered by state legal requirements. EC 44.033

All school district contracts, (with few exceptions) valued at $50,000 or more in the aggregate during a 12-month period are covered by state legal requirements. EC 44.031

Exceptions:

Professional Services - architect, physician, certified public accountant, attorney, surveyor, engineer, or state certified real estate appraiser. EC 44.031f

Only Source Goods - items covered by a patent, copyright, monopoly; films, books, manuscripts; utility services; and captive replacement or component parts for equipment repair. EC 44.031j

Before an order is placed:

1.  Process a form one to obtain a purchase order through the business office.

Law requires an approved form one/purchase order (PO) prior to placing an order. 

2. The department head is usually the person who processes all form ones for the department.

3. Once the department head has approved the request, the form one will be sent to the business office.

4. The Business Office will review the form one for compliance and encumber the request. After determining appropriate funds are available the form one is forwarded to the Director of Business and the Superintendent for approval.

If accurate funds are not available, the form one is rejected and returned to the department.

5. At this point, and no sooner, the PO is authorized and the order may be placed.

The final approver’s signature and date is his/her representation that the grantee complied with local policy and procedure and state and/or federal law, rules, and/or grant requirements, as applicable.

ACCOUNTS PAYABLE

For every purchase excluding out-of-town travel advances, a Form -1 is submitted by the requestor, for prior approval of purchase, and then signed by the appropriate principal/department head. Account code and funds are verified by principal/department head. It is necessary that the Form-1 have a complete and accurate description of materials or services. All purchases must include shipping & handling charges/fees. Sales Tax is not allowed to be paid.
The completed Form-1 is forwarded to the Accounts Payable Clerk. 
Submission of Form-1 requires two weeks prior to when purchasing/ordering is needed. Make sure F-1 has all the proper signatures and complete information (ex: Vendor name, budget account number (if known), amount, and items requested).  If the budget code is an 865 (Student Activity Account) you will need to have the F-1 signed by the student and the meeting minutes also have to be attached.

Accounts Payable Clerk reviews account numbers for accuracy and availability of funds.

If Form-1 needs corrections, Accounts Payable clerk will return the Form-1 along with a completed Discrepancy form back to the originator for needed corrections. 

The Form-1 is then forwarded to the Director of Business to sign and approve. When approved, Form-1 is then forwarded to the Superintendent for approval.
If item on Form-1 is to be purchased, requestor will indicate on Form-1 whether the requestor will place the order or the Business Office will place the order. Appropriate box is required to be marked on each Form-1 by the requestor. If requestor is placing order, copy of Form-1 will be placed in their box.
PETTY CASH
In an emergency or unforeseen circumstance, petty cash can be used if a Form-1 has been submitted and approved. You must also have receipts to verify your expenditure. Petty cash may be advanced and receipts must be turned in afterward. 
It is not customary for more than $50 to be given in Petty Cash unless an administrator gives authorization. 

CASH HANDLING

A receipt must be written for monies received at the time of collection.

Food Service is an exception due to the use of computer software. 
Cash should be counted by the collector in the presence of the sponsor at the time of collection.

The original receipt should be written immediately and given to the sponsor.

Cash is to be brought to the Business Office each day.

Cash received is not to be used for making change or cashing checks for anyone or any purpose.

Checks written to schools should be for purchase only.

Postdated checks are not to be accepted. Checks are not to be held.

Checks written to schools are accepted under the same guidelines as checks written in the “outside world” and subject to the same penalties if returned by the bank for any reason.

Checks should be stamped with the “For deposit only” stamp immediately upon receipt.

TRAVEL – EMPLOYEE

Advance travel requests are made by the requestor and appropriately coded by the principal/department heads. The principal/department head reviews the request and attaches all appropriate documentation as stated on the advance travel form.

The principal/department heads submit request to the Accounts Payable Clerk for review.

If mileage is requested, the Accounts Payable Clerk will provide documentation for the mileage. (Ex: Map Quest)
If the request is in order, the Accounts Payable Clerk will forward request to the Director of Business and Superintendent for approval of payment.

After appropriate approvals are given, request is processed for payment.

Upon returning please submit attendance documentation to the Accounts Payable Clerk.

RECEIVING

When orders are received at the administration office, the appropriate department is notified.

When orders are received at the supply room, whoever signs notifies the appropriate department.

Campus Secretary/Principal/department heads should check the supply room periodically for packages.

The campus secretary and / or principal/department head inspect the merchandise.  

The campus secretary/Principal/department heads reconcile the received items to the packing slip and to the Form-1.

Original verified packing slips are forwarded to the accounts payable clerk for payment. Packing slips need to be signed and dated when order was received and verified.
STUDENT TRAVEL

Advance travel requests are made by the requestor and appropriately coded by the principal/department heads. The principal/department head reviews the request and attaches all appropriate documentation as stated on advance travel form.

The principal/department heads submit requests to the Accounts Payable Clerk for review.

If mileage is requested the Accounts Payable Clerk will provide documentation for the mileage. (Ex. Map Quest)
If the request is in order, the Accounts Payable Clerk will forward request to the Director of Business and Superintendent for approval of payment.

After appropriate approvals are given, request is processed for payment.

Upon returning please submit attendance documentation to the Accounts Payable Clerk.

If meals are requested, a receipt and a list of all the names of the students and sponsors that received a meal must be submitted upon return to the district to the Accounts Payable Clerk. Each student/sponsor must sign their name along side their printed name.

For meals that were requested for students and sponsors that were not served – all funds must be returned to the district for receipt. Money will be verified by the sponsor; turned in to Campus Secretary/Principal for verification; Campus Representative will take Tabulation along with the money to the Business office for verification. The Campus Representative will wait until all monies have been verified by the Business Office. 

.

MAIL

Any outgoing mail needing postage should be placed in the black basket on the radio counter in the Administration office. Notify Business Office when mail is placed in basket for processing.  
STUDENT ACTIVITY SPONSOR PROCEDURES

At the beginning of every fiscal year all sponsors need to fill out a
“RESPONSIBILITIES OF FACULTY SPONSORS” sheet. This sheet will be turned in to the Business office.

Prior to each fundraiser – sponsor is responsible to submit to the Business office for approval a    “FUNDRAISING/SALES ACTIVITY APPLICATION”.
A Form-1 needs to be filled out after the fundraising application has been approved. Sponsor will have to estimate. Form-1 has to be turned in prior to selling

Sponsors will write out a receipt for each individual sell.

Texas Law prohibits schools from conducting raffles, bingo, and any other games of chance.

Any person who orders merchandise without prior approval of the fundraiser will assume full responsibility for the bill.

After fundraiser – sponsor has to turn in “FUND RAISING RECAP” form. This form must be turned in within 4 weeks from end of sale.

Monies need to be turned in on a daily basis, as stated on the Responsibilities of Faculty Sponsors form.

Sponsor will count money and turn it in along with a tabulation form to campus principal or secretary. Sponsor will stay with principal/secretary while money is being verified.

Campus Secretary/Representative will then turn money in to the Business office along with the signed tabulation sheet and wait until Business Office verifies money.

Business office will recount money, deposit, and issue out a receipt to the sponsor.

FUND RAISER MONEY

All fundraiser monies collected must be turned in to the Business office on a daily basis.  

Sponsor will turn in completed Tabulation sheet and money to their Campus Principal/Secretary. The sponsor will wait while Campus Principal/Secretary verifies monies. 

Campus Secretary or Campus Representative will bring verified monies with all coins rolled and with Tabulation Sheet to the Business Office for verification. Campus Secretary or Representative will wait until all monies have been verified by the Business Office.

Business Office will not accept unrolled coins.

Being out of authorized receipt books, deposit tickets or deposit bags is not an acceptable reason for noncompliance with collection and deposit procedures.

Any discrepancies found at any step in the process should be reported to the principal for immediate investigation and resolution.
STUDENT ORGANIZATIONS

*A student organization must have a sponsor.

*A student organization must have bylaws and officers and hold regular meetings.

*Minutes of the organization’s meetings must be written and retained.

*The funds raised by a student organization are to be expended at the discretion of the students and documented in the minutes.

*Sponsors must keep detailed records of the organization’s activities and collection and disbursement of the organization’s funds.

*An organization to be disbanded may determine the use of the remaining balance in its activity fund.

*Funds remaining from an organization, which made no such documented determination, may be transferred by the principal to the campus activity fund and used at the principal’s discretion.

Record Keeping for Absent from Duty

Employees are required to submit absent from duty form on the first day back from leave to their principal/department head. Please indicate the nature of the absence on the form. 

All principals/department heads must turn in absent from duty reports each Friday to the Business Office.

CHECK POLICY:

Checks written to the school must include:

Name, phone number, and driver’s license number.

 On the front of the check the name(s) of the student(s) involved in the transaction.

 Postdated checks are not accepted.

In the event that a check written to any Ricardo ISD campus, club, or organization is returned unpaid by your bank, Ricardo Independent School District or its agent will redeposit your check. Additionally, Ricardo Independent School District may collect a returned check fee of $30.00. If full payment is not received, this will create a presumption for committing an offense, and this matter may be referred for criminal prosecution. The use of a check for payment is your ACKNOWLEDGEMENT and ACCEPTANCE of this policy and its terms.
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